
MCW Online Ordering Instructions

Below, you will find instructions for online ordering through your
SMARTer portal. If you need assistance logging into your portal,
contact the Central Office.
Please be aware that if the vendor you are wanting to purchase
from is new to our SMART vendor list, it may take some time to
get them into the system. Plan your orders in advance to account
for this, having to wait on vendor set up is not a reason to switch
the purchase to a credit card or reimbursement purchase.

1. Login to SMARTer (website you use to view your paycheck)

2. On the top menu bar, click on “My Requests”



3. There are two options. Online Shopping, and Order Requisition Entry.

4. There are two options for online shopping, Amazon and Express. Express
has many of the other vendors typically used by staff such as School
Specialty, Blick Art, and Lakeshore Learning. If your vendor is available
through either of these options, please use this link to jump to the online
shopping instructions.

5. If your vendor is not in either of our online shopping options, choose the
Order Requisition Entry option.

6. Click on Add New, and fill in the requested information. Fields that are filled
in with red are required.



● Date Required will default to today’s date. If you are entering a requisition
for the next school year you must change this date to after 7/1.

● Ship to location should default to the address of the building you’re
assigned to. If it’s not, you can click on it to select a different location.

● Select your vendor from the drop down menu. If the vendor you want to
order from is not listed you would need to contact the company to find out if
they accept purchase orders and request their W-9 form. The W-9 form
can be turned in to the office, and we can then request to get the vendor
added. This may take some time, so plan ahead!



● Choose the correct buyer for your purchase, this will typically be your
building secretary, but if they’re out for an extended time or if this is a
special purchase and you’ve been told to send it to a different secretary
you can choose from this list.

● Comments is an optional field. Normally this is where you would put a note
to indicate if you want the purchase order returned to you. If you want the
purchase order returned to you then it is assumed that you are placing the
order, and your building secretary won’t send the order in for you.

7. Click on Save/Enter Items

8. At this point you can add a “note” if you have a quote from the vendor
saved on your computer, this would be the place to put it. To do this, click
on “Add/Maintain Notes”



Then, choose “Add New”

You must add a description, and you can either type a note, or upload a
document from your computer by clicking on the attachment field.

If you’ve added a note, click on the save button, then you can go back to
your requisition by clicking on the “Go Back” button

9. Under the “New Row to be Added” heading, start entering the items you’re
requesting, making sure to fill in all the fields that are filled in red.



10. Enter the account code. This field is required. Please check with your
building secretary or principal if you are unsure of the code you are
supposed to use. Write the code down, email it to yourself, whatever you
need to do to remember it. You are responsible for adding this code every
time you order something. If you have a special purchasing circumstance
such as needing to split an order between multiple budgets, please see
your building or district secretary for assistance.

11. Click on Add/Save row after each item you enter. All items you are ordering
need to be entered on a separate line. Make sure to include shipping
charges on their own line.

12. Once you have entered all items, check to make sure they’re all entered
and you have an account code on each item under the “Detail Items”
heading. You can also edit or remove items in that area, if you edit items
be sure to save them before moving on.

13. Once all your items and shipping charges have been added, go to the top
of the screen and save the requisition. That will bring you back to the “My
Requests” page.



14. Click on the Route button on the right side of the screen, this will send it to
be approved and ultimately purchased.



Online Shopping
1. If you choose to do an online purchase, you have the choice to go through

Amazon, or Express. Express is a marketplace with many commonly used
vendors. One perk to using Express is that you can include many vendors
in one Express shopping cart. It will still make separate orders to each
vendor, but you don’t have to go through the trouble of sorting it out. If the
individual vendor is new to MCW, we will still have to add it to the system,
so please be patient if you choose a vendor we haven’t purchased from
yet.

2. Shopping at individual stores through Express, is just like regular online
shopping, add your items to the cart and go check out. When you click
checkout the final time you will be brought back into Express where you
can continue shopping or go complete your order. To find the options of
supplier stores, use the drop down menu on the right hand side of the
page.

3. You can also search Express for items, without selecting a specific vendor.
You can narrow the search by category by selecting the “All” drop down if
necessary.



4. Once your order is complete, you will return to your cart in Express. Once
you push the checkout button in Express, you will be brought back to your
SMARTer site

5. Once you’re back in SMARTer, it will prompt you to Transfer your orders

6. Select your rows, then click “Begin Transfer”

7. You will then be prompted to select a ship to location, a buyer (which will
typically be your building secretary), and add any notes. Also, add your
account code here. When it’s all filled in, click “Transfer”



8. You will then be brought to the “Current Requisitions” page, where you will
proceed to save your order.

9. That will bring you back to the “My Requests” page.

10. Click on the Route button on the right side of the screen, this will send it to
be approved and ultimately purchased.



Amazon Shopping
1. To place an online order through Amazon, you will first need to be added to

the district’s Amazon Business account. If you have not received an email
invitation for it, please contact the district office.

2. Follow the instructions in your email invitation to create an account. If you
run into trouble with it requiring a phone number, you can try using the
“forgot password” link to bypass that.

3. Shop as you normally would on Amazon, adding your desired items to your
cart. Once you have your cart full, you can go checkout.

● You can change your shipping address by selecting the link for
“Change” in that section of the screen if necessary. It should default
to your work location.

● You will only be able to use the “Pay By Invoice” payment method.
Amazon will send the district an invoice for your order.



4. Once you have moved through this screen by clicking on the “Use this
Payment Method” button, you can then submit your order for approval. You
will see several alerts that will show you that the order requires approval,
and a reminder about tax exempt status requirements. You can change
any delivery options on this page as well. When you’re ready, you can click
the “Submit order for approval” button.

5. This will bring you back into your SMARTer page, where it will ask you to
transfer your orders



6. Select your rows, then click “Begin Transfer”

7. You will then be prompted to select a “Ship to” location, a buyer (which will
typically be your building secretary), and add any notes. Also, add your
account code here. When it’s all filled in, click “Transfer”

8. You will then be brought to the “Current Requisitions” page, where you will
proceed to save your order.

9. Saving will bring you back to the “My Requests” page.

10. Click on the Route button on the right side of the screen, this will send it to
be approved and ultimately purchased.


