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SmarteFinance Requisition Approval 

DOCUMENT APPROVAL PROCESS 
 

OVERVIEW 
 

Smartetools has an electronic document/requistion approval system. BCSD has chosen to take 
full advantage of this approval system. Beginning with the 2018/2019 school year, all requisitions 
of any type supported by Smartetools will require electronic approval in order to be processed. 
In addition, only management will be authorized to approve requisitions. Non-management staff 
will no longer be authorized to approve requisitions. 
 
This document will describe how to approve or deny a requisition. For more information on each 
type of requistion, please see the user guides for each requisition type. 
 

LOGGING INTO SMARTE 
Smarte is accessed by going to https://smarte.bcsd.com. You can access Smarte from any modern 
web browser and from any location with internet access. In other words, you do not have to be 
at work to access this website. The website is available from home. Once at this website. You are 
prompted for a username and password. Your username is your email address less the 
@bcsd.com. Your password is your normal email password. 

 
  

https://smarte.bcsd.com/
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FINDING DOCUMENTS AWAITING YOUR APPROVAL 

Once logged in, you will be taken to the Smarte Dashboard. From this dashboard you can navigate 
to all of the functions you have access to. Please see the user guides for more information on the 
specific systems. For the purposes of this documentation, we will concentrate on the Pending 
Documents area. 
 
The Pending Documents area lists all of the documents that are awaiting your approval. It will 
have a list of all the documents (ie Purchase Reqs, Warehouse Reqs, etc…) in one place. To 
approve or deny a document, you first click on the document number. 

 
  



3 
 

 

APPROVING OR DENYING THE DOCUMENT 
Once you have clicked on the document number, you will be taken to specified document. For 

the purposes of this example, we will only show a purchase requisition, but all the document 

types work the same way.  

 
 

Once you have reviewed the document, to approve it, you click the GO button that is 

underneath the attachments button. 

 
This will send the document to the next step in the routing processes. You are now done. 
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If you want to deny the document, you should first add a note to the document explaining the 

reason. This is accomplished by clicking the Notes button located on the Menu bar. Click on this 

button to display the Requisition Notes page. Click the New Note button to display the Note 

entry area. Enter your note and click the Save button. The saved notes will always be displayed 

when the notes page is accessed from the requisition.  

 

 
 

Once you have added your note, click on the down arrow in the Action area and chose the 

Return Document option. 

 
Once you’ve chosen this option, click the GO button. This will return the document to the 

originator. 


