
Quick Guide -Search for a PR or PO  (04-01-09) 
 
Requestors have the ability to search HokieMart for PRs or POs using their number. 
 
A quick search: 
<Choose either Search for PR No. or Search for PO No. in the upper right-hand corner of the 

HokieMart main screen.  
 
<Click “Go.” 
 
 
 

 
 
If the user does not know the PR or PO number: 
 
<Click the “history” tab. 
<Click either “my requisitions or “my purchase orders.” 
 
 
 
 
 
A complete list of the users PR or PO numbers will appear.  
 
 
 
 
 
 
 
 
 
Users may perform a detailed  
 
 
 
<Click on the desired number to view complete PR/PO.. 

 

OR



 
Users may do a more extensive/detailed  search using the Filter (below) when needed. 
<Click “history” tab. 
. 
 

 
 
 
 
 
A search can now be performed: 
 

• by PO No. – the number generated when the PR has been approved. 
•   
• by Requisition – the number generated when the PR is submitted by a Requestor. 

 
• by Supplier/SKU – allows users to search for PRs from a particular vendor. 

 
• by Receipt – use this number when the items have been electronically received by the 

department.  
 



 
 



Using the Filter 
 
On any of the above listed searches, a filter is available to “fine-tune” the search.   
 

1. Click the filter box – a check mark will appear. 
2. Select the number of results per page. 
3. Select either My Orders or Department (depending on your Banner access). 
4. Using the calendar, select a begin date and an end date for your search.  
5. Select either your Department and/or Shared Department. 
6. Move your choice to the right hand box (only include POs …..). 
7. Select the PO status which you would like to view. 
8. Click Search.  
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By PO No. 
 
<Enter the PO No. 
<Click Search. 
 
 
 
 
 
 
 
 
 
By Requisition 
 
<Enter the PR (Requisition) name or number. 
<Click Search. 

 
 
By Supplier/SKU 
 
<Enter the Supplier Name 
<Click Search.  
 

 
 
The PRs for a specific vendor will be displayed.  Users are then able to select a specific PO 
number and view the details of the PR.  
 

 
 

 



 
 
 
 


