
 
 
 
 
From the Main Screen of HokieMart: 
 

 Choose and click desired form. 
 Enter the supplier’s name. 
 Choose desired supplier from the drop-down menu. 
 Add desired item(s) and proceed to the cart. 

 
 
User will now be in the Cart – Draft Requisition 
 
 
in Edit Cart mode. 
 
 
In the “Prepared for” field in the left-hand corner of the cart:  

 <Click “Select a different user.” 
 

 
      
 
A “User Search” box will open.   

 Type in Shared Department.  
 Click “Search.” 

 
A Search Results box will open. 
 
 
 
 
 
 
 
 

 Click in the radio button.   
 Click “Choose Selected User.” 

Quick Guide - 
Creating Shared Department Purchase Requisition  
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 Complete the PR using instructions: 

o Edit the Cart 
o Review the Cart 
o Submit the PR 

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

 
 
The PR will be routed to all approvers for review.  The PR will require an approval from each department 
that provided funding. 

 
 

“Shared Department” will now appear in the “Prepared for” 
line. 
 

 Click Save.  
 Proceed to the cart. 



Quick Guide - 
Searching for “Shared Departments” 

 
 

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. 

 

 



 


