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Step 1: Log into HokieMart (hokiemart.vt.edu) using your PID and password.

Step 2: Select “Interdepartmental Service Request.”

Py 77~ VIBSINIA | e Mg 0 -~ Search (Alt+Q) Q 0.00USD W VAL O3
! Simple Advanced Goto: Non-Catalog ltem | Favorites | Shop | QuickOrder ~ Browse: Suppliers | C Contracts | C
r Search for products, suppliers, forms, part number, etc. n
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e University Forms & SWaM Vendor Search v

ANNOUNCEMENTS updated 11/20/24

-
m isher Scienti
New Fisher Scientific S.?Ies Rep! ) VT SWaM
Please join us in welcoming the new representative for Fisher Interdepartmen tal Travel Agency Vendor Search
‘g Scientific, Maria Bryson! Maria is available to assist with questions or Service Reque... horization (Hok... Di i
Vendor Search

provide quotes. You can reach her at
maria.bryson@thermofisher.com or (540) 682-9330.

The Newest Version of The Cart Vol. 24-04 is Now Available Payment Request v

Online
Click on this link to read the latest edition of The Cart.

N Non-PO Payment .
Important Procurement Related Topics covered in this Issue: Honorariums Request Refund Request Form  Utilities Payment

* Reminder of Recent Receiving Changes
* We Want Your Feedback!
o Intraduring Al Guided Haln with Adant in HakiaMart

Step 3: Select the desired Service Center from “Supplier” dropdown.

Form - Interdepartmental Service Request (HokieMart will deliver PO) Q ™ Close -

v
Supplier Info VT Air Transportation Services @
VT Animal & Poultry Science
Existing Supplier VT Animal Cancer Care & Research Center
VT APPL Service Center
Supplier % VT Athletics
VT Biochemistry Other
General Info VT Biochemistry Service Center ®
VT Biological Sciences - VBI Plant Growth Facility
Non-Configurable Fields VT Biological Sciences Posters
VT Biological Systems Engineering - Vehicle . X .
General Info Instructions VT Bicloglcal Systerts Enghearing = Water lescription of the goods or services you are requesting in
VT Biological Systems Engineering Easton Vehicle
Form Type VT BSE Household Water Quality Program
Catalog No. * VT Bursar AR Pymts
Product Description # I OALENe
VT Campus Connect
VT Career & Professional Development
VT CCS VME
VT Center for Power Electronics Systems (CPES)
Quantity % VT Center for the Arts
VT Centralized Mail
Packaging * VT Chemistry Chromatography
Estimated Price % VT Chemistry Instrument Maintenance Shop
VT Chemistry NMR Lab
VT Chemistry Poster Printing
External Info VT Chemistry Research Stockroom @
VT Chemistry Surface Analysis Service Center
External Info Instructions VT Chemistry X-ray Lab
VT ClinCard

Service Required by: %
VT CMP Billing Kickouts
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http://hokiemart.vt.edu/

Step 4: Fill out the rest of the form

(1) Product Description: Add details of service
(2) Estimated Price: Enter Maximum Cost Allocated

(3) External Info
Form - Interdepartmental Service Request (HokieMart will deliver PO)

Supplier Info
Existing Supplier
Supplier % v
General Info
Non-Configurable Fields

General Info Instructions
in Product Name/Description field.

Form Type % Interdepartmental Service Request (HokieMart will deliver PO)

Catalog No. % ISR

Product Description *

1 —

/4
7~

s remaining expand | clear
Quantity %

Packaging % EA - Each v

Estimated Price W 2 ﬁ

External Info D R 3

External Info Instructions

Service Required by: % 23]

Department: %
Building / Room: %
Contact Name: %
Contact Phone: %

External Notes (1000 char)

Vs

Aclers rer g expand | clear

External Attachments Add

Include additional instructions under External Notes below.

Close

Add And Go To Cart n

@

Use this form for Interdepartment Service Requests. Include a general description of the goods or services you are requesting

Step 5: Select (4) “Add and go to Cart” (default option) and click “Go”
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Step 6: Review Cart and click “Proceed to Checkout”

VIRGIN
a N7 1S KIE MAR
- Shopping Cart *+ Shopping Cart
=
[} simple  Advanced
Q Search for products, suppliers, forms, part number, etc.
-
pive
Cart Name example nternal Note
&
expand | clea
Priority Normal v
Sendto Supplier?  HokieMart Will Deliver v
Notify AP- O
Prepayment
Prepared for Kathryn Folles Q
1 Item
VT Chemistry Poster Printing - 1 Item - 2.00 USD
~ SUPPLIERDETAILS  Order Address 1 : 480 Davidson Hall, 900 W Campus Dr, Blacksburg, Virginia 24061 United States
Contract no value PO Number To Be Assigned
Item Catalog No. Size/Packaging
1 example 1SR EA

Unit Price Quantity

2.00 Qty:1EA

Ext. Price

2.00

v Search (Alt+Q) Q 200UsD W Oy
® ]
Summary >l
n Details v
For
© Required
expand | clear Total (2.00 USD) v

O

approvals
Subtotal %
Total %

Step 7: Edit General, Shipping, and Funding Information, verify all the information
is correct and click “Submit PR” to submit the purchase requisition.

PO V777 YRSINA | o
! Requisition * 194733450
E Summary Comments Attachments Histo
Q General & Shipping & Billing
m Cart Name example Ship To Bill To
Priority Normal Accounts Payable
\§ Email to: vtinvoices@vt.edu
Leave date no value Or Mail To:
blank unless North End Center Suite 3300
next fiscal year 300 Turner Street NW
order (then Mail Code 0312
enter Blacksburg, VA 24061
07/01/2024) United States
Prepared by
Delivery Options
Prepared for Ship Via Best Carrier-Special, See
Comments
Work Order N/A
Number . Sendto HokieMart Wil Deliver
Supplier? HokieMart will distribute the
Service Now no value ppli
No. o
Notify AP- X
Prepayment
Funding
OrgWF1 Account UGType Location Activity
NA no value no value

Not Applicable

[ ]

Search (Alt+Q)
#o v
#o v

Step 8: Once submitted, write down the requisition number.
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Q 20000 W O w g

Summary -l

Total (2.00 USD) v

Shig

, Handling, and Tax charges are calculated
and charged by each supplier. The values shown here

are for estimation purposes, budget checking, and
workflow approvals

Subtotal 2.00
2.00

What's next for my order? v

Next Step Org Approval 1

Approvers

Workflow

Draft

Active

@

Budget Auth
Future

Org Approval 1
Future



