
Preparing a HokieMart monthly NMR PO 

You must be registered as an “on behalf of requestor” to generate a PO in HokieMart*. 

 

1. Log into Hokiemart.vt.edu.   

2. Under University Forms select Interdepartmental Service Request. 

3. Under Supplier Info select: VT Chemistry NMR Lab from the pull down menu. 

4. In Product Description type: NMR for “YOUR ADVISOR-1” group for the month “FEB 2012” 
e.g.   NMR for Santos-1 FEB 2015. 
I NEED ALL OF THIS INFORMATION EVERY MONTH ! 

5. Enter 1 each and amount for the estimated price.  Note that $0.00 is not acceptable. 

6. Enter your name and phone number under the contact information. 

7. Under Accounting Info enter the appropriate Fund and Org info.   
The Account Code MUST BE 1244R or the PO will not be valid. 

 
8. Submit the request and if all is well an R-number requisition will be generated immediately.  

When your advisor approves the request then a P-number PO will be generated and e-mailed to 
me automatically. 

 
 
 
 
 
 
*To be registered as an “on behalf of requestor” in CHEMISTRY send Ms. Cindy Gautier an email 

request with the following info: your name, your VT ID #, your PID, and your lab contact phone #.  
 
 



 


