
Access ServiceNow for low-risk, low-cost 

software certification

Complete ServiceNow survey including 

certification of low risk

Upon Submission- record ServiceNow 

submission reference number for use in 

ordering process below

Step 1: Complete short 

ServiceNow survey

Enter typical Hokie Mart requisition
Order software online

Utilize specific expenditure new account 

code for low-risk / low-cost software 

(22188)

Department Head signs license 

agreement if required

Enter ServiceNow reference number in 

required field on requistion

Submit Requisition - PO will be 

automatically created after department 

workflow approvals

Click through approval of terms & conditions

Keep ServiceNow survey doc for P-Card recon

Utilize university P-Card for payment 

under $2k

HokieMart (Purchase Order) P-Card Purchase

 Low-Risk Low-Cost (<$10k)

Software Purchasing Program 

-Captures software

name, manufacturer,

distributer, and

certifies software is

low risk

Order online

Click through approval of terms & conditions

File copy of terms & conditions and 

ServiceNow reference number in internal files

Free Software

Attach as internal and/or external 

attatchment on the Signed License 

Agreement (if applicable)


