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Processing Orders in HokieMart

This section outlines the steps to complete the shopping cart and finalize the Purchase
Requisition (PR). While each purchase order transaction may originate on a different form,
all form types result in the same shopping cart and requisition document format.

Create the Cart

Users must first enter their transaction on the appropriate form to create a shopping cart.
The HokieMart Purchases and Transactions section detail how to process a transaction
on each of the form types available in HokieMart (Punchout Catalog, Hosted Catalog, Non-
Catalog Form, Interdepartmental Service Request Form, Travel Agency Authorization

Form).
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Edit the Cart

Once items are in the shopping cart, users can edit and add information to the shopping
cart before proceeding to check out and creating a draft requisition. Regardless of the order

form used to initiate the order, the information and fields required to complete the Cart are

the same.

e HOKIEMART

Shopping Cart * Shopping Cart

Simple Advanced

Search for products, suppliers, forms, part number, etc

Cart Name 2026-04-24 erinc93 01
Priority MNormal ~
Leave date blank

unless next

~ mm/dd/yyyy
fiscal year order

(then enter

07/01/2025)

Notify AP- D
Prepayment (Not

Applicable for

Payment Forms)

Prepared for Erin Griffin

ntemal Note

000 characters remaining expand | clear

Send to HokieMart Will Deliver
Supplier?

Wil this PO D

require

ncrementa

payments (i.e

cost receiving)?

(Not Applicable

for Payment

Forms)

All v Search (Al

Note to all

y Suppliers Y

1000 characters remaining expand | clear

s

The Shopping Cart contains the following fields that should be completed by the

Requestor:

e Cart Name —type in a nickname for the purchase. This information will display on
requisition search pages and allows the user to quickly identify specific

transactions.

e Priority - This field is used to communicate to the Procurement Buyer when
departments have a requisition above delegation that requires urgent processing.
Requisitions always default to Normal priority. Requestors can select Urgent from
the drop-down menu only for critical, emergency orders exceeding departmental

delegation.

e Date field - This field should remain blank unless a user wants to pay for this
purchase using the next fiscal years funds. To encumber an order on next fiscal

year’s funds, select the date July 1 followed by the current year.
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¢ Notify AP-Prepayment - Select this field if a prepayment is required on a purchase
order.

e Prepared for — Users can search and select another user to enter their order on
behalf of. This functionality is used when the Requestor does not have access to the
funding source being used on this order.

¢ Internal Note and Note to all Suppliers — Type internal and external notes. Internal
notes are intended for departmental documentation. Notes to suppliers are
intended for external communication to the supplier.

e Send to Supplier —Select the order delivery from the drop down. Choose HokieMart
will Deliver to have the system deliver the purchase order electronically to the
supplier. Choose User will Deliver to give the supplier a copy of the purchase order
outside of the HokieMart system.

e Will this PO require incremental payments? — Select this field to indicate if this
order will be paid for in incremental amounts processed through cost receipts. This
field should always be selected if the order requires prepayment.

Once users have made the appropriate adjustments to the fields on the shopping cart,
select Proceed to Checkout to create the draft requisition. Information on the shopping
cart will be transferred to the draft requisition, and users will have the option to make edits
before submitting the requisition.
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Processing a Draft Requisition

Once a shopping cart is submitted to create a draft requisition, all information from the
shopping cart transferred on to the requisition. Requestors have the option to edit the
information and add additional details to process the order.

Each requisition is assigned a number and includes four tabs: Summary, Comments,
Attachments, and History.

The Summary tab shows the basic purchasing details for the requisition. The Comments
tab includes any messages or additional information related to the order. The Attachments
tab stores any files uploaded to the requisition. The History tab provides a record of all
actions taken on the document.

Wz HOKIEMART Alw Search (A1+Q) a o20asusp W o @ Dy
Requisition * 215435218 ® m Submit PR
Summary Comments Attachments History
Select the pencil icon at the top right of each section to make edits.
G!tﬁ HOKIEMART Al v Search (Al
Requisition + 215330808
Summary Comments Attachments History
General £ Shipping £ Billing #Ho
Cart Name Example order for Requestor Guide ship To Bill To
Priority Normal Contact Name Erin Griffin Accounts Payable

Phone +1 540-231-9028 Email to: vtinvoices@vt.edu

Leave date blank no value Email erinc93@vt.edu Or Mail To

unless next

fiscal year order

(then enter

for Payment

Forms;

Procurement
North End Center Ste 2100
300 Turner St NW

North End Center Suite 3300
300 Turner Street NW
Mail Code 0312

07/01/2025) Blacksburg, VA 24061 Blacksburg, VA 24061
United States United States
Prepared by Erin Griffin
Prepared for Erin Griffin Delivery Options
Ship Via Best Carrier-Special, See Comments
Work Order N/A
Number NfA . " .
Numbe HokieMart Will Deliver
HokieMart will distribute the PO to supplier
Service Now No.  no value
X
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General

The General section displays data entered during the Edit the Cart section. At this time, On-
Behalf-Of Users should select a different user if they have not already done so.

To prepare the requisition On Behalf of a different user, enter the name of the user you wish
to purchase on behalf of and select the magnifying glass to search.

Prepared by Erin Griffin

Prepared for | Chad Dal Q |

Dalton, Chad

Work Order Number %
Hankinson, Chad

Ryan, Chad
Service Now No.

Joines, Chad

% Required fields m Close

Select the appropriate user and then select Save. If multiple users are needed or the On-
Behalf-Of Requestor does not know the user they need to select, they can instead enter
Shared Department as the user to access the funds needed for the purchase and route to
the appropriate Approvers.

Additional fields added to this section that are not displayed on the shopping cart are the
following:

e Work order number —This number will be added by Virginia Tech Facilities if this is a
purchase to their internal supplier. This number is used to tie the purchase order to
the Facilities’ work order system.

e Service Now Number — Users should type in their approved Service Now Number if
this is a software purchase that has been approved through the Low-Risk Low-Cost

program. This number must be entered correctly to certify approval of the software.

Shipping
The Shipping section displays information regarding shipping and delivery data.

Ship To

In this section, users can edit the ship to address that they want their order delivered to.
Users should edit the Contact Name, Phone, and Email to customize this shipment to a
specific recipient.


https://4help.vt.edu/sp?id=sc_cat_item&sys_id=6002a33f1ba01910ec30ebde6e4bcbe4

FINANCE

PROCUREMENT

VIRGINIA TECH

All default addresses saved in the user’s profile will appear first, or users can search for an
additional existing address in HokieMart. Only official Virginia Tech Campus addresses will
be displayed in HokieMart.

Edit Shipping X

Ship To *
Eé] CURRENT ADDRESS b3
Contact Name ¥ Erin Griffin D Add to my addresses
Phone +1 540-231-9028
Email % erincg3@vt.edu
Address Line 1 Procurement
Address Line 2 North End Center Ste 2100
Address Line 3 300 Turner St NW
City Blacksburg
State VA
Zip Code 24061
Country United States
-f:) 0333 - Erin Griffin, +1 540-231-9028, erinc93@vt.edu, Procurement, North End Center Ste 2100, 300 Turner St NW, Blacksburg, VA 24061, United States R '
() Surplus - Ron Barrett, (540) 231-5660, ronald@vt.edu, Surplus Property, 1425 South Main St, Blacksburg, VA 24061, United States
Search additional Q. Resulis Per Page 10 v

The Ship Via should default to Best Carrier-Special, See Comments. This directs the
supplier to review the specific Virginia Tech shipping instructions to ensure the best
shipping rates and favorable terms are used.

The Requestor will have the chance to edit the order delivery method to the supplier (either
HokieMart Will Deliver or User Will Deliver) and review the Notify AP-Prepayment field if
a prepayment is required on this order.

Delivery Options

Ship Via Best Carrier-Special, See Comments
Send to Supplier? % HokieMart Will Deliver

Notify AP-Prepayment

* Required fields m Close
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Billing Section

The Billing section will always remain as the defaulted information for Virginia Tech
Accounts Payable. This information should not be changed.

Funding Section

The fund code selected will tell the system how to pay for the order. The fund code may be
displayed if one has been created as a default in the user profile. Some users have access
to multiple funds. If the appropriate fund does not display or another fund should be used,
users may use the search feature or type the fund code in.

Funding #Fo v
VTF Donor Intent
Chart Fund OrgWF1 Account UGType Location Activity Review
u 121715 047000 13120 NA no value no value N/A
University Chart Procurement Operation  Procurement Office Supplies - Gen. Mot Applicable WTF Approval not
Required

As you type in the funding box, a list of available funds will appear in a drop-down menu.
Select the correct fund from the list to fill in the field.

After you select a fund, the related Org number and UG type will fill in automatically.
Location and Activity codes are optional and may be used based on your department’s
budgeting preferences.

Edit Funding

Accounting Codes

Chart % Fund # OrgwF1 * & Account # UGType * & Location Activity
U-University Chart ~ procurement] Q No Value Search Q No Value Search Q Search

iired © Required © Required
121715 - Procurement Operation

* Required fields Close

Virginia Tech Foundation (VTF) Donor Intent Review will automatically populate with the
appropriate indicator if review and approval is needed by the VT Foundation to ensure
donor intentis aligned with the use of funds selected.
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Split Funding

Some purchases require multiple fund sources to pay for the entire order. This can be
accomplished by splitting the funding information into multiple entries on the same
requisition. Users can add as many additional lines of funding as necessary.

The two primary methods for splitting the funding information on a requisition are on the
header level or on the line-item level.

Splitting at the header level means that the entire amount of the requisition is split between
two or more funds. To split at the header level while editing the funds, select the plus icon
on the bottom right-hand corner of the funding section. This will create another line of
funding. Users can add as many additional lines of funding as necessary.

Edit Funding

Accounting Codes
Chart & Fund # OrgwF1 & Account # UeType & Location Activity VTF Donor Intent Review & & % of Price

U- University Chart 21715 Q  047000- Procurement  + a120 Q. NA-NotApplicable Search Q  search aQ  wa v Enter s

© invalig istribut

U- University Chart v 21623 Q 044000- Univ Controller-Operating - 3120 Q NA-Not Applicable  ~ Search Q Search Q N/A v Enter %
© nvalidaistrbut
Split Total 0%

(0.00USD)
©Fercentage is

p———

Users will need to enter in the distribution of cost on to the funds. You may need to scroll
over to the right to view the split information. Select Amount of Price from the drop down
of the split method. Once the distribution has been entered, select the check mark at the
bottom right of the funding section to allow the system to validate the distribution.

Edit Funding W

Accounting Codes

Account ¥ UGType *1 Location Activity Amount of Price o

Q NA - Mot Applicable

;\
0
[~

o

2, MA - Mot Applicable  ~ Search Q, Search Q .2 [}

Document subtotal: 22.21 USD
Split Tetal 22.21 USD

Select Save to apply the fund split.
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Requestors may also want to specify a different fund only to certain line items on the
requisition rather than to the entire requisition. Users cannot do both header level splits
and line level splits on the same requisition.

To split funding at the line level, select the three dots on the line item that requires a
different funding source. Select Accounting Codes from the Override menu that displays.

ODP Business Solutions LLC - 1 Item - 75.00 USD

~ SUPPLERDETANS  ouder Address 6 6600 N Miltary Trail, Boca R

VTS1531-2021 Numbe To Be Assigned
Line Item Catalog Mo Size/Packaging Unét Price Quantity Ext. Price

Business cards for Hokle Bird B 75.00 B [ R

~ ITEMDETALS [P #

VTS 1531-2021 t Mat no value

Add

Requestors can then enter additional funds following the same steps as for the header
level. Once saved, the funding section of the requisition on the header level will display a
message that “Values vary by line” to indicate funding has been detailed to the line-item
level. Users can also use this split fund method to assign a different account code to a line
item but keep funding sources the same.

Account Code

Account codes are used to categorize expenditures and in routing the requisition to
additional necessary approvals. It is important that correct account codes are used when
entering purchases in HokieMart. The Controller’s Office maintains a comprehensive
Account Code Listing.

Frequently used account codes can be stored in the user’s profile within the Codes section
of the Default User Settings. If account codes are stored in the user’s profile, they will be
displayed in a drop-down list by choosing Select from profile value. The appropriate
selection may be made from this list.


https://accountcodes.controller.vt.edu/
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If the account is not listed in your profile, you can search for the correct account code.
Enter a code or keywords (for example, “office supplies”) in the search field.

You can also select the magnifying glass to browse a list of available account codes in
HokieMart.

Edit Funding

Accounting Codes

Chart # Fund # OrgwF1 * & Account % UGType * Location Activity

U - University Chart v 121715 Q 047000 - Procurement v office supp Q NA- Not Applicable v Search Q, Search

13120 - Office Supplies - Gen

* Required fields m Close

Users must click on the fund you wish to select when it appears beneath the funding box to
accurately pull the fund in.
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Internal and External Notes and Attachments

Internal and External notes and attachments are used to communicate or notate
information about an order internally or to communicate externally to the supplier. External
notes and attachments should not be used on a requisition generated from a punchout
catalog.

Internal Notes and Attachments & - External Notes and Attachments #F v

nternal Note Supplies needed for the Vendor Fair Note to all Suppliers Please reference the attached quote # 12-5930 provided by sales

rep

iternal Attachments Add

Attachments for all suppliers Date Add

A Quote 12-5930.docx 2/28/2022

Internal notes and attachments remain internal to Hokiemart and are not viewable by the
Supplier. Example uses are:

e Toreference an item for a specific cart
e For notes needed by the Procurement Department
e Usedto provide information to add a New Supplier

External notes and attachments are those intended for the Supplier to see. Example uses
are:

e To communicate delivery instructions to the supplier
e To attach a quote referenced in the product description

Any attachments added through the Internal and External Notes and Attachments sections
will also appear on the Attachments tab of the document. Internal notes and attachments
can be added through a comment after a requisition is submitted.
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Buyer Checklist

The Buyer Checklist is a list of information used by a Procurement Buyer when processing a
requisition over departmental delegation. This information is populated during the
Procurement Approval workflow step, after the original Requestor submits the order.

Buyer Checklist # -
Buyer Review PO Check yes
yes
Buyer Code no value
Buyer Phone Number no value
Buyer Fax Number 540-231-9628
Fax Number
After Hours Number 540-231-6221
After Hours Number
Procurement Method EBUY
Purchasing Department
Special Payment Terms? If yes, please check the box X
Special Freight Terms? If yes, please check the box X
PO Clauses o Add/View
Line-Item Information
Supplier and line-item details are listed at the bottom of the requisition document.
Requestors can edit some elements of the line items.
New River Office Supply Inc - 5 ltems - 292.45 USD -0
~ SUPPLIER DETAILS  Order Address 2 : 2605 Research Center Dr, Blacksburg, Virginia 24060 United States
Contract no value PO Number To Be Assigned
Line Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price
81/2 X 11 Copy Paper UNV11200 BX 58.49 5 BX @ 29245 -]
~ ITEMDETAILS 3* ra
Contract no value Internal Note no value
Internal Attachments Add
Attachments for supplier  Add

Select the three dots on the right side of a line to view additional actions. From this menu,
you can edit accounting codes, remove the item from the order, or move it to another cart.
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To edit accounting codes for specific items, select the checkbox next to those items and
choose Accounting Codes. This allows you to assign a different fund source or account
code to selected items instead of the entire order. To remove an item, select Remove. To
move an item to a different cart, select Move to Another Cart.

You can also update line-item details, such as the description, catalog number,
packaging, unit price, and quantity, by selecting the line-item text. This opens the form
where you originally entered the order so you can make changes.

This editing option is not available for Punchout or Hosted Catalog orders. If you need to
make changes to these types of orders, delete the order and create a new one through the
supplier’s catalog.

Adding a Contract Number

Most university wide contracts will automatically populate the associated contract number
on the line item of the requisition. Some contracts must be selected if access to the
contractis restricted, or if there is a limited scope of goods or services provided by a
supplier available on contract.

In the shopping cart, Requestors can select the text Select contract... on the line item to
choose from a list of available contracts for that supplier.

0DP Business Solutions LLC - 1 ltem - 75.00 USD

+ SUPPLIERDETANLS % (Order Address & - 6600 M MiBary Trail, Boca R

o valie PO N To Be Assigned
A Sartrac] hid o Been BHected o7 Ghi o ment

lines where one |3 svelsble for sssignment

Line iem Catalog No. Size/Packaging Undt Frice Quartity Ext Price

Commacy(s) slable for sasignment 10 Ths line:

Business cards for Hokie Bird BX 7500 BX 75.00

-~ ITEMDETAILS ¢

Select contract

expand | clear




FINANCE

PROCUREMENT

If users are in their draft requisition, the contract can be added by selecting the pencilicon
directly on the line-item details and then choosing the appropriate contract.

ODP Business Solutions LLC - 1 ltem - 75.00 USD

~ SUPPLIERDETAILS & Order Address 6: 6600 N Military Trail, Boca R

ity i Ta Be.ﬁsaignea
A contract has not been selecied for one or mose
Ines whete oo ia svailible fer aasignmens
Line  I8em Catalog No. Size/Packaging Unit Price Cariity Ext. Price
Cortract(s) available for assignment to this lne.
Business cands foe Mokie Bird Bx 7500 Bx [ B
~  ITEM DETAILS [
o value nfermal Motz no valug
add
Add

If you have additional line items on your requisition, you can copy the selected contract to
other lines.
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Final Review

A summary of the order is displayed on the right-hand side of the requisition document.
This provides the Requestor with information such as the total cost of the requisition,
workflow of approvals, and any error messages or helpful reminders. Requestors will be
unable to submit a requisition until errors are addressed.

Summary -
Q Correct these issues. w

You are unable to proceed until addressed.

All prepayments require cost receiving. Please
check the Incremental Payment (i.e. cost receiving)
flag to proceed.

Total (292.45 USD) >
Shipping, Handling, and Tax charges are calculated and
charged by each supplier. The values shown here are for
estimation purposes, budget checking, and workflow
approvals.

Subtota 292.45

292.45




FINANCE

PROCUREMENT

Requisition Workflow

Internal controls are maintained using a workflow of approval steps. Each requisition will
route through a workflow of approvals needed to issue the purchase order. At minimum,

the requisition will obtain an initial budget check, organizational level approval by someone

in the department with authority to authorize use of funds, and a final budget check before

assigning a purchase order.

Summary

v

Budget Auth
@ Approved - 4/7/2026 2:33 PM - System

Org Approval 1
@ Pending - Unassigned

Org Approval 2
Future

Account Review
Future

Procurement Approval
Future

Budget Auth_2
Future

Create PO
Future

1

Requisitions progress through the workflow in real
time, showing the department where their purchase
is in the approval process. Users can select individual
workflow steps to obtain more details, such as a
listing of people who are eligible to review and
approve that step.

Approval of all workflow steps must be obtained prior
to creation of a purchase order. Approvers can
approve, reject, or return requisitions.

Once all information is accurately documented on the requisition, select Submit PR at the
top right corner of the requisition document to submit the requisition through the workflow
of approvals and issue the purchase order.
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Additional Actions

Withdraw the Requisition

A Requestor can withdraw a requisition at any stage in the workflow prior to it becoming a
purchase order. Users may withdraw a requisition if they have additional information to add
or changes to requisition details. Once a purchase order is issued, changes cannot be
made unless the order is over departmental delegation.

Select Withdraw Entire Requisition at the top right-hand corner of the requisition
document to remove the requisition from workflow and place it back in the Requestor’s
draft carts. The user will be prompted to type in a reason for withdrawing. This will appear in
the history of the requisition.

Returned Requisitions

Requisitions can be returned at any of the workflow steps. Approvers can return the
requisition if substantial edits are needed to the requisition before a purchase order can be
issued, or if the purchase does not comply with university policy or procedures.

Requisitions can also be returned for reasons such as insufficient funding, invalid
accounts, or insufficient funds.

Returned requisitions will be sent to the users draft carts. Requestors can be notified of
returned or rejected requisitions by setting notifications preferences in their user profile.
Review the User Information and Settings guide for detailed steps. The reason for return is
included in the system email sent to the Requestor or can be viewed in the History of the
requisition.

Copying a Cart

Requestors can copy requisitions into a completely new cart, providing a very convenient
way to repeat an order. ltems can be removed or additional products can be added to the
cartif needed. Requisitions originating from a punchout or hosted catalog should never be
copied. If a punchout or hosted catalog requisition is copied and approved as a purchase
order, the supplier will not have a record of it in their computer system.

Carts can be copied by selecting the three dots on the top right-hand side of the requisition
document and selecting Copy to New Cart. Requestors will still need to fill out some
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information before submitting the requisition for approval. The history tab of the new
requisition will show the original requisition number that was copied.

Copying a cart should be done with caution. Copying a cart can copy information you did
not intend to bring to a new requisition. If you copy a requisition that was rejected for an
error, that error may get copied.

Searching for Requisitions

To search for a requisition, go to the Orders menu on the left-hand side of HokieMart and
select Search. Then choose the type of document you want to find.

Tz HOKIEMART

Dashboards * HokieMart Home

Orders Quick search

search All Orders

My Orders Requisitions
Approvals Purchase Orders
Requesis

Invoices

Receipts

Users can search requisitions directly if their requisition number is known. Type the
requisition number in to the search bar at the top of HokieMart.

Al > 215065834 Q  29245USD W Q I"B @1

You can also view order information from the Requestor Dashboard. The dashboard
includes quick links to your profile settings, draft carts, returned requisitions, and
transaction lists. These tools can help you track orders more easily within the system.
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Tz HOKIEMART o - Search (Alt+Q) a  wasuo w o (@ Dy
Shop * Requestor Dashboard

{  Payment Request Forms Receiving Dashboard Requestor Dashboard Shop Furniture Punchouts Shop Supplies Punchouts Training And Resources VT Contracts And SWaM

HokieMart Home HokieMart Alerts

Latest News from HokieMart

available in the Hoki

04/13/26: Welcome to the new HokieMart Guided Buying Experience! Check out the Training and Resources Dashboard for getting started videos, including
system.

04/10/26: For those who were unable to attend either Town Hall, an on-demand recording of the Town Hall is now available.

BACKTO 03/13/26: The Newest Version of The Cart Newsletter valume 26-01 is now available online.

HOXIEMART HOME Looking for past updates? Visit the Procurement News and Updates page to catch up on recent announcements

Guidance and P Procurement Forms Receiving Dashboard
P,"Ocurement Submit forms for Ship-To address updates, solicitation requests, and contract modifications. ~ . .
HokieMart Requestor Guide 7 mn
For more information on using HokieMart and =1 ToRT Form] = v
entering orders, refer to the HokieMart — ] - v
Requestor Guide. Ship To Solicitation oonract ™~
Releasing Encumbrances Address Form | | Request Form Form

Torelease an encumbrance, email the RECEIVING
HokieMart team. To cancel the PO and release DASHBOARD
funds, submit a cancelled raceipt in HokieMart.

Goods and Services Purchasing

Procurement procedures depend on the total
contract value. Purchases of $10,000 or less
may use a Single Source Award, while those

My Draft Carts and Returned Requisitions Quick Access

between $10,000 and $200,000 require informal View Favorites
processes, such as three quotes or cooperative Showing Results 1-1of 1

contracting. Purchases over $200,000 follow Explore Suppliers
formal procedures, including competitive

bidding, cooperative contracts, or & Sole Source My Default Addresses

walver, Procurement processes are primarily CART NUMBER SHOPPING CART NAME TYPE DATE CREATED - TOTAL My Notification Preferences
determined by the purchase amount. Y

1 o P D, My Fund/Account Code Defaults

i g 15435015 Requestor Guide Example My Drafts 4/28/2026  292.45USD
Practices

1. Biased or improper supplier

More information on searching for documents in HokieMart can be found on the HokieMart
Search Functionality guide.
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