
 

 

HokieMart Approver User Guide 
Updated April 8, 2026 

Introduction 
HokieMart is the University’s e-procurement system, hosted by Jaggaer. HokieMart centralizes the 
procure to pay process, by wrapping the issuance of a purchase order, receipt of goods or services, and 
processing of e-invoices all into one system.  
 
All university purchases should be issued using a purchase order through HokieMart. 
 
In addition to placing purchase orders, we also use HokieMart for the following actions: 

• Processing invoices 
• Storing university contracts 
• Maintaining a database of supplier records 
• Sourcing for new term contracts 

Overview of HokieMart 
HokieMart is used to make purchases and issue payments to vendors. This can be accomplished by 
submitting a requisition or a payment request form. After a requisition or payment request form is 
submitted, they flow through an approval process to generate a Purchase Order or e-invoice to initiate 
payment to a vendor. 
 
To maintain separation of duties, typically, a single user may serve as both a Requestor and Receiver. 
Usually, an Approver has only that single role. Users cannot enter, approve, and receive their own 
documents in the HokieMart system. 
 
HokieMart provides a central receiving process for the entire university. Once goods or services are 
delivered, a Receiver will go into the purchase order to complete a receiving action. Along with a copy of 
the PO and invoice, this receiving action provides Accounts Payable with a 3-way match to issue 
payment to a vendor. 
 
More information regarding receiving can be found in the Receiver Guide. 
 

HokieMart is open to the entire university; there should be virtually no paper processing. The 
responsibility of each user is described in one of three guides: 
 

• Requestor 
• Approver 
• Receiver 

  

https://fit.vpfin.vt.edu/content/dam/fit_vpfin_vt_edu/resource/controller/accountspayable/ReceiverGuide.pdf


 

 

User Roles 
Roles in HokieMart 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. 
 

Requestor 
The Requestor is the individual (user) who initiates the electronic purchase of goods and services by 
shopping and creating a cart. The Requestor utilizes either a Punchout catalog, Hosted Catalog, or a 
quote from a vendor to generate a shopping cart. After placing these items in the shopping cart, the 
Requestor will proceed through the checkout process to create a draft requisition. Once all required 
fields are complete on the draft requisition, it is submitted into the workflow of approvals prior to 
becoming a purchase order. 
 

On Behalf-of-Requestor 
An On Behalf-of-Requestor is an individual who initiates the electronic purchase of goods and services 
“on behalf of” the Requestor who is authorized to use HokieMart. 
 

Approver 
An Approver is an individual designated to electronically review/edit and approve purchase requisitions 
and invoice documents within the delegated purchasing authority. After verification, the Approver may 
either reject part or all of the document or approve the document. This role approves two types of 
documents: Requisitions and Invoices. Approval of the requisition creates a Purchase Order (PO) that is 
electronically delivered to the supplier. Approval of an Invoice provides Accounts Payable with approval 
to generate payment once the document completes workflow and integrates into Banner. 
 

Receiver 
The Receiver verifies receipt of goods or services. All or part of the order may be received depending on 
delivery (for example, back orders or damaged goods). The Receiver enters HokieMart and electronically 
receives the goods or services. 
 
 
 
  



 

 

System Requirements 
HokieMart is a web-based product and is used in conjunction with the Internet. Users may access 
HokieMart from either a PC or Mac.  
 
The following browsers are currently supported by Jaggaer for use of HokieMart: 
 

Platform Browser Support 
Windows Internet Explorer (IE) – Only Version 11* 

Edge – latest version with Windows 10 

Chrome – latest version – automatically updated in Google 

Firefox – latest version – automatically updated by Mozilla 

Macintosh Safari 4.0 and higher 

Firefox – latest version – automatically updated by Mozilla 

iPad Safari – embedded browser within the iPad 

 
* Previous versions of Internet Explorer are no longer supported. Users will be redirected to a page 
displaying recommended browsers.  
 
Please note: iPad is supported by Jaggaer, however, not all Supplier punch-out sites will support the use 
of this device. Additionally, although Safari is supported by Jaggaer, not all Supplier punchout sites will 
support this browser. 
 
 
 
  



 

 

Navigation 
 
The HokieMart system uses a guided buying experience, meaning the layout is built using dashboards 
designed to guide users through different transactions with minimal assistance needed.  
 
On the left side of the page, you’ll see a collection of helpful resources provided by Procurement and the 
Controller’s Office. These sections include guidance, policies, and other support materials that apply to 
the specific dashboard you’re viewing. These resources will remain visible across the dashboards so that 
help and documentation are always easy to access. 
 
At the top of the page, you’ll find the News and Announcements section across each dashboard. This 
area will display important system updates, reminders, or announcements that users should be aware of 
when working in HokieMart. 
 
On the right side of the screen, the tiles act as quick navigation that take you directly to the various 
dashboards throughout the system. If you prefer, all dashboards can also be accessed using the 
navigation bar at the top of the page. 
 
These navigation options make it easier for users to move between different areas of HokieMart 
depending on what task they need to complete. 
 
 

 

 



 

 

Approver Dashboard 
 
The Approver dashboard is designed for individuals who are responsible for approving transactions in 
HokieMart. The main purpose of this page is to show items that are currently waiting for approval. 
Approvers can quickly identify requisitions or invoices that require their review so they can take action 
without having to search through the system. 
 
The searches saved on this page provide broader department or organization-level overviews of 
purchase orders, invoices, and orders that need receipts. This helps approvers monitor procurement 
activity across their units and stay informed about transactions moving through the workflow. 
 

  



 

 

User Profile Notification Preferences 
Each HokieMart Approver will have a personalized profile which must be created prior to performing 
HokieMart functions. Your profile is created by General Accounting when you submit your HokieMart 
Access Request form.  
 

Email Preferences  
When a Requisition or Invoice is submitted in HokieMart and awaiting approval, emails can be 
automatically generated to notify Approvers. By default, certain email notification boxes will be 
checked. Approvers 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 making a decision.  

• Select the silhouette icon  
• Then select “View My Profile”  
• Navigate to the notification preferences section  

 

 



 

 

 

The notification preferences are categorized by type. Approvers 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 (none, 
email, notification, or email & 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. 



 

 

Document Approval Actions 
As an Approver, you have the responsibility to review and verify the data on the requisition or invoice. 
The Approver is responsible for ensuring that purchases are appropriate university expenditures and are 
following applicable procurement and university policies and procedures.  
 
As part of the review process, several actions may be taken, outlined in the sections below.  
 

Managing Documents Awaiting Approval and Assigning the Document 
Approvers can work their approvals on a notification basis, or they can view all documents needing their 
approval in a queue. From the home page of HokieMart select the flag icon for action items.  
 

 

Select the category of document, either Requisitions or Invoices, that you wish to approve. This will 
bring up your queue of requisitions or invoices awaiting your approval. If you have any documents that 
you have already assigned to yourself, you will see those listed as well.  
 
Select the requisition or invoice number that you wish to review.  
 

 
 
The document will open for your review.  

 



 

 

 

Select Assign & Further Actions on the top right-hand corner of requisition or invoice you wish to 
review. This will assign the requisition into your personal approval queue. This is important especially for 
departments with multiple approvers to prevent duplicate reviews.  
 
 

  



 

 

Reviewing a Document for Approval 
 
Approvers are responsible for reviewing requisitions and invoices to ensure the appropriateness of 
organizational funding, correct account codes, and accurate shipping information for department 
purchases of goods and services. Approvers should also verify that the purchase or payment is in 
adherence to appropriate policies and procedures. By approving a requisition or invoice, the Approver 
confirms the validity of the purchase.  
 
Throughout the document, select the pencil icon to make any edits. The Approver can also choose to 
reject an invoice document or send a requisition back to the Requestor for appropriate edits. 
 
The document cannot proceed through the remaining workflow process until the review is complete 
and the document is approved. The areas on a requisition that can be edited are in the sections that 
follow.  
 
 

General Information 
 
In this section of the review, Approvers can update the following fields of General information:  
 
 
 
Cart Name: The system will automatically assign a name 
for the Cart unless users choose a unique name to 
describe the purchase. 
 
Priority: Approvers can modify the priority of the order. 
This should be left at normal unless the PO is above 
department delegation and a time-sensitive or urgent 
purchase.  
 
Accounting Date: This field should be left blank unless you 
wish to use funds from a future fiscal year. If using funds 
from the next fiscal year, enter 07/01/ and the year.  
 
Service Now No: Ensure the approved RITM number is 
recorded here if this transaction is for a software 
approved through the Low Cost, Low Risk program. 
 
Incremental Payments: This field should be checked if 
cost receipts will be performed to make payments on this 
purchase, or if there will be any prepayments.  
 
 
 

https://www.procurement.vt.edu/itprocurement.html


 

 

Shipping Information 
 
The Ship To address is the location where goods will be delivered. The Approver should review the 
address and ensure it has the appropriate contact information and that the address is correct. To edit 
this section, select the pencil icon in the Shipping section. 
 
Notify AP-Prepayment is used if the purchase requires a prepayment. If this field is checked off, the 
Approver must also verify that the Incremental Payments field is also checked off in the General 
Section.  
  
The Send to Supplier field indicates whether HokieMart will automatically send the purchase order to 
the vendor after the requisition completes the approval workflow. 
 

• HokieMart Will Deliver means the system will send the purchase order to the supplier.  
 

• User Will Deliver means the system will not send the purchase order, and the user is 
responsible for providing it to the supplier if needed. 

 
  



 

 

Billing Address 
The Billing Address section contains the address to Accounts Payable in the Controller’s Office. This 
address should not be edited.  
 
 

Funding 
The Approver should review the funding information closely to ensure accurate fund, org, and account 
codes are being used. 
 

 

 

 
To edit the funding information, select the pencil icon.  
 

 
To change the fund or account code, Approvers can delete data in either field and type in the correct 
fund or account code. The Approver must then select the correct number that populates in a drop down 
beneath the appropriate field. The system will automatically update the OrgWF1 field with the 
associated org number if the fund is changed. After the updates are made, select Save to apply changes.  
 
A comprehensive list of university account codes are available on the Office of the University 
Controller’s website. 
 
 

Internal and External Notes 
 
Internal notes and attachments are a way to keep records and applicable information associated with a 
purchase. For example, Requestors may attach an attendee list for a catering order in the internal 
attachments for Accounts Payable to review. External notes and attachments contain information and 

https://accountcodes.controller.vt.edu/
https://accountcodes.controller.vt.edu/


 

 
supporting documents that will be sent to the supplier or will display on the purchase order document 
for the supplier to review. Approvers should verify accuracy and content of the information in these 
sections prior to approving. 
 

 
 

Line-Item Details 
The last section on a requisition document displays the line-item details of the purchase. Approvers 
should review accuracy of the information entered here and verify that the purchase is appropriate use 
of funding and compliant with state and university policies and procedures.  
 

 
  



 

 

Future Approvals 
 
 
Approvers can view additional future approvals needed on 
the workflow on the right-hand side of the requisition 
document. Select the workflow step to view more details on 
the list of approvers who can review and approve that step. 
  



 

 

Reviewing an Invoice 
Similar to Requisitions, the Approver should review all invoices in their queue for appropriateness of 
organizational funding and correct account codes for the transaction. Approvers should also ensure 
timeliness of payment by providing a quality control review of the date the invoice was received by the 
department and the date the invoice was submitted as a Payment Request in HokieMart.  
 
Approvers should also verify that the purchase or payment is in adherence to appropriate policies and 
procedures. By approving a requisition or invoice, the Approver confirms the validity of the payment. 
 
Invoices needing approval are those that are generated by a Payment Request Form. These are forms 
designed to process a payment for pre-established transaction types, called Procurement Exemptions. 
For more detailed information on Payment Request Forms, please view the Payment Forms User Guide.  
 
The invoice approval process mirrors the purchase requisition approval workflow process. In order to 
maintain appropriate internal control, the approver must be different than the requestor. The 
Controller’s Office conducts a quarterly review to ensure compliance.  
 
Once assigned, the Approver must review and, if applicable, edit the document. The document cannot 
proceed through the workflow process until the review is done. An explanation of the information 
available on an invoice document is outlined below.  
 

 

General Section  
The General Section on invoices is broken into three subsections: Invoice Information, General 
Information, and Dates Information.  
 
 
 
 
Invoice Information contains information such as the 
supplier, the supplier’s invoice number, and our internal 
HokieMart invoice number. 
 
The Invoice number always starts with an E and ends with 
a D. This is the number users can use to pull up the 
invoice in the HokieMart and Banner systems.  
  



 

 
 

 
The General Information is the next subsection.  
 
This subsection tells the Approver information such as 
the Requestor who entered the invoice (Invoice Owner), 
the source of the invoice, and the payment terms of the 
supplier.  
 
Additionally, this section has information that the 
Requestor entered on the Payment Request Form. The 
Approver should review the Customer Account Number, 
Authorized Payment Category, and Enclosure if 
applicable.  
 

 

 

 

 

The final subsection under the General Section is the Dates 
Information.  
 
This subsection provides dates such as the date the invoice 
was received by the department and the due date 
calculated based on the payment terms.  
 
Approvers should review the Invoice Received Date to verify 
that the invoice was submitted into HokieMart for payment 
promptly upon receipt from the vendor.  
  



 

 

Notes and Attachments 

The Note and Attachments section displays the invoice and 
any payment backup information that the Requisitioner 
attached on the Payment Request Form.  
 

 

 

Payment Information  
Once an e-invoice routes for approval and is completed, the 
document will integrate with Banner Finance.  
 
The Payment Information section on each e-invoice in 
HokieMart will show payment information once a 
disbursement is made in Banner Finance.  
 

 

Codes Section  
Funding information will display under the Codes Section. Approvers should thoroughly review this 
information to ensure appropriate funding and account codes are applied to this payment.  
 

 

Line-Item Details  
The last section on an invoice document displays the line-item details of the payment. Approvers should 
review accuracy of the information entered here and verify that the payment is appropriate use of 
funding and compliant with state and university policies and procedures.  
 

 



 

 

Returning a Document 
As an Approver there may be times that you will need to return the requisition back to the requisitioner 
to make changes. Please note, the return function is only available on a Requisition Document and is not 
an action that can be taken on an Invoice awaiting approval. Invoices that must be corrected by the 
Requestor should be rejected and entered again on the Payment Request Forms. 
 
From the drop-down action items menu on the right-hand corner of the document, select the down 
arrow to view the options and then select Return to Requisitioner. 
 

 
 
Please note, the requisition must be assigned to the Approver to have this action as an option.  
 
Returning a requisition will allow the Approver to include a comment explaining why the requisition is 
being returned.  
 
  



 

 

Rejecting a Document  
Approvers have the option to reject a requisition or invoice entirely. However, the document will no 
longer be salvageable to the requisitioner, and it will remain permanently rejected. This means that if re-
entry is needed to ensure a purchase order is issued or a payment is completed, the Requisitioner will 
need to re-enter the requisition or Payment Request Form from scratch.  
 
 
From the drop-down action items menu on the right-hand corner of the document, select the down 
arrow to view the options and then select Reject Requisition. 
 

 
 
A comment box will open which allows the Approver to add specific notes about the rejection. The note 
can be seen in the PO history.  
 
 
  



 

 

Adding a Comment 
Approvers can add comments to a Requisition, Invoice, or Purchase Order. In addition, a comment may 
be sent to other HokieMart users. If designated, notification of a comment will be sent via email to the 
designated recipients. Examples of situations where a comment might be useful are:  
 

• To notify a HokieMart user to submit a receipt  
• To ask a clarifying question about an order 
• To add internal information or an attachment to a transaction after the document has 

completed workflow  
 
To add a comment, select the Comments tab. 
 

 
 
To add a new comment, select the plus symbol. In the comment box, type in your comment. To send 
your comment via email to another HokieMart user, select Add Recipient or select one of the recipients 
already listed. Approvers can also add attachments to their comments. Any attachments added to the 
comment will appear as internal attachments on the document. 
 

 



 

 
To post the comment to the document, select the check mark symbol. The comment will become a 
permanent part of the document. Please note, comments cannot be deleted or edited once posted to 
the document. Anyone with access to view this document in HokieMart can see the comments.  
 

Viewing Document History 
 
Each document has a History tab that provides the entire history of the document process from creation 
and the individual actions that have taken place on the transaction. An Approver can view the approval 
steps and any history pertaining to the document by selecting the History tab. 
 

 
 
  



 

 

Other Actions 
Approvers have a few other actions they can take on documents they are reviewing. Select the down 
arrow on the top right-hand corner of the document to view additional actions. 
 
Approvers must assign the document to themselves to view the additional actions available. 
 

 
 

• Approve & Next approves the document and takes the Approver to the next document needing 
review in their queue. 

• Approve will approve the document currently being viewed. 
• Return to Shared Folder will unassign the document from that approver and puts the document 

back in a Shared Folder for other approvers to assign and review. 
• Return to Requisitioner returns the requisition back to the user who entered it. The 

Requisitioner can then make edits and resubmit. This is only available on Requisition 
documents. 

• Reject Requisition returns the requisition back to the user who entered it in a rejected status. 
No changes can be made to the document, and it cannot be resubmitted. 

  



 

 

General Contact Information  
• Procurement 

For questions concerning requisitions and purchase orders, encumbrances, contracts, or 
supplier information: 
Email: HokieMart@vt.edu 

 
• Accounts Payable 

For questions about invoice payments, receiving, or payment request forms:  
Email: acctpay@vt.edu 

 
• Fixed Assets 

For questions about fixed assets: 
Email: VTFixedAssets@VT.edu 

 
• General Accounting 

For questions about HokieMart access, funding, or Banner Finance Reports: 
Email: genactg@vt.edu 

 

Other Helpful Resources 
 

• What Do I Need To Know About Procurement at Virginia Tech? 
Learn about procurement in higher education, specific to Virginia Tech. Any new user with fiscal 
or procurement-related responsibilities should be familiar with the appropriate policies and 
procedures regarding purchasing at Virginia Tech. 

 
• The Cart: HokieMart Newsletter 

The procurement department’s newsletter provides helpful information and updates about 
purchasing and the HokieMart system. All users will access to HokieMart will automatically be 
added to the distribution list.  
 

• Signature Policy 
Approvers should know what types of documents are appropriate for them to sign and how 
specific delegations and thresholds are defined.

mailto:HokieMart@vt.edu
mailto:acctpay@vt.edu
mailto:VTFixedAssets@VT.edu
mailto:genactg@vt.edu
https://www.procurement.vt.edu/starthere.html
https://www.procurement.vt.edu/hokiemart/thecart.html
https://www.procurement.vt.edu/signaturepolicy.html

	Introduction
	Overview of HokieMart
	User Roles
	Requestor
	On Behalf-of-Requestor
	Approver
	Receiver

	System Requirements
	Navigation
	Approver Dashboard

	User Profile Notification Preferences
	Email Preferences

	Document Approval Actions
	Managing Documents Awaiting Approval and Assigning the Document

	Reviewing a Document for Approval
	General Information
	Shipping Information
	Billing Address
	Funding
	Internal and External Notes
	Line-Item Details
	Future Approvals

	Reviewing an Invoice
	General Section
	Payment Information
	Codes Section
	Line-Item Details

	Returning a Document
	Rejecting a Document
	Adding a Comment
	Viewing Document History
	Other Actions

	General Contact Information
	Other Helpful Resources




