Online Ordering Request
1. Log onto the SMARTeR System website.
https://swscer.swsc.org/smarter/login.aspx?dn=2534

2.
3.
4.
5.

Enter your User ID (employee number) and password.
Click on Login
Answer security question
From the Announcements window, click on Requests and Approvals | Purchasing.

6. To Shop School Specialty, Select Ordering. You will be directed to their website.
To request from other BOLD vendors go to step 7.
7. Select Order Request Form from the Menu options.
a. To enter an order click Start Cart
b. To finish a started order click Retrieve Cart

8. Fill in the Requested Fiscal Year if not current year.
9. Select the Ship to Location
10. Type in or Find the account code if known, this is not a required field
11. Add a Comment (Any information you would like the Business Office to be
aware of i.e. Spec Ed supplies, Title I funding, Shop supplies)
12. The Vendor Notes/Prints on the PO field will print on the actual Purchase Order
to the Vendor.
13. Click on Find to lookup the Vendor code.
14. Select a vendor from the list. If your vendor is not listed please contact the
Business Office to create the vendor for you.

15. If the main vendor address is not the address you want the PO to go to, click on
next to the Alternate address field. If the address you would like to
use is there select it from the list. If not, contact the Business Office to create an
alternative address for you to select.
16. Click

17. In the Item/Description field, enter the Catalog number, then the item description.
18. Enter number of units.
19. Change Unit Type if necessary.
20. Enter your rate
21. Enter a discount if applicable. 5% would be entered as 5
22. Click Save and it will calculate the Total Cost
23. Click
if you wish to add another row.
24. Repeat steps 16 thru 23 until finished.
25. When finished click on the Transfer box. If you are unable to complete the
request at this time you can Logout and the system will save this request for a two
week period in which you will be able to come back in and complete it.
26. After clicking Transfer, you will receive the message “Your order has been sent
successfully.”
27. If you wish to place another order repeat steps 6-25. When done, Click Logout.
28. To Open a Saved Request to complete it, click on the Retrieve Cart button. Enter
values in each of the drop down lists and then it will display the request that was
selected.
29. Continue following the previous steps to add/remove items as needed.
30. Complete the order request and Transfer.
31. Click Logout.

