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HokieMart Bulletin 
          Upgrade 9.3    November 9, 2009 

 
 

Enhancement of HokieMart Supplier Search 
 

HokieMart will now provide the user with enhanced search capabilities which should stream line the supplier 
search.  The new search capability will now allow the user to search for any portion of a supplier name or an 
individual’s name.  By entering more specific supplier name information (Taylor Office rather than Taylor), the 
number of search results will be reduced.  The use of the asterisk is no longer needed to perform a search.   
 
 

Non-Catalog Item Form 
 

From main screen of HokieMart: 
 Click on “Non-Catalog Item” form. 
 Enter a portion of the desired supplier name (Taylor). 
    

A list of suppliers whose name contains “Taylor” will be available for user’s choice. 
 

 From the drop-down menu, choose the desired supplier. 
 
 
 
 
 
 
 
 
If the supplier is not on the drop-down menu, for more selections: 

 Click “Click here to view more supplier results.” 
 
An entire listing of all HokieMart suppliers whose name contains “Taylor” will display. 
 
 
 
 
 
 
 
 
 
 
. 
 
 
 
 
 

Partial screen shot 
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  Choose the desired supplier/address. 
 

The chosen form (Non-Catalog) with selected vendor will now be displayed in its normal layout. 
 
  
 
 
 
 
 
 
 
 
 
 
 

 Complete the PR as usual. 
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Direct Pay 

 
From the main screen of HokieMart: 

 Click on “Direct Pay” form. 
 Enter a portion of the desired supplier name (Appalachian Power). 
 . 

 
 
 
 
 
 
Chosen vendor and address will display  
 
 
 
 
 
 
 
 
 
 
 
 
 
The Direct Pay form will now be displayed in its normal layout.    
 

 Complete the PR as usual. 
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Reimbursement Request 

 
 
From the main screen of HokieMart: 

 Click “Reimbursement Request.” 
 Enter any portion of the desired supplier name (Vest).  

A list of possible suppliers will display. 
 
 
 
 
 
 
 

 Choose desired supplier. 
 
 
 
 
 
 
 
 
 
The entire Reimbursement form will now be displayed in its normal layout. 

 Complete the PR as usual. 
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Product Search by Supplier Class  
(Small, Minority, and Woman-Owned Business)      

 
From the main screen of HokieMart: 

 Click “advanced search.” 
 
 
 
 
 

 Search for items by “All of These Words, “Part Number (SKU),””Supplier,” or Manufacturer Name.” 
 Click “Search.” 

 
 
 
 
 
 
 
 
 
 
 
 
Results for chosen item search will be displayed. 

 Review “Refine and Filter Search.” 
 
The product selected displays a Woman-Owned Business which can supply the desired item(s). 
To review the products supplied by the Woman-Owned Business: 

 Click on “Woman-Owned Business to display the product. 
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Select desired item(s). 
 Click “Add to cart.” 
 Click “view cart.” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
User will now be in the Cart-Draft Requisition. 

 Complete the PR as usual.  
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New Email Preference Categories 
 

In Upgrade 9.3, the “Email Preferences” categories are organized by role.  
 
Click “profile” tab. 

 Click “Email Preferences.” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Place a check mark in both the “Value” and “Override Role” columns if you wish to add these  
 electronic email notifications. 
 

 Click “Save.” 


