SMART Systems &

Ordering through SMART eR

1. Access SMART eR
and log in.

<> MART
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SMART eR

District Browsers/Software Supported
« Edge 46 or 90x or

Emp 1D o Safari 14x or
« Google Chrome 88 or
* Firefox 78 - 88.x

Forgot Password?

A Cooperative Project betwween Regions 1-5

2. In the top menu bar, Click
My Requests, and then click
on Online Shopping.

t Me Responsibilities
My Requests

3. Click on Shop Express. This Online Shopping
will take you to the Express
website. You will return to
SMART eR at checkout.

¥ishow Email

[NOTE: The Express website is 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 SMART eR website.

4. Create your order in Express. h
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Continued on next page

From our FAQ - Why should I use a Shopping List?

To simplify your ordering process, we suggest creating Shopping Lists. Once you find the item you wish to save to a list, select a Shopping List from the drop-down
menu to the right of the Add to Cart button. Shopping lists will be saved until you choose to delete them. They store your frequently purchased items so the next time
you need to order, you simply select the items from the shopping list instead of searching for them again. To find your shopping list, hover over the cart in the top-right
corner and then select Shopping Lists.

To save your Shopping Cart to a list, check the gray boxes next to the desired items and then click the Copy Selected button. Then you can choose to create a new
shopping list or add the items to an existing shopping list.

Tip: Create the shopping lists within Express. Some suppliers allow you to punch out and create lists on their punch out site. By creating your list in Express you are
assured that it will not be modified.



5. When your order is ready
to be placed, go to your
shopping cart and click
Checkout. This will take the
order back to SMART eR.

6. Check the boxes for the
items (from one vendor) you
wish to tranfer to a PO and
click Begin Transfer.

See the end of this document
for how to create a PO for the
items from other vendors.

7. Fill in the required blanks
and click Transfer. The
Comments will appear on the

mailing label and packing slip.

8. Verify the order information
and edit account codes for
individual items, if needed.

Then click Save.
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Al ~ | searc eyword or part numbet

Lakes Country User

Shopping Cart

Displaying 1 - 1 of 1 results

O Item

[m] Paper Mate Inkjoy Ballpoint Pens, 0.7mm, Black, Box of 12

" School Specialty (Supplier Part # 1564403)

Copy Selected | Remove Selected

Transferred Carts  Orders

Quotes

s Q-

‘Suppier Sites ~

Emailltems | Export POF
Price  Quantity
$6.23 EA

1

Update Quantties

Export CSV.

Item Total

$6.23

Home My Payroll [VAZELES S About Me Responsibilities
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 check just those
row (sl and click 'Begin Transfer'. Once they are transferred then you can do the same for the next batch of rows until they are all transferred.

——— Vendor Name Description Quantity :’ "t Unit Price
Check All ES

COMPLETE BOOK & ) .

0 MEDIA SUPBLY To Kill a Mockingbird 15.000000 | EA | 18.470000
INNOVATIVE OFFICE

0 SOLUTIONS MARKER, EXPO 2,CHISEL BE 1.000000 |DOZ | 11.670000
INNOVATIVE OFFICE

0 SOLUTIONS PAPER,CNST,9X12,50PK, SKBE 1.000000 |PK | 0.720000
MNJ TECHNOLOGIES )

0 Logitech Media Combo MK200 Keyboard Mouse - Retail - Englis 1000000 |EA | 18.150000
DIRECT INC.
SCHOOL sPECIALTy | EIDi0001202::CID:3295138405:DESK - CLASSROOM SELECT - ADVOCATE SERIES PEDESTAL LEG

0 e SINGLE STUDENT DESK - 26X20 RECTANGLE - HARD PLASTIC TOP - TITANIUM FRAME - 24-34 INCH | 1.000000 |EA | 178.600000

' ADJ HEIGHT - SPECIFY TOP COLOR

SCHOOL SPECIALTY ) ’

e Paper Mate Inkjoy Ballpoint Pens, 0.7mm, Black, Box of 12 1000000 |EA | 6230000

Ordering Checkout

Undo Transfer

e

Fields with a colored background need to be entered before saving.

Unit Price

Vendor Name | Description | Quantity | Unit Type

Date Required

Comments

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 check 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 transferred.

Ship to Lon:tion[

] Vandor Notes |

Skl Cada Buyer
Order Requisition Entry
Current Requisitions Past Requisitions
Previously saved requisitions with a Not Routed status are automatically deleted by the system after 14 days.
Fields with a colored background need to be entered before saving.
Req#t 1492
Date Required 11/03/2021 Created By Mary
Comments [ l Ship to Location [Echsc - Lakes Country Service Coop ]
Vendor Code Vendor Notes l l

W6316 DESIGN DRIVE Vendor Faxit

Alt Address ( - Buyer LMittelsta - Lori Mittelstadt M
Folcaageryl (-]

@ Add/Maintain Notes

Vender Name SCHOOL SPECIALTY LLC. Vendor Phonett

Comments

GREENVILLE, WI 54942 Vendor Email
New Row to be Added
Item # AND Description Units UType Rate Discount Total Cost
H woo] oocH ooo]% 0.00
Type Account Code Ship to Location
Q
Comments No Print
*Reminder to add shipping, handling o promotional amounts
Detail Items
The highlighted accounts exceed the budgeted amounts Requisition Total: 623
Zedn Item # AND Description Units UType Rate Discount  Total Cost
I1564403 Paper Mate Inkjoy Ballpoint Pens, 0.7mm, Black, Box of 1;] [ 1 oo] (ea 6 23\ [ 0 00]% 623
2"Dist
Type  Account Code Ship to Location
i Delete E ESLCSC - Lakes Country Service Coop - Office Ma:
No Print

l

Continued on next page

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



9. Click Route to forward your
order for approval. A pop-
up window will ask if you
are sure you want to route
the requisition, click OK to
proceed or Cancel to edit.

i Apps EBxpress & Drive [ Losc P .
= www.region1.k12.mn.us says

Lakes Country Service Coop
1001 E. Mount Faith
Fergus Falls, MN 56537
Phone: (218)739-3273

Home My Payroll (YAAEGITESS Abo

Previously saved requisitions with a Not Routed status are automatically deleted by the system after 14 days.

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

requisition again.

Order Requisition Entry

Other bookmarks | [E] Reading i

Welcome Mary | ﬂ

o
6]

4+ Add New | Order Checkout
Unless you
click route,
Req # Vendor Name Created By, Required Status  Location Type ReqAmt|your orderis
not
[ZEdit 1492 | SCHOOL SPECIALTY LLC. | Mary 11/03/2021 | Not Routed | ESLCSC | WE

The next guide, How To Transfer a Web Order from SMART eR,
starts with a SMART Systems PO Admin logging into SMART eR
and going to Responsibilites > Order Requisition Transfer.

Multiple Vendors

Once you've finished through
step 9 for your first vendor of
a multi-vendor Express cart,

Online Shopping

Order Requisition Entry

Home My Payroll My =155 About Me Responsibilities

My Requests

return to My Requests > Order

Requisition Entry.
Click Order Checkout. Then Proviously sa

select the items from your next i

Current Requisitions

Order Checkout

Past Requisitions

Order Requisition Entry

ot Routed status are automatically deleted by the system after 14 days.

vendor and click Begin Transfer e
Req# Vendor Name Created By Required | Status Location Type ReqAmt vyour order
and start at step 6.
submitted.
@View 1492 | SCHOOL SPECIALTY LLC. | Mary 11/03/2021 | Routed | ESLCSC | WE | 6.23
@View 1491 | SCHOOL SPECIALTY LLC. | Mary 11/03/2021 | Routed | ESLCSC | WE | 9.55
Fun Feature: Shopping carts checked out to _
SMART can be restored in the marketplace for Shopping Cart
12 hours after checkout. @ Email ltems | Export To PDF | Export to CSV
. “ I . . Item Part # Supplier Price = UOM Quantity Item Total
A “Restore Last Cart I|nk. will be displayed on Trere ars o s n your s
the top-left of the shopping cart page.
° ReStorlng the |aSt Cart WI” dlsplay the |aSt Item Name Part # Supplier Price Currency UOM Quantity Total
cart that was checked out so that it may be Staples . USD v | Each (E4) v i
checked out again for use if the shopping
cart was lost in the finance system. ot LIOUSD

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