
 

User Information and Settings 
User Profile Information 
Each HokieMart user has a personalized profile which is established prior to performing HokieMart 
functions. Your profile is created by General Accounting when you submit your HokieMart Access 
Request form.  

 

Assigned Roles 
Roles are assigned to a particular user based on information received from departments and levels of 
responsibilities within individual departments and are controlled within the HokieMart application. 

To view your assigned role(s), select Assigned Roles under the User Roles and Access option. 

If roles need to be changed, complete the appropriate HokieMart Access Request Form and mail it to 
the Controller’s Office or email an electronic copy to General Accounting. 

 

Access 
The access page displays the level of visibility the user has been granted when conducting a search for 
documents, such as purchase orders and requisitions. Users will have access to view documents 
belonging to the departments listed here. 

https://www.procurement.vt.edu/forms.html
mailto:genactg@vt.edu


 

User Notification Preferences 
Email Preferences  
When a Requisition or Invoice is submitted in HokieMart and awaiting approval, emails can be 
automatically generated to notify users. By default, certain email notification boxes will be checked 
based on the role of the user. Requestors may choose to check additional email notification boxes to 
increase the level of individual notification. By placing the cursor over the description, a brief definition 
will be displayed to assist users in deciding.  

To go to the user profile, select the silhouette icon at the top right hand corner of the HokieMart screen. 
Then select View My Profile from the drop-down list. 
 

 

  



 

Select Notification Preferences from the menu within your user profile. 

 

The notification preferences are categorized by type. Requestors should turn on notifications under the 
Shopping, Carts & Requisitions section, as well as the Accounts Payable section. Select the type (for 
example, Shopping, Carts & Requisitions) and select the text edit section. 

 

 

In the edit section, select the type of notification you would like to modify from the drop-down. The 
options are none, email, notification, or email and notification. 

 

• None – no notifications are delivered by the system  
• Email – the system will send an email to your Virginia Tech email address  
• Notification – will add a notification to the Notifications Menu on the top of the HokieMart page 
• Email & Notification – will do both listed above (recommended).  

 



 

For requisition notifications, we recommend turning on the PR pending Workflow Approval email & 
notification in the Shopping, Carts & Requisitions section.  For invoice notifications, we recommend 
turning on the Invoice pending Workflow approval email and notification in the Accounts Payable 
section. 

Default Addresses 
A ship to address is the address the requestor would like the item(s) delivered. Users can choose to save 
a default ship to address to their user profile. This address will automatically populate on their 
requisitions but can be changed on individual requisitions before submission if needed. Ship to 
addresses in the system can only be official Virginia Tech campus addresses. If users need to ship items 
to a non-VT campus address location, they should email hokiemart@vt.edu. 

 
To save a default address to the user profile, navigate to the Default User Settings and select Default 
Addresses from the menu within the user profile. Select Addresses for Profile should be selected to 
open a search feature. Using this search feature, Requestors can view all available Virginia Tech campus 
addresses.  

 

Using a key word from the desired address, users can search for the address they need to ship goods to. 
Users can search on department name, building, or street to locate their ship to address. Shorter search 
criteria will yield more results. 

mailto:hokiemart@vt.edu


 

 

Select the radio button next to the address you want to add to your user profile. This will allow the user 
to fill out a Nickname for the address and a Contact Name. The phone number and email address 
associated with the given user’s profile will pre-populate in the address. Contact name, phone number, 
and email address can all be edited on the default address or on an individual requisition. 



 

 

If only one address is saved, it will always appear as the default. Users have the option to save multiple 
addresses to their profile and can select the Default checkbox to indicate which address should default 
on their requisition document. Addresses can be removed from a user profile by selecting the Delete 
Address button. 
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