Online Order Request (Staff)

Visit: www.hved.org

Click on “Employee’s Section”
Log into “Employee’s Section”
Click on “Leave, Time Off, and Online Ordering”

On the Smart Systems — SMART eR page, fill in your username and password.
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Login to Online Ordering

1. Log onto the SMART eR website.

2. Enter your User ID and password.
3. Click on Login.
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From the SMART eResources menu, click on Requests & Approvals.

Fay and Personal Information |[EEsPEEE sl ElN | Reports || Other |

Furchasing » | “ehicles » | Responsibilities »

5. Then click on Purchasing.

6. If you desire to order from a vendor’s webstore, see the next section “Ordering with Online Vendors”. If you
desire to enter a request for items to be ordered, see “Online Order Request” on page 5 .



Ordering with Online Vendors
(Preapproved vendors through the Express Ordering online system)

Announcements » Requests and Approvals
Pay and Personal Information |[GEE[VE= Tl W algelt=1

Purchasing » | Vehicles » | Responsibilities »

Order Request Form

box next to it and click the delete button.

Place Order

1. Click on Requests and Approvals | Purchasing|Ordering. 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.

2. Click on the Shop button next to the Vendor you want from the list. (Regions will automatically set up all
vendors in the list that the district chooses.)
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3. The new website will open in a new window (Internet Explorer) or tab (Firefox).
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NOTE: You may get a warning depending on your browser and security settings. For example:
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Click on the options button and allow pop-ups. Re-click on the shop button for the vendor you want.

4. Shop for items needed and click on Add to Cart. (The following steps may differ depending on the vendors’

webstore setup.)

5. When everything is in the cart and you are done, check to see if you are still logged into SMART eR and
haven’t timed out.

a. Ifyou are - click Checkout.

A A — — = »
Uf 47 | @ Shopping Cart ] } I - O~ |3 Page = {0} Tools ¥
Shopping Cart - N B
Harkeriters | @ officeMax' e D
WORK WITH US™ m.[
Order By Product Code | Shopping Lists | Refill Finder Help
el Shopping Cart
Account 0488425 - Southwest/West Central Service Cooperative Add.
Advanced Search Ship To Code POUT - Punchout —

Cart Subtotal $20.24

Active Promotions:

What's a Promotion Code?

FullLine hd A$5.95 small order charge will be added to orders under §50.
Basic Office Supplies
Binders &Fiing Continue Shopping  Update Cart | _Checkout
Calendars & Organizers
Computer Accessories & Supplies Remove.
Computer Hardware & Peripherals
Custom Printing Gty UOM Product Description Delivery*  Your Subtotal Select
Electronics Code Pri
Food, Beverage, &Breakroom 1 EA B111485-11 Bye Sy - Desianer Planners - 5-1/2" x 8-1/2"_ Tropical 1Next — $866 SB66 0
Furniture & Office Accessaries beach scenes on each spread, Endléss Summer Day
Health & Safety 2011RY 5X8 ES WK/NTHLY WIRE-O
Tanitorial & Mai Supplies
ot e, ey 1 EA BI11484-11 Blye Sy - Desioner Planners - 8-1/2" X 11", Tropical 1Next  S1158 $1158 (]
Office Machines & Equipment beach scenes on each weekly/monihly spread, Endless Summer Day
Paper & Paper Products 2011RY 8.5%11 ES WKIMTLY WIREQ
e
BTy e Cart subtotal:  $20.24
Promotional & Custom Products

b. If you have timed out, re-login into SMART eR. (This was changed in so that users placing large orders
could shop as long as they need and then not have to worry about losing their order. It would look like

the following:
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Re-login on the SMART eR windowand then click on the check-out link in your ordering window.
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You will then receive a summary window in SMART eR showing the items ordered.

Ordering Checkout
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7. The following fields can be entered prior to Transfer.

Fiscal Year — default in

Ship to Location-required; defaults in

c. Account Code — Optional if account code is known
d. Vendor notes/prints on PO area-Optional for entry

e.

[

Comment area — Optional for entry. This field is for any additional information that may be

needed to process the order. Such as a specific grant that is to be used for coding or perhaps a
specific site should be charged for the items, etc.

f.  Add Attachment — Optional. This allows one file attachment that may assist with processing the order.
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8. Click on Transfer button. This will transfer the order to SMART Finance. NOTE: Your order will not be
viewable in SF unless you do this step!

9. If the transfer is successful, it will close the page and return you back to the original window. If there is a
problem with your order, the window WILL NOT close. It will provide a list of errors for you to see and
correct.

10. If you are finished, click on the logout link in the header.

Online Order Request
(Vendors listed in HVED’s vendor database)

(Vendors

The Online Order Request allows the user to create an electronic order request form for any
active vendor in your district’s SMART Finance vendor listing.

1. Follow Login to Online Ordering procedures for SMART eR
2. Click the Requests and Approvals | Purchasing | Order Request Form selection in
the menus.
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Order Request Form Requests and Approvals
ordering District Forms Employee Forms

Place Order

[*}Purchase Order Detail
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3. To start a new order, click on the “Start Cart” button. To retrieve a cart, click on

the “Retrieve Cart” button.
Order Request Form

75 startcart | (I5 Retrieve Cart |

Previously saved carts are automatically deleted by the system after two weeks.
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Vendor Name H.W. WILSON COMPANY Vendor Fax® 718-714-5680
123 Sunny Street
Somewhere, IL 12345




The Requested Fiscal Year will auto fill in, change if necessary.

Select a Ship to Location from the drop down list. This is a required field and something needs to be entered
there.

Enter an Account Code if known. This is an optional field for entry. Do not enter anything other than numbers
or else the window will give you an invalid format error.

Enter any comments necessary. The Comments field would be used for any information that the user would
like the Business Office to know such as; a specific grant is to be used for coding or perhaps a specific site
should be charged for the items, etc. It can be left blank also.

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

more information.

10.

11.
12.

Purchasing # | vehides ¢ | Responsibdities »

Enter any comments for the vendor that may be necessary. The Vendor Notes/Prints on PO field would be
used for any information that the user would like printed on a Purchase Order in SMART Finance.

Vendor Code is a required field (*). Enter a Vendor Number or click on “Find” to display all vendors.

Click on Find - Select a vendor from the list. If the vendor is not listed, please contact the Business Office to
create a vendor for you.

If there is an alternate vendor address, enter the Address Code into the Alternate Address field or click on
Find for an available list.

Add Attachment — Optional. This allows one file attachment that may assist with processing the request.

Click on the “Save” button to save the vendor information.
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In the Item/Description field, enter the catalog number and the item description.
Enter the number of Units.
The UnitType (U. Type) will default to EA. Change it if necessary.

Enter the Rate. For more information about what is allowed in this field, place your cursor over the Rate
column heading.

Enter a Discount if needed. The field allows up to 7 digits such as 00.0000% or 000.000% if needed.

Click the “Save” button to save your row.

Note: When adding a new row, or editing a row, the window changes to edit mode and the rest of your order
is not visible; however, it is there. Once save is clicked all of the rows entered will be listed.

It will automatically calculate the Total Cost per row and the Request Total.

Click the “Add New” button to add another row.

Repeat the above steps until finished.

Otherwise, when finished with all rows, click on the “Transfer” button at the top of the screen.
6



23. The system will transfer the request to SMART Finance and a message will be returned, “Your Order Request
has been transferred to SMART Finance”.

24. If you wish to place another order, repeat the above steps. Otherwise Logout (see Logout procedures).

To retrieve items from a Saved Cart

1. Click on the “Retrieve Cart” button at the top of the page.

Announcements * Reguests and Approvals * Purchasing * Order Request Form
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Order Request Form

["?} Start Cart } ["‘; Retrieve Cart ]

Choose a cart to open
Vendor Code: Order Date - Vendor Group - Location Code - Fiscal Year
| ————— Vendor----- j |—~——Can\/a|ues ————— j

2. Enter values in each of the drop down lists and then it will display the request that was selected.

3. Continue following the previous steps to add/remove items as needed.

YOU MUST ALERT YOUR CLUSTER ASSISTANT AND SUPERVISOR
THAT YOU HAVE AN ORDER WAITING TO BE TRANSFERRED. IF
YOU DO NOT, THE ORDER WILL DISAPPEAR AFTER 14 DAYS.

THANK YOU.



