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Online Ordering

Introduction

TheSMART eResourcel$SMART eR)i Ordeing is aweb-based systerfor usersto enterordeing

information. SMART eR will now allow for the entire process of requisition entry, routing and approval,
transferring to a PO, and placing orders back diréatthe Ordering vendorsSMART eRcurrently offers

two different nethods for geisto order:orderrequisitionor shoing for items; thatwill eventuallytransfer

into SMART FinancgSF)in the form of a purchase ordeEachdistrict business officavill need to work

with their Regionbtés staf flouseohgee thectappmnopri 40 er
also need to verifyour online vendor(s) arset up correctly.The online vendors a district can choose from

today include:Corporate Express (Staples), Innovative Office Solutions, Office Max, School Specialty, Frey
Scientific, Classroom Direct, Broadhead Garrett, Hammond & Stephens, Follett, Office Depot, Lakeshore
Learning and Express

An AOrdering(with Online Vendor® section within this documentiescribs the steps to complete Online

Ordering for specific outside vendors vidmnchouto system. This allows district staff to sign into

SMART eR and actuallygotoaevn d or 6 s cveatdaslist bof eequestitéms (Thevendor 6 s webs
made availableriginally by choosing which online vendors a district wants tocamsehaving your Region

help you with a on¢ime setup of the URLs and account credenjiadsf t er checking out fr
website, helisteditemsare then transferréddom checkouto the OrdemRequisition Entry pagen SMART

eR. Depending on the district setup, this requisitio wi | | go t hr apprgvalprgcessnr di st r i
SMART eRto be ready for transfer to a P@Vhen approvald completed, aerson with the appropriate

credentials (POADMINEan transfer the formation intoa SFpurchase orderThen, theycanplacethe order
directly to the vendoif shopping online.

ThefOrderRequisition Entrg sectiondescribe how employeesan creat@an OrderRequistion(electronic

request form)n SMART eR to beprocessed for approval vidVRT eR and thetransferred into 5 for

purchase order processirigallowstheuserto choose from &st of all activéviewableSFvendorgo
custonizetheirrequest TheyDONOTgo t o a vendor 6s websi chwosdaor t hi s
vendor from the list ankleyin the items they are orderin@ e pendi ng u p security dceessdor st r i
eachuser the entry of the requisition can be simple as selecting a vendor, description of the item, number

of units and rate. Or the entry can be for a full requisition which would also include SKU code and account
code. The process 0BMART eRis flexible for those that want to do approvallod requisition or for those

that just want to process the reqtiisn into a purchase ordeEachrequisition can beoutedfor approvalon

SMART eRprior to it becoming a purchase ord@therwisejf your district prefers to do the approval

process wh the purchase order, ttianbe done on SFA purchase order clerk (ortwr - use) can take
thoserequisitionsand transfer the information intoSFpurchase ordewhich can be printed ormailed

directly to the vendor
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Both of these processes aesigned to saventie for theordeiing process. Business office personnel will no
longer need to key in the items to order siecgloyeewill do it themself Please review thieenefits of the
SMART eRrequistion entry and approval processlow and ontact your Regional centey add any of

these additional items to yoaurrentpurchasing process.

The SMART eRrequisition and approval process offers the following benefits tosersu

Permissions with account code filtering per employsss u

Ability to setoneautomaticdefault account codéuyer or shigo-locationper employee

Setting approval hierarchy with automation of route levels and approvers

Ability to give temporary access to another approver while out on leave.

For ease of quick emntra user will only see key fields. At a higher security level, fields required for
entry will be available to complete the requisition.

Electronic notification of order statugthin the requistiorand purchase order procdesoriginal
requester as vleas approvers

Ability for usess to access SMARTeR remotely to enteisijons, approvabr review order status
Ability for uses to track the status of an orderugsifion.

Users will be able ® copy aprevious closedrder requisition.

= =4 —a —a A

= =4 =9 =

Setup Prior to ordering on SMART eR

Requistion Approvals

In order to process requisition approvals, the system needs to know this setting should haeised.
Requisition Approval functionality can be set via SMART Finance>Administration>Application
Setup>ApplicatiorOptions. Contact your Regional Support Centeafmistance

%

Act | Admn | AP ] AR

Features

Encumber Requisitions "
MicroSoft Mail Available L]
Approvals - Purchase Order ]

( Approvals - Requisition )
< >

Overbudget Approvals

The Overbudget Controls functionalitgn beused with the Requisition Approvals as another layer of
approval in the routing procesk addition to having RequisitioApprovalschecked in SMART Finance, the
Enforce Overbudget Controlsmust also be checked to activate the overbudget approval pfSO&ART
Finance>Administration>Application Setup>Application Optid3 tab] Contact your Regional Support
Center forassisance

%

Act | admn | ap | AR

Features

Use Approvals on Variances? [ ]~

[ Enforce Overbudget Controls? )
Encumber Requisitions
MicroSoft Mail Available NV
< >
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In Tray requirement to view item

Within the approval and routing process, a setting can be applied to make seuisition is viewed prior

to approval. Thisettingis under SMART Finance>Administration>Application Setup>Application
OptiongAdmin tab. When this is checkdtie approval process will require the user to view the requisition
prior to approval.Contact your Regional Support Center dgsistance

Features

InTray notification? L[]
(InTray requirement to Viewitem [+]]

Rte Slip requirement for Notify L]

Is Security Turned On? ©

< >

Online Ordering employee roles
By default, all users have rights to the ReqigeiEntry page onl8ARTeR. This default access does not
give full rights to all fields within the Requistion Entry page, thus the higher security roles of PO and
POADMIN would be used. Normally a PO role would have more rights than a default userddutigbts
that a POADMIN does. POADMIN will have rights to all ordering pages and the final approval rights in the
approval process if uses well as placing orders back to onlirendorwebstores

If a usemormally gains access to the Order RegoisiEntry page and suddenly only can vigayroll

information, this maye due to their employee status. The system will only allow access to payroll
information if the empl asyfdoday hasedwon avealuetentesetl iaDats i s n
Worked)

Setup of Permissions & Approvers
Depending on your districts ordering process, setup of permissions and approvers must be completed to start
the ordering procegs utilize the approval proces3 o assist with setupplfow the guide, Ordémng Setup
Scenariosto assist with setupThis document can be found under SMART Rel@as@s\SupporteR
ReferenciOnline OrderingyOrdering Setup Scenario#.further information is needed regarding Employee
ManagemenfPermissions]reference theotlowing document under SMART
Releaség17.1\SupponEmployee ManageméerEmployee Management dac®therwise, antact your
Regional Support Centéar further assistance.

Edits for setup of approval

If routing and approvals are being used, the softlrasea few checks in place to make sure information is
not lost.

Issue: Approvers not Setup

Order Requisition Entry

Flease Correct the following errors or else this page will NOT save

# Cannot route until Supervisor permissions are setup. Please contact your district office to correct this problem so you can route this reguisition

Solution: To correct this problem, doublecheck tBatup Rermissionswas compléedandapproves are
built in theSetup Approverswindowin SMART HR
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Issue: Employees not setup or hooked to their supervisor
Order Requisition Entry

Flease Correct the following errars or else this page vill NOT save
# Cannot route until Employee permissions are setup. Please contact your district office to correct this problem so you can route this requisition
Solution: To correct this problem, doublecheck that an assignment row was setup and that they are setup in
the Employee Hierarchywindowin SMART HR

Issue: Cannot find an Approver at all

"Could not route to an approver. Please contact your district office to correct this problem so you can route this requisition.”

Solution: To correct this problem, doublecheck tBatup Permissionsvas compldedandapprovers are
built in theSetup Approverswindowin SMART HR

Issue: Final approval warning for audit purposes

Please Corract the following errors or alse this page will NOT save

#® You cannot enter your own orders because you are the final approver. A second person must enter your order.

Solution: This is a setting for internal control purposé&ake sure to have one person enter the requisition
and anothepersonapprove it.

How to Start an Order

Log onto the SMART eR website.
Enter yourUserID and password.
Click on Login.

From the SMART eR menu, click dheplus B buttonnext toRequests

5. If you desire to order from a vendsmwebstoreclick on Ordering and findthe docosectioniOrdering
(with Online Vendor3o.

6. If you desire to enter mquisitionfor items to be orderedlick onOrder Requisiton Entry and continue
with the document

Order Requisition Entry

This page allows the user to create an electrouieraequest form for any active avidwable vendor in

y our ddustdmized tist dBBIART Finance vendors. Depending upon your security access, the SKU
field, account code did and period field may not be visible. A requisition will be in pending statusthmtil
creater routes it for processing.thkse fields ar®lOT filled in, it will change to a Proof status until an
employee with a higher security accessnpletes it Once these fields are filled in the requisition will change
to anopen status. At an open status, the requisitiorcoatinuethrough the SMART eR approval process or
be transferred to a purchase order dependirtbethi st ri ct 6 s set up

Current Requisitions tab

This tab will display active in process requisitions at a pending, proof and open Htaiilidist requistions
in the requisition record numberder and be filtered per your login User IDOf. additional rights are
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permittedand the requiion approval process is not set, the page avittmaticallydisplay requisitions built
by this user and any user that needs prodfgtgtus = Proof).This tab will provide access to create a new
requisition, edit an existing requisition or changestatus on the requisition.

Order Requisition Entry

Current Requisitions Past Requisitichs

Previously saved requisitions with a2 Pending status are automatically deleted by the system after two weeks.

Reqg # Vendor Mame Created By Required | Status | Type
10e7 AALA FOUNDATION FOR TRAFFIC | DOMALD 5. PARRISH - 57 08/04/2017 | Open R
10ee M & J PROMOTIONS DONALD 5. PARRISH - 57 08/04/2017 | Pending | R
10€5 ABLE MET INC. DOMNALD 5. PARRISH - 37 08/04/2017 | Open R
1024 A4INKIETS MARJORIE 1. BALLARD - 143 | 07/28/2017 | Proof R

1 To Edit an existingrequisition: Click on theEdit [ = ]putton to edit an existing reqitisn.
Information will follow on the data fields to be entered.

1 To change the SortBy default,bothtabs will sort by Requisition NumberTo change the sort
temporaily, click on the blue underlined column headirkgpr example, if you want to change the
sort to Vendor Name, click on the column heading. The column will be res@Gitteklonthe menu
item Requests|Order Requisition Entryto6r es et 6 t he sort

1 To Add a newrequisition: Click on theAdd New button to start a new requisitiomhe
detailed instructions willfolom nder t he section titled 6To Add

1 To View a processing requisition:Click on theView button to ist theinformation about
the request after it has been routed for approval and processing. Cldk tlmthe open request.

"III‘.udlla T Oumme SCITUUTS G&I‘D'LQG']? 415PM
Requisition Detail Summary
Status ReqMNo  Req Date Buyer Code Vendor
Rec Req'd |J Type Location SKU Code Description Units Rate Amount PO MO Change Reason
Proof 1037 08/01/2017 JC 32155 1st LINE/LEEWES VENTURES LLC
No EA 213801 M1 Misc 1.00 550.00 550.00
Requisition Total: $550.00
Report Total: §550.00
In the case where approvalli ©peaptioRa #pdtdp ofatheliss §r may

checkal, this will display all open requisitions and allow the user to edit them prior to transferring them to a
purchase order record in SMART Finance.

Order Requisition Entry

Current Requisitions Past Requisitions

Previcusly saved requisitions with 2 Pending status are automatically deleted by the system after two weeks.
$ Add Hew All Open Rags

Req # Vendor Name Created By Required | Stati

‘ 27065 | A CHANCE TO GROW | HANNAH 2, MARSHALL - 2167 | 08/03/2017 | Open | R

g
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To Add a New Requisition record

1. From the Current Requisition talbnio orders have been created yet,ghgewill openready to enter
a requisition. If you are searching for an existing requisition, then Chelcelto go backtio the
existing requisitioni st.

2. Click Add New (#2445 J {5 add a new requisitiofrields with a colored backimd need to be
entered bforeit will save.

NOTE: The headings in red have a hover feature available. Place your cursor on the wording and it
will provide more information.

Order Requisition Entry

Current Requisitions Past Requisitions

Praviously saved requisitions with 2 Pending status are automatically deleted by the systam after two weelks.
Fields with 2 colored background need to be entered before saving

Date Required ID?{ZE,‘ZIJl? H Ship to Location I [

Comments I Vendor Notes I

Vendor Code I N Buyer I W

[ % Save and Enter Items ]

Vendor Name Vendor Fax#

A. Date Requiredwill be prepopulated witht o d alated sAnother date can be keyedelected
from the dop-down calendarThis should be the date the order is preferred by.

B. Ship to Location is a required field. It wilautomatically prgpopulate with the seis assigned
shipto locatior(if setupin SMART HRor one can be selected from the ddapvn list.

C. Commentis optional for entry. Suggestion is to use this as an ATTN line or information for the
Business Office. This lineppears directly below the SKHIm Address information on the PO.

D. Vendor Notesis optional for entry. Enter any comments fae thendor that may be necessary.
The Vendor Notes would be used for any information thatisleewould like printed on a
Purchase Order in SMART FinancBtart typinga portion of an autocomment for a short
autocomment to appeaf known. This field islimited to 150 charactersFor longer
autocommentaisethe Add/Maintain N otes button

E. Vendor Codeis a required filel. Start typing a portion of the vendor name and scroll to the
appropriate vendor for selection.

F. Alt Address - If there is an alternateendor address, enter the Address Codselact from the
list.

G. Buyeris arequired field. Rvill automatically prgpopulate with the g1 esragsigned buyéif
setup in SMART HRr can be selected from the drdpwn list.

H. Click Save

I.  Add/Maintain Notesi Optional. This allows a note and/or a file attachment that may assist with
processing the requsition.

a) Click on theAdd/Maintain Notes button. The system will bring up the Notes page.
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Notes
Requisition #: 1010
Vendor: AAA MATH - 33448

o Add Hew

No Notes Found

b) Click on theAdd New button.

Notes
Requisition #: 1010

Vendor: AAA MATH - 33448

(¥ _seve ) (& _coneel ]

Description | Attachment Mo file selected,
—

c) Enterina descriptionfor this note. This i required field.

d) Click theBrowseif adding a file attachment. Follow the prompts to select the file and attach.

e) TheNotearea is for typing any other information that would help with processing this
requisition.

f) Theplus buttonto the left of the n& area, can be clicked to access @Ry
autocomments [All documents, requisition and purchase order].

a. The autocomments selediwill appear.

Auto Comment Select
Flease select a row and click Insert

FALL FALL ORDERS

Shipping KZLOGISTICS

Sp Ed Sp Ed Eligibility

[J Insert][i_- Camel]

b. Highlight a row and clickhelnsert buttonto select the autocomment to populate the
Note area.

g) The Note areaan be expanded for view by dragging the lower left corner of the Notenarea
some browsers
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h) Click the Savebuttonwhen finished making changes.

Requisition #: 1010

Vendor: AAA MATH - 33448

Description

Note

Attachment File Name

Notes

Test Description

Yes

8229-1 17efw2c.pdf

[] View][_o Edit][g,'." Dalete] |

i) To add another note or attachment click®atd New button and repeat this process.

)

If complete, tick onthe Go Back buttonto exit theNotespage and return to ti@rder
Requisition Entry page.

3. Click on theSavebutton to save the vendor information and enter the detail of the requisition.

SKU Code

Item #/Description

Units

U.Type

Rate

Discount

Total Cost

Type

Account Code

e B —

Receiving

1.00

EA

v

0.00 %

ooofE ¥

01-320-050-000-000-430

NOTE: The headings in red have a hover feature available. Plagegursor on the wording and it
will provide more information.

A.

moow

n

On the Detail section, enter iU codeif the field is displayed. This is optional field for
entry with a pending status requisition.

In theltem#/Description field, enter the catalogumber and the item description.

Enter the number dinits.

U. Type: Unit Typewill default to EA. Change it if necessary.

Enter theRate. For more information about what is allowed in this field, place your cursor over

the Rate column heading.
Enter aDiscountif needed. The field allows up to 7 digits such as 00.0000% or 000.000% if

needed.

The systenwill automatically calculate th&otal Cost per row and th&®equistion Total.

Enter anAccount Codeif known. This is an optional field for entry. Dotrenter anything other
than numbers or else the window will give you an invalid format effdn. e
autopopulate (if setup in SMART HR). Otherwisegim by keying in the fund. The first 5
relavent account codes in thes eperinissio range will be listed o r |

access to 5 codesfs you key more, the list will be refined.
a) To di

st

ri

but e

an

start of the add/save row button.

SKU Code

Item #/Description

account

U.Type

code

Rate

user 06s

ess

among

Total Cost

i f they

vari

Type

REC ¥

Item XYZ 2

1.00

40

40.00

E v

\ @

°I3 Dist “Reminder to add shipping, handling or promotional amounts

b) This will bring up the Requisition Distribution page.

c) On the Add/Save Row, either distribute by a percentage and by the amount and enter an
account code. Click on the Add/Save Row button to save the distribution row.
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Sku Code: REC

Figlds with 2 colerad background nesd to be snte

Item #/Description: [tem XYZ 2

Distribution Amount: 40.00

Remaining Balance: 0.00

red before saving.

Requisition Distribution

Percent

Rate Discount t Total Cost Type Account Code

|

40.00 0.00 % 10.00 [ |E v | ||04-005-505-000-321-430

Distributed Items Total: 4000

Percent

Rate Discount t Total Cost Type Account Code

25.00 %

1.00

40.00 0.00 % 10.00 [ |E v |[|04-005-505-000-321-430

7500 %

1.00

40.00 0.00 % 3000||E ¥ 04-005-505-000-321-401

d) Repeat the process of adding and saving a roivtbatRemaining Balance is 0.00.

e) Click the Go Back button at the top left to return to the Requisition Entry fdue.
Distributed rows will auto appear at the bottom half of the Requisition Entry page and the
Dist button now will highlight in blue to ticate there are distribution ro(C=_ =t J.

I. If displayed: The period should default in based on tbate Requiredenteed previously

J. Shipto Locationiwi | | be
from thedrop-downlist.

set to userods defaul t

(if

K. Changereasoni this field is available to PO/POADMIN users to make a note on a detail line
about why they might be altering a row so the original requester can see why or what happened.

L. Detail Commentsis optional for entry.Enter any comments necesstoythis rowby clicking

on theplus ] buttonto the right of theAdd/Save rowbutton. These detailed comments will

print on the Purchase Order form.

4. Click on theSavebutton to save the detail of the requisitidhe saved row will move to thevtiom
portion ofthe web page and highlight in yellow to indicate it is overbudbetnother row of detail is
needed, enter the data on #eid/Save Rowline. Continue to add rows as needed.

s e

(EaE=—=)e

SKU Code Item # /Description Units U.Type Rate Discoun t Total Cost Type Account Code
REC ¥ Misc Req 100 | EA v 0.00 0.00] % 000 |E T

*Reminder to add shipping, handling or promotional amounts

5. When finished adding detail rows, click tBavebutton at the top of theage to return back to the list
of requisitions under the Current Requisition tab.

Current Requisitions

Status
Date Required

Comments

Fast Requisitions

Open

v

e3zoT L4

Previously saved requisitions with = Panding status are automatically deleted by the =
Fizlds with a colored background need to be entersd before saving.

6. The requisitions can be edited as many times as needed in pending@iciden theRoute
button ifyou are finished with the requisitida send it to be proofed andogessed.

A Guide to Using SMART Systems
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Order Requisition Entry

Current Requisitions Past Requisitions

Previously saved requisitions with 2 Pending status are automatically deleted by the system after two weeks.

C XTI

Req # Vendor Name Created By Required | Status | Type

1067 | AAA FOUNDATION FOR TRAFFIC | DONALD 5. PARRISH - 57 | 08/04/2017 | Open | R
1066 | M &1 PROMOTIONS DOMNALD 5. PARRISH - 57 | 08/04/2017 | Pending | R

7. A warning message will appear:

You are about ta route this requisition and will be unable to edit this requisition again.

[ oK l[ Cancel ]

8. Click Ok to continue, oCancelto go back to the list.

NOTE: If a person has more than one supervi®ét if a supervisor is in charge of more than one
building, a message will open asking the user to choosehvame to route to:

Approver Select
Please select a row and click Select

Approver Building f Location

PARRISH, DONALD 5 - 57 | MN Elementary

PARRISH, DONALD 5 - 57 | Good Elem

[y Select ] [1@ Cancel ]

9. The order will move to either a Proof or Open Status for further processing and will only be viewable
from that point forwarqunless you have additional credentials that allow for proofing or approval
and are not using routingnd approvalg

Order Requisition Entry

Current Requisitions Past Requisitions

Previcusly saved requisitions with 2 Pending status are automatically deleted by the system after two weeks.

Reg # Vendor Name Created By Required | Status Type
] View 1011 ACE EDUCATIONAL SUPPLIES MONA 1. AGUIRRE - 1272 | 07/26/2017 | Proof R
J View 1008 |A TO Z RENTAL MOMNA 1. AGUIRRE - 1272 | 07/25/2017 | Proof R
] View 1006 | AMERICAN COATED PRODUCTS | MONA 1. AGUIRRE - 1272 | 07/24/2017 | Open R
] View 1005 A CHANCE TO GROW MONA 1. AGUIRRE - 1272 | 07/24/2017 | Open R

NOTE: For someone with additional credentials and NOT using approvals, the list will display your own
requisitions as well as anything in a Proof status.
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Order Requisition Entry

Current Requisitions Past Requisitions

Previously saved requisitions with a Pending status are automatically deleted by the system after two weeks.

Reg # | Vendor Name Creatad By Reguired | Status Type

1001 | ABSOLUTE FENCE | Barbara . Tumberg - 4 | 08/02/2017 | Proof | R

Once they are in an Open status, they will not show in the listing. If forreasen, they need to be
accessei click on the checkbox next to All Open Regs. That will include them in the listing. They will
not be in the list if they include some/all transferred requisition diteis.

Order Requisition Entry

Current Requisitions Past Requisitions

Praviously saved requisitions with a Pending status are automstically deleted by the system after two weeks.

Reg # | Vendor Name Created By Required | Status | Type
[_9 Edit ] [&f‘ Delete ] 1002 | EXPRESS Barbara . Tumberg - 4 | 08/03/2017 | Open | WE

1001 | ABSOLUTE FENCE | Barbara . Tumberg - 4 | 08/03/2017 | Proof | R

If there are no requisitions to proofywu have not entered any, it will look like the following:

Order Requisition Entry

Current Requisitions Past Reguisitions

Previously saved reguisitions with a Pending status are automatically deleted by the system after two weeks.

l% Add New Can Open Regs

No Current Requisitions

10. If you wish to place another order, repeat the above steps. Otheligksiie Logout link in the top
right corner under your logged in name.

11. If using Approwals (and if they have an email setipSMART HR a notification will be sent
overnight to tell them they have something

Requisitions are ready for approval.

Requisitions were entered and need to be approved. Please log into SMART eR to Responsibilities | Approvals to process them.

This is a non-meonitered email account. Please do not reply to this account.

To Edit an Existing Requisition
1. From the Current Requisition tadlick Edit [ = ] toedita requisition.
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Order Requisition Entry

Current Requisitions Past Regquisitions
Previously saved requisitions with a2 Pending status are automatically deleted by the system after two weeks.

c'{‘ Add New All Cpen Rags

Reqg # Vendor Name Created By Required | Status | Type

] 27065 | A CHAMNCE TO GROW | HAMMNAH 2, MARSHALL - 2167 | 08/03/2017 | Open R

2. This will bring up the Order Requisition Entry pagéchanges are needed at the top portion of the
requisition such as date, vendor, comments, etc., then make and change and Siwklblitton

near theCancelbutton.

Order Requisition Entry
Current Requisitions Past Requisitions

Previously saved requisitions with a Panding status are automatically delsted by the system after two weeks.
Fields with a calored background need to be entered before saving.

Status Opsn ¥ Req# 27065
Date Required baiazon7 Lo Created By ~ HANNAH 2, MARSHALL - 2167
Comments Ship to Location | 300 - Area School-300 - Location-300 v
Vendor Code A CHANGE TO GROWY - 05187 v Vendor Notes
Alt Address v Buyer 0312 - Day Treatment v

3. If further changes need to be made withdbtil rowsclick theEdit button to the right of the detail
row. ClickSaveto save the changes.

SKU Code
([ edit J|[°2 pist ) (¥ pelete | [[REC ¥ | |[iten
(5 ear ) (°2 oist ) (3 pelete ) |[REC v | |[|Wis

4. If the detail row is no longer needed, click eletebutton to remove this detail row.

SKU Code
(& edit ) (°@ pist ] (X pelete J] |[REC v | |[i

(& edie ) (P2 oist )((X pelete )] |[REC 7| |[u

5. When finished with the changedick the Savebuttonat the op leftof the Requisition page to return
to the Requisition lisbnthe Current Requisitions tab.

To Close a Requisition

1. Inthe case where approval ismsedtherei s an option to se$atwd requi sit
This will set the status of threquisition to a closed status and the requisition will not move further in

the process.

Order Requisition Entry

Current Requisitions Past Requisitions
Previously saved raquisitions with 2 Panding status are automatically delated by the system aftar two weeks.
Fizlds with a colorad background need to be antered before saving.

Status Open ¥ Req# 27065
E nen ) Created By  HANNAH 2. MARSHALL - 2167

e Required Closed
Comments Ship to Location | 300 - Area School-300 - Location-300 i
Vendor Code A CHANGE TO GROW - 05187 v Vendor Notes
Alt Address A Buyer 0312 - Day Treatment v
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2. From the Status field click on the arrow and select Closed. ClicRathebutton in the top lefto
save this change.

3. To view this closed status requisiti@ontinue on to the next section

Past Requisitions tab

If there are existing closed requisitions, they will be listed under the Past Reqgsiitab These are filtered

per your loginuserID. This screen is usddr reference antb copy a closed statusquisition.

Current Requisitions Past Requisitions
Filter Options
Vendor Buyer Start Stop
ALL v| AL v B E
Comment Emp Id Emp Location
ALL v ALl v
4 413345678510 ... P P
Reg # Vendor HName Required | Buyer Comment Hotes
@ 5524 CURRICULUM ASSOCIATES 1/27/2017 | TC Dana’ Elementary Copy
IE‘ 9523 MIDWEST SPECIAL INSTRUMENTS CORPORATION | 1/27/2017 | TC Jill Achk Street Center
[ | 5922 | LAKESHORE LEARNING MAT'LS 1/27/2017 | TC Sarsh Kali Elementary
[ | 9521 | FOLLETT sCHOOL SOLUTIONS, INC. 1/27/2017 | ML Mckin Mekinley IMC -
@ 5520 FOLLETT SCHOOL SOLUTIONS, INC. 1/27/2017 | ML Lincaln Lincaln IMC - Copy
IE‘ 9919 INNCOWVATIVE OFFICE SOLUTIONS 1/26/2017 | LH Mckinl
@ 5518 IMMNOVATIVE OFFICE SOLUTIONS 1/26/2017 | ML OJHS OJHS IMC - B
IE‘ 9917 SADDLEBACEKE EDUCATIONAL INC. 1/26/2017 | SH Rachel Knut Copy

NOTE: Online Orders through a webstovendorwill not be able to be copied due to changes on their sites
and they way they are processed online.

To View a Closed Status Requisition

Based on the filter options at the top of the screen tfiachppropriate requisiti¢s). To the left of the

requisition to be viewed, click on tipdus # button This will expand the detail on the Requisition.

Current Requisitions. Past Requisitions
Filter Options
Vendor Buyer Start Stop
FOLLETT SCHOOL SOLUTIONS, ING v | [ALL v | [ow0o17 8] otmonorr 3
Comment Emp Id Emp Location
ALL v [alLl v
Reg # Vendor Name Required Buyer C Notes
886 FOLLETT SCHOOL SOLUTIONS, INC. 1/20/2017 ML OHS IMC DI Watts OHS IMC - D Watts Copy
. . Unit Total SKu . . Employee
Description Units Type Rate i ‘ Account Code code | Period Location o Employee Name | Comment
Books per quote E 01-210-620-000-000- 007 - Area School-007 - Location- WARI . RAN
—oo0es 1.000000 | EA 2684.610000 | 2684.61 | oo R 201707 | 07 sos4 054
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To Copy a Closed Status Requisition

Based on the filter options at the top of the screen, findgpeopriate requisition to copy. Click on the
Copy button. The Copy button will not be available for Web or Web Express type orders.

Current Requisitions Past Requisitions
Filter Options
Vendor Buyer Start Stop
FOLLETT SCHOOL SOLUTIOMS, INC. ¥ | ALL ¥ E H
Comment Emp Id Emp Location
ALL ¥ | | ALL r
Reg # Vendor Name Reguired | Buyer Comment Notes

E 95921 FOLLETT SCHOOL SOLUTIONS, IMC. | 1/27/2017 ML Mckinley I Json | McKinley IMi Copy

This will auto bring up th@©rderRequisition Entry window, prefilled with the copied data for the current
date. Thesystem will edit the data to verify it is still active for the period. Make changes as needed and save.

Current Requisitions Past Requisitions
Previously caved requisitions are automatically deleted by the system after bwo weeks.

Fields with a colored background need to be anterad befers saving.

Status Open ¥

Date Required 05/17/2017 H Created By RANDOLPH 5. WARE
Comments Mckinley 1P Ship to Location | 007 - Area School-007 - Location-007 v
Vender Code FOLLETT SCHOOL SOLUTIONS, INC. - 8366 ¥ Vendor Notes
Alt Address v Buyer ML - v
9= Add/Maintain Attachments
Vendor Name FOLLETT SCHOOL SOLUTIONS. INC. Vendor Fax# 216-214-5685

123 Sunny Street
Somewhere, IL 12345

SKU Code Item # [Description Units U.Type Rate Discount Total Cost Type Account Code
E[— AddjsaveRow | [ |[R v | | |Recewing 1.00 |[EA v 0.00 0.00] % non|[E ¥
*Reminder to add shipping, handling or promotional amounts
The highlighted accounts exceed the budgeted amounts Requisition Total: 2.261.41
SKU Code Item # [Description Units U.Type Rate Discount Total Cost Type Account Code
|[ b edit | (°5 pist ) (3 pelete | [[R v | | [MCK Books - Quote 202 1.00 | [EA v 2,261.41 0.00 % 2.261.41 | [E__v | | [o1-005-620-D00-000-¢

Ordering (with Online Vendors)

1. Click onRequesti©rdering. The online vendors a district can choose from today include: Corporate
Express (Stapleshnovative Office Solutions, Office Max, School Speciakyey Scientific, Classroom
Direct, Broadhead Garrett, Hammond & Stephé&mdlett, Office Depot, Lakeshore Learning and
Express

2. Click on the Shop button next tiee Vendoryou wantfrom the list.(Regions will automatically set up all
vendordn the list that the district choosgs.
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Ordering

Vendor Name

G
§

FREY SCIENTIFIC

INNOVATIVE OFFICE SOLUTIONS

A
§

MS5C EXPRESS

OFFICE MAX

Bh | B | [ER

P SCHOOL SPECIALTY INC

3. The new website will open inrew window or tah

T @ | s //deme equallevel.com/epress T &

home weue g s

wE 9 ¥ @

Marketplace | Shopping Lists | My Quotes | My Orders | Help

Categories pplier
Search | - Supplier Sites ~
Home
Welcome
All Suppliers
Copiers

Tutorial
Videos

Facilities & Grounds

Instructional Resources

Software

% COOPERATIVE
Supplies - Office & Demo Site 7 ’ + How To Search
Classroom CONNECTION . W
u
Technology Managing Your
¢« Managing Your
Questions about using Express? Contact express@purchasingconnection.org or Profile
B 888.739.3289 to talk to a Cooperative Purchasing Connection representative.
Useful Links
Express FAQs
How To Place A Quote All Suppliers
Request
ite Up c mm FARGO (in) innovative
“Oct. 2016 Site Updates im Vi
e Qooms oW ] FAROO g KYOCERE
LnishPChas D% R 0\\@ QB @B AR

Warkflow: S lightspeed. M’\{‘r’ adco M
Workflow Request Form 0.\\\[3 0"\\[3 0“\\[3 0“’\\[3 O\f\\D 0\!\\[3

Workflow Change Form -

editable pdf
Workflow Change Form - Excel (& RAPID Rmu School @I ERNEY
Liks F book! pec}a ty -
ike us on Faceboo
" RYE) " RYE) " RYE)
n My Franuently Purchasad ltams

NOTE: You may get a warning depending on your [BMART eRand security settings. For

example:
#& Ordering
[ig Firefox prevented this site from opening a pop-up window. X
Whizbang Public Schools (SSD1) H ezl 2 e CE SN lornt 1
202 Anywhere Road T;::?(I;::ﬁf:ge:zhere, MN 12345-6789 MAHT ‘
systems

Click on theoptions button and allow pepps. Reclick on the shop button for the vendor you want.

4. Shop for items needed and click on Add to Cérhe fdlowing steps may differ dependj on the
vendorsdé webstore setup.)

5. When everything is in the caahd you ar&lone check to see if you are still logged into SMART eR
and havendét timed out
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- i

Suppliers Marketplace | Shopping Lists | My Quotes | My Orders | Help

Search  School Specialty - Supplier Sites =

Shopping Cart

School Specialty: School Specialty has free shipping on Parcel Delivery orders over $49.00. All orders under minimum order will carry a $9.95 shipping charge. Questions or concemns? Call 1-888-739-3289. Truck
Delivered items (ltems with a prefix of 6 or 8) Orders over $250.00, freight is included. No additional S&H charges apply. Orders under $250.00, add 15% of the fotal value of the non-parcel items or, $49.00 minimum,
whichever is greater.

Email ltems | Export To PDF | Export to CSV

O  Item Part # Supplier Price UOM Quantity  Item Total
O Lakeshore Glue Stick - Each TT505 Lakeshore Leamning 3047 EA 1 $0.47
O 8-Color Standard Crayons - Single Pack VX271 Lakeshore Leamning 3085 EA 1 $0 85
O Lakeshore Jumbo Glue Stick - Each TTS506 Lakeshore Leamning 3094 EA 1 3094
O Liberty Conductor Cable 12-2C-GRY Tiemey Brothers 3009 EA 1 $0.09
O Liberty Conductor Cable 16-2C-GRY Tiemey Brothers 3026 EA 1 3026
[0  Woodcase Pencil, HB #2, Yellow Barrel, Dozen UNV55400 Innovative Office Solutions 3065 DOZ 1 3065
[} Fine Point Permanent Marker, Black SAN3I0001EA Innovative Office Solutions 3078 EA 1 $0.78
O CHALK DUSTLESS WHITE - SCHOOL SMART 084832 School Specialty 3016  EA 1 $0.16
O ERASER DRY ERASE MAGENTIC SCHOOL SMART 084465 School Specialty $0.32 1 $0.32

EA
Copy Selected ~ Remove Selected fﬂ Have questions?

a) If you arelogged inclick Checkout

b) If you have timed out, Fogin into SMART eR.(Thisallowsusers placing large orderghe ability
to shop as long as they need and worry about losing their ordér

Checking out with Express is different than all of the other vendors

For an individual siteall items will be processed at once and look similar to the followiBigck on the

plus | buttonto see individual items &t all required fields are enterd@&kip to Step 9 for more
information about what to enter in fields)

Ordering Checkout

Emmlﬁﬂmlﬁﬂfype

Date Required IU?meZUl? H Ship to Location I lzl

Comments I Vendor Notas I

Type E = .AccuuntCndel Buyer I lz‘

6. From Express once you have checked ougwwill then receive a summary winddwSMART eR

showing the items ordered.
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Ordering Checkout

Please check rows to transfer {only one vendor's items can be transferred at a time]. If you would like to submit different
comments/attachments per row(s) you can chack just those row{s) and click 'Begin Transfer'. Once they are transferred then you can do the
same for the next batch of rows until they are all transfaerred.

Begin Transfer

Vendor Name Description Quantity Unit Type  Unit Price
EXPRESS Lakeshore Glue Stick - Each 1.000000 | EA 0.470000
EXPRESS 8-Color Standard Crayons - Single Pack 1.000000 | EA 0.850000
EXPRESS Lakeshore Jumbo Glue Stick - Each 1.000000 | EA 0.940000
EXPRESS Libarty Conductor Cable 1.000000 | EA 0.030000
EXPRESS Libarty Conductor Cable 1.000000 | EA 0.260000
EXPRESS CHALK DUSTLESS WHITE - SCHOOL SMART 1.000000 | EA 0.160000
EXPRESS ERASER DRY ERASE MAGENTIC SCHOOL SMART | 1.000000 | EA 0.220000
I:‘ INNOVATIVE OFFICE SOLUTIONS | Woodcase Pencil, HE #2, Yellow Barrel, Dozen 1.000000 | DOZ 0.650000
D INNOWVATIVE OFFICE SOLUTIONS | Fine Point Permanent Marker, Black 1.000000 | EA 0.780000

7. For Express, it now inctles Vendor Name, as the orders wékd tdoe split into ondor each vendor
when transferretbr routing orfinishing (This needs to be setup prior to ordering in SMART Finance
Vendor window) They will also be placed back as seperate orders. If thieglivget the same
information entered in to transfer, t@deck All button will select all items to transfer, or they can be
done in batches as chosen.

8. Then click onBegin Transfer.
If multiple vendors are included, then an error message will appear:

FPlease Correct the following errars or else this page will NOT save

# Multiple Vendors are selected to be transfarred which is not allowed

If it is successful, additional fields will opemd data can be entered

Ordering Checkout

Plaase chack rows to transfar (only one vendor's items can be transferred at a time). If you would like to submit differant comments/attachmants per row(s) you can chack just thosa
rov(s) and click 'Begin Transfer'. Once they are transfarred than you can do the sama for the next batch of rovs until they are all transferred.

Undo Transfer

Fialds with = colored background nead to be enterad before saving

Date Required IU?IBIZUH j Ship to Location I 005 - Area School-005 - Location-005 w

Comments I Vendor Notes I

SKU Code | M1 Type |E +| AccountCode | Buyer | ACTIVITIES -TAY EXEMPT #8771368 v

NOTE: The headings in red have a hover feature available. Place your cursor on the wording and it
will provide more information.

9. Within theOrdering Checkout window, te following fields can be entered prior to Transfer.
a) Date Requiredi defaulsin as today.
b) Ship to Locationrequired; defaults iff setup to the ser(in SMART HR).

c¢) Commentsi Optional for entry. This field is for any additional information that may be needed
to process the orderSuch as a specific grant that is to be used for coding or perhaps a specific
site should be charged for the items, etc.
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d) Vendor Notesi Optional for entry. This field is for any additional information that may be
needed to process theder to the vendor.

e) SKU Codei This field may not be visible depending on your permission |&vgér in a value
from the list.

f) Ledger Typei defaults to E, but can be changed.
g) Account Codei Optional if account code is known

h) Buyer - This allows one fi attachment that may assist with processing the order.

NOTE: The headings in red have a hover feature available. Place your cursor on the wording and it
will provide more information.

10. Click onTransfer button. This will transfer the order a requision for final proofing

NOTE: Your order will not bdinished unless you do this step!

Requisition Entry

i
Req# 8385
Date Required IWE Created By NATASHA 1. ABBOTT
Comments I Ship to Location I 005 - Area School-005 - Location-005 lz‘
Vendor Code | INNOVATIVE OFFICE SOLUTIONS - 2203 [~ Vendor Notes |
Alt Address - Buyer I AM-Ashleyl __ . ___.___ ___ lz‘

Vendor Name INNOVATIVE OFFICE SOLUTIONS Vendor Fax# 218-214-368%
123 Sunny Street

Somewhere, MN 12345

Item #/Description Units U.Type Rate Discount Total Cost Type Account 1
‘E |receiving 100 | [EA = | 0.00 0.00 % oo |[E - |
°8 Dist *Reminder to add shippi ; dling or promotional amounts
The highlighted accounts exceed the budgeted amounts Requisition Total: 8.28
Item #/Description Units U.Type Rate Discount Total Cost Type Account
([ edit ] [°% pist ] [ pelete ] |[BNDR,DV, 1,220 SHEETS PP | 100 ||EA | 414 || 0.00 % 4.14 | [E [
— (e T e 5

([ edit ) (2 pist ) (X pelete ) | [BrnDR,Dv, 17,220 SHEETS, AQA | 100 ||Ea | 414 || 0.00 % 4.14 |[E [

11. Click on Saveafter reviewing the order. If the Sagesuccessfult will close the page and return you

back to the original window. If there is a problem wjithur order, the window WILL NOT close. It will
provide a list of errors for you to see and correct.

Current Requisitions Past Requisitions

PBreviously saved requisitions with a Panding status are automatically deleted by the system after two weeks.

Reqg # Vendor Name Reguired Status | Type

8385 | INNOVATIVE OFFICE SOLUTIONS | 07/08/2017 | Pending | W ‘
X Dpelete | | 8384 | 100% EDUCATIONAL VIDEQ INC | 07/31/2017 | Pending | R
&:‘2 Delete 8325 EAI EDUCATION 07/08/2017 | Open R

12. Click on theRoute button if you are finished with the order to send it to be proofed and
processed.
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13. A warning message will appear:

You are about to route this requisition and will be unable to edit this requisition again.

[ ok || cancal |

14. Click Ok to continue, oCancelto go back to the list.

15. The order will move to either a Proof or Open Status for further processing and will only be viewable
from that point forwardqunless you have additional credentials that allow for proofing or approval).

Current Requisitions Past Requisitions

Order Requisition Entry

HE Add Hew
Reqg # Vendor Name Reguired | Status | Type
1=] view 8385 | INNOVATIVE OFFICE SOLUTIONS | 07/08/2017 | Proof | W
12| view 8384 | 100% EDUCATIONAL VIDEQ INC | 07/31/2017 | Proof |R
- v
[_p Edit ] [:,& Delete ] 8325 | EAI EDUCATION 07/08/2017 | Open |R

Previously saved requisitions with a Pending status are automatically deleted by the system after two weeks.

16. If you wish to place another order, repeat the above steps. Otherwise cliogtie link in the top
right corner under your logged in name.

17. For Expres$ Click on theOrder Checkout link, then epeat steps-15to place your next ordeif you

are finided,there will be no Order Checkout link showing

Current Requisitions Past Requisitions

Order Checkout

Order Requisition Entry

Previously saved requisitions with 2 Pending status are automatically deleted by the system after two weeks.

Reg # Vendor Name Created By Required Status | Type
| > Edit /.'{( Delete 1005 F¥PRFSS COOPFRTIVE PLIRCHASTNG | TRA 7. FRFFMAN - 2125 | 07/12/2017 | Pendinn | WF Route |

18. If using Approvalqgandif they have an email setip SMART HR a notification will be sent overnight

to tell t hem

t hey have

somet hin

g

to approve

Requisitions are ready for approval.

This is a non-monitored email account. Please do not reply to this account.

Requisitions were entered and need to be approved. Please log into SMART eR to Responsibilities | Approvals to process them.

Approvals

This page is used if routing Order Requisitions for approval. If not doing that, this page can be skipped.

Based on permissions and approver setagheequisitionthat requires approvalill be routed to a person
authorized to appk®. The person can thesither approve odeny the requisition. With the requisition
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approvalthere is an option to enforce ovmrdget controls. The requisitiovill then require approval for the
record and for angvebudgetdetail lines within the record.

Pending tab
This tab will display any in procegstatus =proof) requisitions that may need to be edited for the
requisitiondata or approvedif nothing is there to approve, t
of requisitior{s) will appear.

wi |

I say

fi No

Recor ds

Ordering Reqgs
Pending Approved
Filter Options

Created By All

Denied

Vendor Nzma ‘A\I

Approvals

Required From Date

, Search By Date Range

[02j0272017 &=
| Required Through Date |osmz;2017 ]

Clear All

Approve Deny

Clear All

{ Approve All ]

Req
No

[ Deny All ]

Vendor Name

Type

Created By

Routed To

[ [

1012

EXPRESS COOPERATIVE
PURCHASING CONMNECTION

07/26/2017

WE

MONA 1272
AGUIRRE

DONALD 57
PARRISH

Proof

1013

INNOVATIVE OFFICE SOLUTIONS,

LLC

07/26/2017

MONA 1272
AGUIRRE

DONALD 57
PARRISH

Proof

1015

INNOVATIVE OFFICE SOLUTIONS,

LLC

07/26/2017

w

MONA 1272
AGUIRRE

DONALD 57
PARRISH

Proof

1020

SYSTIME, INC.

07/28/2017

MONA 1272
AGUIRRE

DOMNALD 57
PARRISH

Open

1021

AAHPERD

07/28/2017

R

MONA 1272
AGUIRRE

DONALD 57
PARRISH

Proof

Oo|ojo|od
Oo/o|jo| olg

1023

EARTHLINK INC

07/28/2017

R

MONA 1272
AGUIRRE

DONALD 57
PARRISH

Open

&

a a

1024

AAA MATH

07/31/2017

R

12.60

MARJORIE 143
BALLARD

DONALD 57
PARRISH

Proof

If there is dad, it can be filtered dowto search out a specific recordhe top portion of theage
hasthe optionsto filter the requisition records.

Ordering Reqgs
Pending

Filter Options

Created By | Al

¢ Save Decisions

No Records Found

Approved

Denied

~ | Required From Date

|01,.rzs,r201? el

Required Through Date |o?,r25f201? 3

[ 4 Search BvDateRange]

1. Filter options:

a. Approval Filter: This will only display for POADMIN user rights. It will default idine:
whichis the items that are specific to the user that need to be approved or they are the nextin
line. Anoverrideoptions will also display for anyone with POADMIN right&ywever, the

system only allows tHemal POADMIN on the route slip to take anythimgthe approval
compl eted

process,

even if

t

hasnot

t he

NOTE: If using POADMIN rights with theighest Org flag in the approval process, another

POADMIN will not naturally be included in the route slip (and not see anything if Ovesride i

chosen). To override someone in a higl@st position, they will have to wa Proxy rights
to the highest @ approver to access their information.

Created by. This is an optional filter that will limit by the person who created the

requisition.

22 1 Online Ordering

A Guide to Using SMART FinanceSystems

Fc

app.



c. Vendor name: This is an optional filter that will limit by
d. Required from Date: This is a required filter that will limit to 6 months back. This can be

changed as desired.
e. Required through Date This is a required filter that will limit to today. This can be

changed as desired.
If date ranges are changed, click on Bearch by Date Rangleutton to get the new desired

result.

2. If approvals have already been done prior, they will display below the line [+ Jsutton under
the columnPrevious Approvalsis clicked. To hide it again, click tr,@ .

Approvals
Ordering Regs
Pending Approved Denied
Filter Options
Created By |A|| v| Reguired From Date ID]fZSfZUl? 3
Vendaor Name Required Through Date ID?{ZS;’ZU]? 3
[ \, Search By Date Range ]
Approve Deny
Previous Approvals | View | | Clear Al | | clearall ] | pag o jorName | Required | Type | Total Cost Created By Comments
[ Approve All ] [ Deny All ]
B & O O 1007 | A+ WORKSHOPS | 07/25/2017 | R 500.00 | JIMMY 1128 MCDOWELL L
Status Approver Name Date Total Cost Comment
D LIONEL 931 WELCH 07/25/2017 500.00 too expensive

3. If someone has designated you as a proxy, an additionatidwep list will appear:View Proxy
Approvals. It will default to No, which will not bring in Proxy requisitions.

Ordering Reqs

Pending Approved Denied

Filter Options
Approval Filter
Created By |,-!\GLIIRRE, MOMA 1272 vl Required From Date ID],’zﬁfz[]]? 3

vendor Name |,-!\|I e | Required Through Date ID?{ZS{ZD]? 3

[ . Search B\rDateRange]

[‘\-fiew Proxy Approvals [No -J

Change the selection to Yes. 3hill display another filter optionRoute ID which allows a
specific approver to be chosen and filters to their approval requisitions only. The list will only
display information if there is something that needs approval.
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Approvals

Ordering Reqs
Pending  Approved Denied

Filter Options

Approval Filter
Created By AGUIRRE, MONA 1272 -~ Required From Date |o1;25,-‘2017 =

Vendor Nama [ | Required Through Date Io?_-‘zﬁ,‘znl;r 5
View Proxy Approvals Route 1D | Al ~ |

e

Approve All

]g D |:| 1011 ACE EDUCATIONAL SUPPLIES | 07/26/2017 | R 50.00 MONA 1272 AGUIRRE DONALD 57 PARF

4. Toview the requisition, etk on theView @icon on the row desiredThis will open the
requisition, but not allow deleting or blanking out required fields. If a line item is not
allowed/desired, enter 0 in the guantity field.

NOTE: If the setting in SMART Finance (applicatiosfaulti intray requirement toviewitem= Yes)
is set to require a person to view the requisition, the approve and deny checkboxes wilavatcbe
until after that has been dond&he following error message will appear:

Approvals
« You sre required to view the marked reqs before saving changes.
Ordering Reqs
Pending Approved Denied
Filter Options
Created By All b Required From Date IUl,l‘Z‘};‘ZJl? E
Wendor Narne|.|'-\|| v| Required Through Date Io?,‘zqmﬂ :
|t Save Decisions
1% @ ] 1004 ;‘I"S;SDUCATIWL 07/20/2017 | R 110.00 ;;Ic;lz“ m;-sDuﬂ

5. Change anything that needso® fixed If a change is made to an item, it may be helpful to save a
change reasorat the end of the rowThat will display to the original requester and may help to
eliminate questions about why their original requisition was altered.
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NOTE: Arequidtion needs to be at an Open status in order to approve it and route it on to the next
person or to become a Purchase ordHiit is not, when the first person tries to approve it, the
following message will display:

6. After making any necessary changes, click orS&eebutton to return back to thpprovals
window.

7. Approve/Deny checkboxes It can now be either approved or denied by checking the appropriate
box. It can als wait if something needs to be checked or additional research is needed to approve the
requsistion.
NOTE: If a requisition is denied, an email similar to the following will go to the original
requester.Also, all approval rows following that approverlide set to Deny with the original
approvers id for reference and the requisition will be changed to a closed status.

If it is approved and another person is next for routing, they will also get a nightly prompt that
they need to do something:

8. Comments: enter in any approval comment that may be helpful to the original requester or the next
approver. This is optional.

9. Status:t hi s is the Order Requisitionds status. A
must be fixed until it chareg to an open status to approve.

10. Click on theSave Decisiondutton to save the approval choice.
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