SMU Journal Entry Workflow Guide
Journal Inputter


The process for those entering journal entries subject to workflow approval is the same as before with one key additional step – the inputter must Submit Journal into workflow once it has a Valid journal status. Also note that files can be attached to the journal for support.


1. Navigate to the journal entry page in SMU Financials and enter journal lines. When finished, run Edit Journal process. Correct any errors, and re-run Edit Journal process until Journal Status = V (Valid).
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2. (Optional) Print the journal if desired.


3. (Optional) Attach supporting documents to the journal:
a. Navigate to Header tab


b. Click Attachments (0) link
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c. Click Add Attachment button
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d. Click Browse… button
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e. Navigate to the file to attach to the journal, highlight it and click Open
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f. Click Upload
[image: ]
 		
e.	The file now appears in the Details box. Enter a Description if desired.
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f. Repeat steps 3c through e to attach additional files. Click OK when finished adding files.


4. Submit journal into workflow for approval:
a. Navigate back to Lines tab.

b. Select Submit Journal from the Process drop-down menu
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c. Click Process button
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d. Navigate to Approval tab to view workflow path and approver(s).
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5. Once the approver has approved or denied the journal, you will receive a notification email.
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