Quick Guide -
Prepayment Notification

(11-19-09)
From the Main Screen of HokieMart: Wendel
- ‘Wendell L Vest
Select the desired form. Wendell O'Neil Khunjar
Enter desired supplier. Mt Eusts viencet

Choose supplier from drop-down menu.

Complete the “General Info” section of the form.
Proceed to the cart.
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Draft Requisition

User will now be in Cart Draft Requisition -
Edit Cart mode. ratprooct-» [ZTREY - evien] ———» apmi o]

4
‘——# | Approvals| —
Add Non-Catalog Item |

For PREPAYMENT ONLY: cart Name |2009-02-23 serunkil 01
> Place a checkmark in the “Notify AP-Prepayment” box. | [Normal =]
Motify AP-Prepayment ~
Prepared for Sherry Crunkilton
After completing required information in Edit Cart: i Select 2 ifernt usr..
» Click “Review.”
User will note that the “Notify AP Prepayment” has a _ shipping ?
green checkmark. o aems,

Phone +1 (S40) 231-3988
Ermnail scrunkil@vt.edu
Printing Services

» Scan supporting documentation (invoice, Li25 South Main Street
registration form, etc.) and electronically e e
attach to the PO as an Internal attachment. Delivery Options
Ship Wia Best Carrier-Best Way
e e o mere il st the
> Complete the PR using instructions: ) PO o upsler
- Motify &P-Prepayment
o Edit the Cart D
O ReVIEW the Cart View/edit by line itern...

o Submit the PR

» Follow the instructions for Requisition and Purchase Order Follow-up.



