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!!IMPORTANT!! 
 

As soon as possible, please run an Encumbrance Detail Report.  Review each encumbrance to ensure 
that it is correct.  Any outstanding encumbrances that should not be on the report need to be liquidated 
before the end of the fiscal year.  If the PO is a HokieMart PO, this can be done by emailing 
hokiemart@vt.edu , include the PO number in the reference line, and ask that the entire PO or line 
item(s) be cancelled.  If the PO was created by the central Purchasing Office, please process a Request 
for Purchase Order Change.  We ask that you do this within a reasonable time so that the POs can be 
cancelled on a regular basis.   

 
New Interdepartmental Service Request Vendors 

 
Additional ISR vendors have been added.  Orders may now be processed to the following campus vendors. 
 
Air Transportation Services   Parking Services   
Athletics     Police Department 
Biological Sciences Posters   Records Management Services 
Centralized Mail    Recreational Sports  
Environmental Health and Safety  Schiffert Health Center 
Glass Shop     University Leadership Development  
Hokie Passport Office    University Unions and Student Activities 
 
Please process all POs to the above departments through HokieMart.  These vendors will no longer accept 
paper ISR forms. 

 
!!! External Notes and Attachments to Punchout Vendors !!! 

 
HokieMart Punchout vendors cannot view External Notes or Attachments!!  These POs are transmitted via 
CXML (computer-to-computer).  If users must include notes/attachments for the vendor (including shipping 
information), use the Contract/Payment Purchases form and place the notes/attachments in the External Note 
and/or External Attachment section.  

 
VCE Purchases 

 
When processing POs to Virginia Correctional Enterprises for items not in the Punchout, please use the 
Contract Payment Purchases form (HokieMart will deliver).  The contract number is VCE. 
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Price Agreements 
 
Most of the suppliers listed in the hosted scientific catalog section of HokieMart have list prices posted for 
their products.  The exception to this has been contract suppliers.  These suppliers are denoted by a blue star 
( ) and their catalog pricing is discounted in accordance with the terms of the contract. 
 
We have recently been offered a price agreement by other scientific catalog suppliers.  We will not have a 
contract with these suppliers, but they have voluntarily offered to discount their pricing.  There are now two 
suppliers in the science catalog with price agreements:  Continental Lab Supply and Spectrum Chemical 
Supply.  They are denoted in the science catalog with a blue “PA” icon ( ).  We hope to add more price 
agreements in the near future and will announce them as they come on line.   
 

Office Max 
 

On occasion, HokieMart users may need to use the Contract Payment/Purchases (HokieMart will deliver) 
form to place an order with OfficeMax.  This may occur when OfficeMax.com has a sale on items that either 
are not in the Punchout or are priced lower than the Punchout.  Some users prefer to purchase from the local 
OfficeMax using the university P-Card.  This is permissible when supplies are needed immediately or they are 
on sale.  In all other cases, the Punchout should be used. 
 

GovConnect 
 

For customers of GovConnect, this supplier has recently extended contract pricing to all Virginia Tech 
customers.  To access contract pricing, use the special website for Virginia Tech: www.govconnection.com/vt.    

 
Returns and Credit Memos 

 
When an item on a purchase order is returned to the supplier, the receiver should go in HokieMart and process 
a separate quantity receipt for the item being returned.  This alerts Accounts Payable that the invoice should 
not be paid until a replacement item is received or a credit memo issued.  When a replacement item is 
received, a quantity receipt should be processed.  If a substitute item is provided, a note can be added in 
HokieMart to indicate approval of the substitution.  This note will allow Accounts Payable to process the 
invoices without having to email the department for approval.  Please contact Mike Long (mlong@vt.edu) 
(540-231-9308) if you have questions.    (Amy Morris, Accounts Payable Manager – Controller’s Office) 

 
 

Telephone Number for Software Distribution 
 

Please note: for users wishing to contact Software Distribution, the correct phone number is 231-4736.   
 
 

Reimbursement Request 
 

When submitting reimbursements to Accounts Payable it is important to attach the signature form that can be 
printed in HokieMart.  This form should include an original signature by the individual being reimbursed.  
Reimbursement requests should reference the purchase order on the documentation submitted to the 
Controller’s Office.  The purchase order number allows the payment to be processed without delays by 
avoiding additional contact with the department to obtain information.   (Amy Morris, Accounts Payable 
Manager – Controller’s Office) 
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Reimbursement Quick Guide 

 
Use this form to reimburse Virginia Tech employees/students for non-travel items/services up to $2,000.  Entertainment 
and recruitment expenses in the Blacksburg area or other official station are to be reimbursed on the Travel and Meal 
Reimbursement form. The original Reimbursement Request form (below) must be printed and sent to the Controller’s 
Office for payment.  Please see instructions below for additional requirements. 
 

 

 
 
It is suggested that you print the form BEFORE adding to the cart.  You may return to the Reimbursement 
Form by clicking on the icon below. 
 

 
 
 
 
 
Attach all original receipts to the Reimbursement Form. 
Do not use staples to attach receipt; please use tape. 
Internal Notes may be attached when needed. 
Following these guidelines will allow the reimbursement to be made in a timely manner. 

 

Write 
PO Number 

Proper justification 
Date/time of events (if pertinent) 
Participants (if pertinent) 
 

Original signature of 
reimbursee 

Print form one of three ways: 
1.  Ctrl P  
2.  Right click on mouse, choose print option  
3.  Alt Print Screen 
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Dell E-Quotes in HokieMart 
 
Prepare an E-Quote on the Dell VT Premiere website. 
In HokieMart, click on the Dell Punchout.  User will be in the Dell Virginia Tech Premier Home Page.  Click on E-
Quotes. 
 

 
 
 

 
 
 

 
 

 
 

Enter the e-mail address 
of the individual who 
prepared the E-Quote*** 
 
Click “Retrieve E-Quote” 

E-Quote will appear

Click Create Order 
Requisition 

Click on E-Quote Number 
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User will now be in an active HokieMart cart.   

 
Complete PR as usual. 

Order detail will be displayed 

Answer questions

Click Continue

Click Submit Order Requisition 
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The Cart 
 
We are interested in having your input and suggestions for future issues.  Please send an email to 
HokieMart@vt.edu.  If you have any other suggestions for HokieMart issues please send those as well. 
 
The Cart is distributed on an “as needed” basis. 
 
 


