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HNIMPORTANT!

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.

Il External Notes and Attachments to Punchout VVendors !!!

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.



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 (ﬁ). 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)



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.

Available Actions (Click here for details): IAdd and go to Cart

Reimbursement Request (HokieMart will not deliver PO)

Supplier Phone

Distribution

Fax

The system will distribute purchase orders using the method(s) indicated below:

Supplier Info

Blacksburg, WA 24061 US
+1 (540) 231-3935

+1 (540) 231-1177

General Info Instructions

Form Type
Catalog No.

Product Description

Estimated Price

MNon-Configurable Fields

General Info

Please use this form to reimburse virginia Tech students/amployees for non-travel
itemns/services. Send supporting receipts to the Controller's Office with reference to
this PO number. Reimbursee must sign statement below (either print this form or

;IEI Clusel

stamp document with this statement for signature).
Reimbursement Request (HokieMart will not deliver PO}

[REIM
April Z8. Attendees: Dunlap, +~| 4—/—/@/@™ ™
b

Futphin, Kaloupek, Pratt, Zhelton,
West, Mullins

115 characters rermaining expand | clear
Quantity I]_
Packaging JLO - Lot =1

|53.45

Supplier Sherry S Crunkilton  change... reset...
rnore info..
Address Purchasing Write
270 Southgate Center <
PO Number

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

Internal Info

I hereby certify that the expenses listed above were incurred by me and are
necessary and appropriate expenditures of the University. By my signature, 1
acknowledge that the goADds purchased become the property of Virginia Tech.

I <

Internal Infa Instructions

Original signature of
reimbursee

Reimbursee Signature:

Payment Category |E\1 - Reimbursements to university employees ;I

Internal Attachments

add attachment...

Total 0.00

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.

Sherry S Crunkilton  mere info... PO Number To Be Assigned

Office/Work Address 1
Purchasing, 270 Southgate Center, Blackshurg, WA 24061 US

&dd non-catalog item for this supplier...
Product Description Catalog No Size f Packaging Unit Price  Quantity Ext. Price [~

1 Miscellaneous food supplies for afternoon refreshment brefak. April 28, Attendees: REIM Lo 5345 11O 5345 USD T
Dunlap, Sutphin, Kaloupek, Pratt, Shelton, ¥est, Mullins =] more info...
Supplier subtotal 53.45 USD
Print form one of three ways:
1. CtrlP
2. Right click on mouse, choose print option
3. Alt Print Screen

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.



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.

I i I Lm Yirginia Tech & Quick Links | ¥ My Cart

IHCL I Premier

eripherals ~  Standard Configurations = E-Cluotes

You are here: &= Prermier Home Buy Online or Call 1-800-383-3239

| ] E-ouotes |

Retrieve an E-guote
To retrieve your E-quote fill out the form and press "Retrieve E-Cluote” button. If your E-quote has expired it is no longer

available and you will be returned to this page. E-guotes are available for B0 days from the date of creation
Find E-quotes

» Indicates Required Fields

« E-mail address Enter the e-mail address
[regina atkins@wt ed] of the individual who
g €05 prepared the E-Quote***

A

Q Retrieve E-Quote <

Click “Retrieve E-Quote”

m‘ E-quotes |

Select your viewable column headers. Your table will be modified based upon your selection.

[PRNUMBER =] [Authorized Buyer x| [Created By =] [CreatedDate =] [Sub Total =l
Filter by Authorized Buyer |41 = b Anply
E-quote Number PR Authorized Created By  Created Sub Total Create Order Delete

NUMEBER Buyer Date Total Requisition
1005417999008 Regina Atkins ~ Regina Atkins~ 5(16/2008  $1,084 80 Not o i Click on E-Quote Number
< Calculated
o

Your Current E-quote Number

1005417999008

@ E-quote Help

T oo |

Summary View | » Detall View & Print =2 Email » Add Item
Saved By: Regina Atkins Phone Number: (540) 231-8544

regina.atkins@t.edu  Purchasing Agent: Regina Atkins

Saved On: Friday, May 16,2008 Notes/Comments:

Expires On: Tuesday, July 15, 2003 Additional Comments:

OptiPlex 755 Minitower Wl Remove ltem Qty Unit Price

OptiPlex 755 1.0684.80 H

Intel® Core™ 2 Duo Processor EB550 (2 33GHz, M, VT, 1333MHz || il E-Quote will appear
FSE), Genuine Windows Vista® Business Downgrade, XP Pro Update Total 4+—

Installed, English

¥ Adjust System

Sub-total $1,064.80

Sub-total $1,064.80

Click Create Order

— Requisition

& Print = Email » Add Item




Shipping & Handling Method

Shipping Method
Shipping and handling timeframes listed below do not include the time reguired to build and test products,

& Mo Charge - Lowest Cost 3-5 Day Delivery
© Mext-Day Delivery
© 2nd-Day Delivery

Tax Exempt Status

| DO NOT have tax exempt status. Treat order as taxable

Answer questions

@ | DO have tax exemnpt status. Treat order as tax-exermnpt. <

Tax-exempt status requires a tax certificate to be on file with Dell; if not on file, the order will be treated as taxable

Trade Compliance

© [WILL NOT export this order outside the United States.
© |'WILL export this order outside the United States.

The export of any product and software purchased from Dell must e made in accordance with all relevant laws of the
United States, including and without limitation, the U3, Export Administration Regulations. This may require that you
obtain a formal export license or make certain declarations to the United States Government regarding product(s) to be
exported, their destination or their end-use.

Click Continue

<
<

| Detailed View ‘

I OptiPlex 755 Minitower
—)ate & Tirme: May 16,2008 210 PM CST

SYSTEM COMPONENTS

OptiPlex 755 Minitower Oty 1
Intel® Core™ 2 Duo Processor EBSSD (2.33GHz, 4M, VT, 1333MHz
FSE), Genuine Windows Yista® Business Downgrade, 3P Pro Unit Price $1,064 80
Installed, English
Catalog Number: 25 E1134
Module Description Show Details
™ . . .
OptiPlex 755 Minitowsr I1r73t§I3®Mg§r§SB)2 Duo Pracessor EB550 (2.33GHz, 4M, VT, Order detall wi ” be dISplayed

Genuine Windows Vista® Business Downgrade, XP Pro

Operating System(s) Installed, English

>l
File System NTFS File System for all Operating Systems -
Memory 1GB DDR2 MNon-ECC SDRAM BGTMHz, (2 DIMM)
Keyboard Dell USE Keybhoard, No Hot Keys
Monitors Dell 17 inch E178FP Flat Panel, Analog
Video Card Integrated Video, Intel® GMAZ100
Boot Hard Drives 80GB SATA 3.0Gb/s and 8MB DataBurst Cache™
Floppy Drive and Media
Reader 1.44MB 3.5 Inch Floppy Drive
Mouse MNew Dell USB 2-Button Optical Maouse with Scrall, Black
Modems Dell ¥ 92 PC| Data/Fax Contrallerless Modem, full height
Basic Systems Intel® vPro™ Secure Advanced Hardware Enabled
Management Mode Systemns Management
Resource €D and DVD Resource CD and DVD contains Diagnostics and Driver
for Dell OptiPlex Syste
Dell Energy Smart Dell Energy Smart Enable
?ardf"are Support 3 Year ProSupport for IT and 3 Year NBD Onsite Senvice
ervices
Isns“!mim Support Mo Onsite System Setup
ervices
Ship Packaging Options Shipping Material for System, Minitower
Pracessor Branding vwPro Sticker
Labels Vista Premium Downgrade Relationship Deskiop
Sub-total §1,064.80
REMINDER: FPlease use the link located at the top of the page above to print your Order details before you CI[Ck Submlt Order Requ |S|t|0n
submit your arder requisition
«—

User will now be in an active HokieMart cart.

/ Ling Ttem Details
et sond For sebected line items | Add Ta Favortes «] Gal|

Dell Marketing L & 4 more info... PO Numbar LT
Ocder Address 1
1 0ol Way, Bound Rotk, T Tes82 us
Tha itms wars ratrisvad from 3n sxtarnal SUPRIEF its, theratars your AbIiy €0 SR oF View the ®ams in this applicaticn may be imead. Chck this massags for mors datads.
The following lines cannot be accessed on the suppher’s websibe. Chick this message for more details.  Line{s): 1
The following ines cannat be accessed on the suppher's webste. Click this message for mone details.  Une{sh 2
Add nan-catalog ®am for this supalier.,.

Praduct Description Catalog N sln / Packaging Uit Price Quantity  Fxt. Price [

1 UltraSharp 190679 19-inch Flat Panal LCD Manitor with Haight adjustable Stand and 3- 19083 Ef F49.93 1FA 2489250
‘aar Advanced Exchange warranty € mare info.., Sulnet cormract..

2 Optoles TS5 Mingawar;InealFEG CorsTM 2 Dun Broressor FESS0 (2.33GMHr, SM, VT, 2230502 [ 1,064.00 1EA 1,06480USD [
1333MHz F5B) £ mare info... Salhet cosmracs...

- Supplier subtotal 131472 U500

Shipping, Handling, and Tax charges are eatculated and chargad by each supplier. The values shown hera are for estematian Subtotal 1,314.72
purposes, budget checking, and workflaw spprovals. Total 1,314.72 USD

Complete PR as usual.



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.




