
eProcurement ACCESS 
Requests for access 
must be submitted by 
employee's supervisor 
or FO.

The supervisor or FO 
will log into 
help.smu.edu/user 
enter their regular SMU 
User Name (SMU ID#)
& Password

SMU ID

regular log-in password



<<< <<<  Select Account Requests



<  select Employee Accounts



< select Financial Accounts



select  > 
eProcurement 

Requestor Access



 This text appears automatically.
      Type additional instructions if needed.

 CLICK the Required Fields tab to go to the next screen



 Check ONE or BOTH boxes.  The Requestor Info screen will appear.

Grant Contract Purchases or Departmental Purchasing

 This is the type of requisitions the requesters will be entering. 



Input the REQUESTER'S INFO on this screen.  CLICK SAVE

Call the HELP DESK at 8-HELP if you run into problems entering the request.




