SMU Journal Entry Workflow Guide
Journal Approver

The process for approving  journal entries for approvers is triggered by a notification email. Click on the link in the email to logon to SMU Financials, view supporting attachments (if any) and approve or deny the journal.

1. Journal approver receives email notification a journal has been input that needs their approval. Click on the link in the email to logon to SMU Financials.
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2. Upon logging in, the system takes you directly to the journal entry page. Review the entry.
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3. (Optional) Check to see if there are any supporting journal attachments by navigating to the Header tab and viewing the Attachments () link. Proceed to step 5 if the number in parentheses next to Attachments link is 0 (no attachments). Click on the Attachments() link if the number in parentheses is 1 or greater.
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4. (Optional) Click on the file name to view the attachment(s). The file opens in a separate window. Click OK once all attachments have been viewed.
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5. Navigate to Approval tab to approve or deny the journal.
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6. Select Approve or Deny from the Approval Action drop-down menu. Approve is the default and does not have to be selected again if it is the desired action.
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7. (Optional) Enter comments in Deny Comments if the journal entry is to be Denied. 

8. Click Submit button to finalize the approval. Notice the workflow status of the journal changes from Pending to Approved.
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9. The person who input the journal entry receives a notification email that the journal entry has been Approved or Denied. The approver does not receive any additional notification.
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The following journal has been Approved.

Journal ID: 0000490470
Journal Date: 2013-09-18

You can navigate directly to the journal entry page for more information by clicking the link below.
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Click the link below to logon and approve or deny the journal.
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