SMART Systems &

Ordering through SMART eR

1. Access SMART eR and
log in.

2. In the left column, under

Requests, click on Ordering.

4. Click on Shop Express —
Purchasing Site. This will
take you to the Express
website. You will return to
SMARTeR at checkout.

Note: The Express website
1s a pop up. The first time
you click Shop, you might
be notified that a pop

up was blocked. Change
the settings of your web
browser to allow pop

ups from the SMARTeR
website.

SMART Systems

SMART eR
District
User ID

Password

Login

Forgot Password?

My Frequent Places
Ordering
Pay Stub
Pay Summary
TimeOff
Year to Date Pay

Home
My Information

Il Trermg

| Requests
Drdering

@ About Me

Responsibilities

Reports

My Frequent Places
Ordering
Pay Stub
Pay Summary
TimeOff
Year to Date Pay

Home
[Z] My Information
Payroll Items

] Requests

Ordering
QOrder Request Form

[77] About Me

] Responsibilities

[} Reports

Ordering

Continued on reverse



5. Create your order in
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6. When your order is ready I'II]IT!E e

to be placed’ go to your Categories Suppliers Marketplace | Shopping Lists | Transferred Carts | Requests | Quotes | Purchase Orders | Help

shopping cart and click e —

Checkout. This will take [Successfuly added 1 item(s) to Active Cart |

you and your order back to Shopping Cart S

SMART eR. Email ltems | Expert To PDF | Export to CSV
Iltem Part # Supplier Price | UOM Quantity Iltem Total
CRAYONS CRAYOLA 400CT CLASSPACK LARGE SIZE 008718 School Specialty $3336 | EA 1 $33.36

7. Fill in the blanks Ordering Checkout

. | Description ‘ Quantity | Unit Price | Unit Type ‘

I'equlred by yOUI‘ agel’lcy |cmvows CRAYOLA 400CT CLASSPACK LARGE SIZE ‘ 1.0 |33 36 |EA ‘

on the SMART eR page Requested Fiscal Year | 2014 ¥ Ship to Location ESLCSC - Lakes Country Senice Coop v

and click Transfer. This Ledger Type £ v | Account Code

Printable Comments

will submit your order
to SMART Finance for

approval.
u '
Fun Feature: Shopping Shopping Cart
Carts CheCked Ol%t to SMART Restore Last Cart I Email Iltems | Export Te PDF | Export to CSV
can be restored m the Item Part # Supplier Price = UOM Quantity  Item Total
marketplace for 48 hours There are no items in your cart
after checkout.
° 113 9 Item Name Part # Supplier Price Currency UOM Quantity Total

A Restore Last Cart Staples 2 USD v | Each (EA) v 1

link will be displayed

on the top-left of the Total: 0.00 USD

shopping cart page.

* Restoring the last cart will display the last cart that was checked out so that it may be checked out
again, for use if the shopping cart was lost in the finance system.

If you have any questions about Cooperative Purchasing, Express, or integrating with SMART Systems,
contact express@purchasingconnection.org or call 888-739-3289.



