Leading... Learning for All

Purchase Order Approvers Guide

Logging on the System

Anyone who will be using the SMART Requisition System to approve requisitions must
have an ID in SMART Security.

Starting the Program

2 From the Desktop choose the SMARTXL Icon

Start€l | f

Security Login

X

4, User: !mrrls
_ Fassword: ﬁ

F Remember Pass

IJ!JKI

X Cancel|

Sign in with Password and ID. Check the
Remember Password box to have SMARAT
remember the password.

Changing SMART Security Password

A Security Login

[ | Remember Passwond

i %, User:
Password:

= To change the password, type in user ID and
password then click on the KEY and type in a new

r— Change Pazsword

New Password:

Retype Password:

E'% Update Pazzword |

password, retype the password again.

— Call the security coordinator at the district to reset

I—
X Cancel |

passwords
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Approving Requisitions

When entering the SMARTXL System if there are requisitions to approve, a confirm box
will allow the approver to go right to the requisitions to approve by choosing YES.

<P Hella, "Top Apprower",
"'-'r"JI You have requistions to approve.
Do ol want to approve requisiions now 7

A list of requisitions waiting approval appears.

2| C4- Requisition System

File  Actions Wiew Help

Doubleclickonthe |23 © = - » »» « ~ © c ¢ O REHHA DL 9 =

first requisition or 5 vendor | ~| @ = opege PO# | Fr | ~|
Se|eCt the Detall tab E Location: | LJ Fieq Date: Ay Date =
it}

tO apprOVG OI’ deny E Dept ] ﬂApprDyer: ‘TDpAppmver ﬂsmmg; ]WaitApprv ﬂ a(é

the rleql'“SItlon Type‘ P } Fieg+# ] PO ] Wendor ] Furpose | Status | Amount ] Date | Location
P|Std ;2006 1628429 COMPUTERP.. Computer it Appry, $5.000.0012/9/2005 3:09:41 AM  Bobclean Elementa)
_[Btd 2006 1828428 SCHOOL BOOK . Books Wit Appns $6.000.00/12/8/2005 9:08: 44 AM  Bobclean Elements)
| [Std 2006 1628427 BAUDYILLES3E... Supplies Wiait Appry, $50.0012/9/2005 9:06:04 AM | Bokclean Elements)

Click on the Expense Tab to view the account Description and Account Balance.

JI C4- Requisition System,

File Actions  Wiew Help

B.H("ib)lHA-/Ke&gngﬁ

5 Req# | 1628430 Pupose: [Comouter

;.Qverview| Expense 5hipping| Approval| ﬂ\storyl

w
& ]% (5
EXDEHSB T}gpe: Account -

Expense Detail

Account I Description ‘Accnum Charge ‘ Balance 1
P|11-111-5112-002-002-0000 TECHMOLOGY SUPP $5.000.00 (g10.272.20)
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=" C4- Requisition System

Fle Actions View Help

B R o ok s c & CEHEEBDL Y el
B foqr [ 1628429 Puspose [Computer Siati [Wait Appr, Totsl | $5.000.00
| Dvonacw  Expenss | Shipping | Approval | History
i}
[ Logation: | =z | Dept r |
Typo = ' Exn By | = =]
Rioguistor] | Shipping Charge: | =
Vonidor |COMPUTERFREF (10245) —> B
Ling Bems == 1 of 1
June Jaty— Jumits [Desenption [Cataton Jumt Prce [Owemant |7 [Totsl Amount | -
M 1 Tup o this Laner eomputir OO0 000 $000 4 $h.000 00
$5.000.00 w
Approval Area
Comments Action
| ' Approve ] ® Deny I

I\

Add Comments if necessary before clicking on Approve or Deny.

The next requisition awaiting approval will appear on the screen.

:F C4- Requisition System

&R TRYIN ce gWEABDL A &

Sttt [Wail Appre Tomal | $5.000.00
[ureew Expanse | Shipping | Approusl | Histo |

O = _ - e e — Continue
| until all
o oS e _— requisitions
e e e “| are approved

or denied.

Close the

requisition

T = module.

Comments Action

[ ' L o]

Commants

#I" C4- Requisition System

File Actions View Help

SR v v - onr e s w2 BEEH DY = &
Vendor: v @ EB peg#| po# | Fy [2008-2006 -]

Lacation > Req Date: (Any Date =

Dept: | :JAppmyer;}Tup Approver L]S(a(gs |Wai|Apprv.:_1 i

JTypej FY] Feg# I P.O. I Wendor ‘ Purpose ] Status J Amount | Date J Location Ceparment Recquestor %]
M

List

[Detawl‘
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E-mail Notification - Requisitions to Approve

‘® Novell GroupWise - Mailbox

Approvers Wi” File Edit View Actions Tools ﬂiljd w Help
receive email at AT Mailbox[28] Sent Items | Comtacts | e
ll a.m. or 3 pm | f"-é'i Address Book = ,.t | ﬁ New Mail @5 New Appt New Task . | E B ] s

if the approver has Bl KSR S
requisitions to ey eems -

approve. | = Maibox ricer: [
i ) From Subject o
= ZIE; = Requisitions - Waiting For Approval =
invalidemaili e
g pocoordinators Sendifle A
# sheila Weed Weekly Schedule for August 20 - 25, 2007
@ <PQSystem@resa.net> Requisition #: 1057941 - APPROVAL DEMIED
| Eao Jim Rarus Merit/Internet problems resolved |
7= Cliffandmisc ] 2 = ] |
| selected: 1 Total: 415 J

= Mail From: <P0OSystem@resa.net=>

Help

3 Close QReply - Forward % % - | Ep 42 E

Properties | Personalize | Message Source
From: <POSystem@resa.net> 8/17/2007 11:01 AM
To: Shirley Xerri
Subject: Requisitions - Waiting For Approval

File Edit View Actions Tools Window

This is an suto-generated e-mail from the Smart PO System,

You have requisitions waiting for approval.

Regards
Smart PO System
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