
Smart eR AMAZON Requisition/Purchase Order Process 
 
Log in to Smart eR. Please email Julie jnowlan@isd1.org if you need help with your login 
information. 

 
 
On the left side of the screen click on “Requests” then “Online Shopping” 
 

 
 
Click on the “Shop” button next to AMAZON to create a new requisition/order. 
 

 
 
Search for items you need and add to cart.  
 
 



When your cart is ready, click on “proceed to checkout”.  

 
 
Click continue on the next two screens. Next click on “Submit order for approval”. 

 
 
Once your cart is sent from Amazon Business to Smart eR, your cart Price and Quantity are 
locked for 7 calendar days.  
 
TIP! If you have a lot of items to order you may want to go into your school Amazon account 
and add items to your cart ahead of time then log into Smart eR to place the order. If you take 
to long in Smart eR you may be logged out and lose your order.  
 
Next you will be brought back to Smart eR. Please review and complete necessary 
information. 

 
Required information -  
Date: 
Ship to Location: 
Comments: enter your name and (school) 
Account Code: (call office for account code if you don’t know) 
Buyer: 
 
Click on Transfer when all information is complete. 
 
 
 
 
 
 
 
 



Verify the detail items are correct at the bottom of the screen. 

 
 
 
Click “Save” button at the top of the screen. 

 
 
 
Next click the “Route” button on the right. 

 
 
You will receive a message that states “You are about to route this requisition and will be 
unable to edit this requisition again”. If everything looks okay click on OK. 
 
Status changes to “approved” and will be available for your respective office to approve. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


