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Finance 
Procurement Operations 

 

Standard Operating Procedure – Supplier Management 

Effective Date: July 2026 

Description: Sm@rtBuy Roles  
 

All active York employees have access to Sm@rtBuy and are assigned different roles according 
to their assigned responsibilities within the platform.   

The roles available in Sm@rtBuy are: 

1. Shopper (Basic/Default role) 
2. Requisitioner (Requires Approval and mandatory Sm@rtBuy Training) 
3. IT Reviewer 
4. Approver 
5. Procurement 
6. Accounts Payable 

 
Understanding your role is important as each role is unique and has specific functions and 
permissions. 

Knowing your assigned role is required to complete the New Supplier request form in 
Sm@rtBuy Supplier Management. The set of questions generated on the New Supplier Request 
form will be in accordance with your Sm@rtBuy role. 

For more information on the functions of each role, please visit the Sm@rtBuy 101 Page, on 
the USC Website.  

 

 

 

 

 

 

https://www.yorku.ca/procurement/smrtbuy/smrtbuy-101/#smartbuy101
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Instructions on how to access your profile information, including your Sm@rtBuy role 

 
1. Log in to Sm@rtBuy 

 
2. On the top right corner of the Welcome page, select the User Icon to access your 

Sm@rtBuy profile 
 

 
 

3. Select “View My Profile” from the drop-down menu 
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4. On the “My Profile” page, complete the following steps: 
A. Select “User Roles and Access”  
B. Select “Assigned Roles” 
C. Your Assigned Role will be displayed in this section 
 

 
 

Please note that Roles can only be changed by eProcurement Administrator. Please contact 
smartbuy@yorku.ca if a correction/update is required. 
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