
Quick Guide - 
Searching for “Shared Departments”  (04-01-09) 

 
 

From the Main Screen of HokieMart  
 Click “history” tab        

 
 

 
 Click “by PO No.” tab. 
 Click in the “Filter” box 
 Click in “Department Orders” (some users may see Company Orders) 
 Select a “Start Date” and “End Date” from the calendars 
 In the left hand block labeled PO Departments, 
 Select “Shared Departments.” 
 Select the right hand arrow (>to move the Share Departments to the box labeled 

 “Only Include PO’s From These Departments” 
 Click “Search.” 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 



All Shared Department POs for the university should appear.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Select the desired PO No.   
 Click on the “Approvals” tab if you wish to view the status of the PO. 

 

 
By clicking on the appropriate column heading, the PO’s can be put either into ascending or 
descending order, Supplier alphabetical order, Creation Date/Time, PO Total, or Requisition 
No.  This will facilitate locating the PO. 

 

 


