SMART Systems & W

Transferring Web Orders to SMART Finance (SF) for the Business Office

This procedure will transfer the Express online marketplace order from SMART eR to SF as a requisition or
purchase order. It is expected that this step will be completed by a SMART Finance user with PO Admin rights.

1. Log in to SMART
eR and click on
Responsibilities > Order
Requistion Transfer.

2. Use the drop-down
menus to find the items
you wish to transfer.
SMART allows you to
select items by vendor and
create separate POs for
each vendor to simplify the
vouchering process.

Select the items using
the check boxes to the left
of each item and then click
Transfer.

In the Transfer Options
box underneath the order,
check New Purchase
Order, select the buyer,
and then click Continue
Transfer.

Once you click Transfer
the items gray out and you
won’t be able to select them
anymore.

3. Open SMART Finance
and log in. Click on
Purchase Orders at the
top and then Purchase
Order on the left-hand
side.
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If you have any questions about Cooperative Purchasing, Express, or integrating with SMART Systems,
contact express@purchasingconnection.org or call 888-739-3289.



4. Search for the PO
by buyer, using your
credentials. Then click
Find/Retrieve. Scroll
through the purchase
orders until you find your
current order, which has a
PO number assigned to it.

5. Click on Route and
the Route Slip - New Mode
window will appear. Use
the Assign To drop down
to choose the approver
and under Action, select
Approve. Click Save and
then click Send.

6. Once the order is
approved, open up the PO.
NOTE: For the next step,
the PO cannot have the box
next to “Printed?” checked.
Please uncheck the box
before proceeding.
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If you have any questions about Cooperative Purchasing, Express, or integrating with SMART Systems,
contact express@purchasingconnection.org or call 888-739-3289.



7. Log into SMART eR
and go to Responsibilities
> Place Order and click
Transfer next to the PO.

After you click Transfer,
the screen will say “No
Records Found.”
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This confirms you have successfully sent the order back to Express and on to the supplier(s).

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




