
Smart eR 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 “Order Requisition Entry” 
 

 
 
Click on the “Add New” button to create a new requisition. 
 
Complete the Order Requisition Entry screen. 
  
Date required: today’s date 
Ship to: choose from drop down 
Comments: enter your name 
Vendor code: company you are ordering from (start typing name to search drop down list) 
Buyer: choose from drop down 
Click “Save & enter items” button. 



 
Click “Add/Maintain Notes” to add any notes or attachments. (Please attach any quotes you 
have received and any special ed forms/backup). 
 

 
 
Complete New Row to be Added. 
Enter: 
Item description 
Units 
Rate 
Account Code (check with respective office) 
Ship to (drop down list) 
Comments – any notes for office or ordering instructions 
 
Click “Add/Save Row” 
Row moves below to “Detail Items”. If you have more rows to add repeat the “Add/Save 
Row”. 
 
If finished click the “Save” button at the top of the screen. 
 

 
 
Next click the “Route” button on the right. 
Status changes to “approved” and will be available for your respective office to approve. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


