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Order Requisition Entry – Smart eR
Job Aid


The following job aid will provide purchaser responsibility information, how the process of an order works, and the step by step instructions on how to complete an Order Requisition Entry through Smart eR.  

Purchaser Responsibility
The following are considerations a purchaser is responsible for when placing an order.  

	· All orders/purchases MUST be entered in the district’s Smart eR system by the purchaser.

	· It is the purchaser’s responsibility to make sure they are getting the best price. If possible, check a couple vendors to ensure district is getting the best price. You want the best price since you will be using public funds. 

	· Make sure to verify shipping costs and enter the cost in Smart eR when placing the order.  Call to get a quote if shipping is not provided.

	· Materials are shipped to the purchaser’s building office, to the purchaser’s attention. It is the purchaser’s responsibility to check in the order, making sure the order is received and complete. The purchaser will then sign and date the packing slip and send it to the accounts payable department as soon as possible, authorizing the district to pay the vendor. (If you receive the invoice, please send it to the accounts payable department ASAP). By statute, we have 35 days from the invoice date to pay. 

	· Allow yourself some time.  The process entails many different layers.  Specifically, if a vendor is not listed, they will need to be setup.  

	· All orders should be done through the system.  Purchasers will not be reimbursed for buying items out-of-pocket.  Tax is also not reimbursable.  



Process of Order
The following will provide the purchaser information on the back-end process of what happens when the order is placed.  

	· If a particular vendor is not set up in the system, they will need to be. In order for a new vendor to be set up, the purchaser who wants to place an order needs to reach out to the possible vendor to ask if their company takes purchase orders.

	· If the company does take purchase orders, then the employee needs to email the Accounts Payable Clerk the company’s name, address, phone, fax and website address (if there is one).


Process of Order cont.

	· The AP Clerk then reaches out to the company to obtain their W9. Receiving this form back timely, solely rests on the vendor.  It can take one day, 3 days, 3 weeks or more.  

	· Once the AP Clerk receives the W9 from the vendor, she then sets the vendor up in SMART. The AP Clerk then emails the employee letting them know that the vendor is now set up.

	· Employee then enters their order (see– entering an order instructions below)

	· Once the order is approved by the administrator, the AP Clerk then places the order and sends and email to the purchaser letting them know their order has been placed.

	· The order is shipped to the purchaser’s location.

	· The purchaser needs to check in their order within a couple days of receiving it. If there is packing slip, once the purchaser determines it is correct, they must sign and date it and send it to the AP Clerk for processing.

	· If there is not a packing slip included in the shipment, the purchaser needs to email the AP Clerk, letting her know what items were received.

	· By statute, we have 35 days from the invoice date to pay bills. Packing slips need to be sent over to the AP clerk timely! If for some reason the employee or building office receives the invoice by mail, it needs to be sent to the AP Clerk immediately.

	· Checks are issued weekly and approved vouchers must be received in the district office with proper authorization by 8:00 A.M. on Thursdays to have a check cut on Fridays.



Order Entry Requisition-Smart eR

The following is a step-by-step process on how to submit an Order Entry Requisition.
	· Go to the District page->Resources->Staff->Helpful Web Links->Smart eR  

	· Login to Smart eR

	· Click request, then Order Requisition Entry

	· Select “add new” button

	· Enter the order information, areas in pink are required:  Follow the format provided below.





Comments: Attn: First Name, Last Name of the person the order is shipping to



Vendor notes: Quote #, etc.
Vendor code: find the vendor and select
Ship to location: Select your location from the drop down of choices
Buyer: Select your location from the drop down of choices 
Vendor notes: Quote #, etc

	· Click Save and Enter items (verify vendor name is correct)


Order Entry Requisition-Smart eR cont.

	· Enter order detail information on the Add/Save Row line and select Save Row when done with a line: (main box)  You can do copy and paste.

a. Item and description number

b. Units – number of items ordering

c. Rate – cost per unit

d. Account code – get from administrator, if a teacher, secretary then enters code.

	· The completed line will be listed below. If additional lines are to be added, enter detail on the Add/Save Row line and “Save Row” again until you are done entering the detail for the order. You can “edit” or “delete” detail lines if needed.

	· When you are all done entering your order detail, click on the SAVE button at the top of the Requisition.

	· After clicking SAVE, select the “Route” button to get your requisition submitted to be transferred and routed for approval.



Contact Information

Should you have any questions about the Responsibilities, Process of Order or Order Entry Requisition please contact the District Office Accounts Payable.  

District Office

Sara Pepin

Ext: 4001
6051 Ash Street

Rockford MN 55373

763-477-9165

763-477-5833  Fax

A Tradition of Excellence, One Student at a Time
Serving Communities in Wright and Hennepin Counties


