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Reimbursement Entry 

The Reimbursement Entry webpage allows the user to create an electronic reimbursement.  A 
Reimbursement will be in No Route status until the creator routes it for processing.  If the account code 
field is NOT filled in, it will change to a Routed status until an employee with a higher security access 
completes it.  Once that field is filled in, the Reimbursement will change to a Validated status.  The 
Reimbursement will continue through the SMART eR approval process until it is approved. 

Current Reimbursements tab 

This tab will display active in process Reimbursements at No Route, Routed, Validated and Approved 
statuses.  It will list in most current date required order and be filtered by User ID.   This tab will provide 
access to create a new Reimbursement, edit an existing Reimbursement or sign and route a 
Reimbursement.  The system will cleanup any unfinished/unneeded entries as of the date the district 
chooses which is shown at the top. 
 

 

Add a New Reimbursement Row 

1. Click on   button to add a new Reimbursement. Fields with a colored background are 
required fields and need to be entered before the reimbursement can be saved. 

Note:  The field description headings display in red.  Hover with the cursor over the field description 
to view details of what should be entered into each field. 
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a. Request Date.  Defaults to today’s date.   Another date can be keyed or selected from the 

drop-down calendar.  Enter the date the items are required. 
b. Fiscal Year.  Defaults to current fiscal year.  Enter the fiscal year this reimbursement applies 

to. 
c. Reason.  This is an optional field.  The list is created by the employer in SMART HR.  If there 

is nothing listed in the drop-down list box it can be left blank. 

Note:  It requires setup from the district in the HR | Setup Validation Codes window, 
REIMB_REASON code. 

d. Purpose.   This is a required field.  Enter the reason for the reimbursement.   
e. Comments.  This is an optional field allowing additional information about the 

reimbursement request to be entered if needed. 

2. Save and Enter Items.  Click on the  button to save the heading information and 
advance to the next webpage to enter reimbursement details. 

3. New Rows to Be Added (Current Reimbursements tab).  Enter additional detail using these 
fields. 

 
a. Expense Date.  Enter the date the expense occurred. This is a required field. 
b. Category. Choose from the list of options. User can type into the field to quickly filter to 

the correct option.  This is a required field. 
c. Limit. This is a view only field.  This field displays the value set by the district if 

applicable.  If using per diems, the amount field will automatically be set with this value. 
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d. Amount.  Enter the amount of the reimbursement.  In some instances, the system will 
automatically calculate the Amount.  Example:  Mileage and if there are limits in place, 
then it will adjust it. This field is required. 

NOTE: If any of the detail rows are zero, the detail row will not be routed. 

e. Description. Enter in a description for the expense.  This is a required field. 
f. Account Code.  Enter the 17-digit account code if known.  This is an optional field.   

i. Enter 17-digits; do not enter any dashes or user will be prompted with an invalid 
format error.  Otherwise, begin by keying in the fund.   

ii. The first 5 relevant account codes in the user’s permission range will be listed 
(or less if they don’t have access to 5 codes).  As you key more, the list will be 
refined. 

iii. The account code description from the Finance Chart of Account record will 
display below the field.   The description field can only hold so many characters 
so if this description is cut off, hover over the description to see the full account 
code description. 

g. Receipt.  Depending on the Category selected, a receipt may be required.  Preapprovals 
receipts are not required because they may not be available yet.   

h. File.  Click on the  button to open a browse option to attach the 

receipt.  User can also drag and drop the receipt into the  button. 
 

Note:  The allowable file types that can be attached follows the Custom Settings>Binary 

attachments setting. 

 
i. Comments.  Enter if desired. 
j. Dist button.  To distribute a receipt into multiple items or to distribute the amount to 

multiple account codes, click on the  button at the left side of the page.  This will 
bring up the Reimbursement Distribution page.   

i. If user forgets to enter an amount or description, the user is prompted with the 
‘Oops’ message box. 

ii. If the account code was entered with dashes or spaces the user is prompted 
with the ‘Oops’ message box. 

iii. If the Category selected requires a receipt and one was not attached the user is 
prompted with the ‘Oops’ message box. 
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k. Click on the  button to distribute by amount (optional by account code).  

l. Click on the  button to save the distribution row.  As items are saved, they 
will display under the Detail Items section at the bottom. 

Note: rows will sort by date descending, category ascending (most recent dates to the 
top). 

Edit a Reimbursement Row 

1. Tab Sort. By default, both tabs sort by Required Date.  To change the sort temporarily, click on 
the blue underlined column heading.  Example: If you want to change the sort to Purpose, click 
on the column heading and column will sort alpha by Purpose.  Click back on the menu item 
Requests| Reimbursement Entry to reset the sort back to the orginal default sort. 

2. Edit an existing Reimbursement. Click on the  button to edit an existing reimbursement 
row.   
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Detail Items  

a. Comments.  Click on the  button.   This displays an ‘Add’ under the File header.  

Click on ‘Add’ to browse to open the  button.  Click on this button to 
browse for a file to attach or to drag and drop a file.  Additioanl information that may be 
helpful in processing the reimbursement can be added in the Comments field. 

 
b. Click the  button to update the reimbursement when finished making changes. 

c. To add another note or attachment click on  button and repeat this process. 

 

d. If complete, click on the  button to exit the Notes page and return to the 
Reimbursement Entry page. 

e. Click on the  button to modify the row, if needed. 
f. Repeat the process of adding and saving any additional rows until the Remaining 

Balance is 0.00.   
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g. If after distribution of items and there is a remaining balance, it can be overwritten by 

using the Override Balance button.  A warning will appear in case it should not have 
been clicked: 

                       

h. Click the button at the top left to return to the Reimbursement Entry page.  
The Distributed rows will auto appear at the bottom half of the Reimbursement Entry 
page and the Dist button now will highlight in blue to indicate there are distribution 

rows .  It will also say ‘Split Transaction’ so that it is easier to see. 

 
 

3. When coming from approver page:  Change reason.  This field is available to 
REIMB/REIMBADMIN users to make a note on a detail line about why they might be altering a 
row so the original requester can see why or what happened.   

4. Click on the  button to save the detail of the Reimbursement. The saved row will 
move to the bottom portion of the webpage.  If another row of detail is needed, enter the data 

on the  line.  Continue to add rows as needed. 

5. If the reimbursement is no longer needed, the creator is allowed to delete it.  Click the  
button at the top of the page to return back to the list of Reimbursements under the Current 
Reimbursement tab.  

6. When finished adding detail rows, click on the button at the top of the page to return 
back to the list of reimbursements under the Current Reimbursement tab.  

Note:  If the page finds a row that has been started, but not saved a warning will display (it should 
look similar to the following, but will depend on the browser being used.  This is Edge.) 
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1. The Reimbursements can be edited as many times as needed if they are in pending mode.  Each edit 
will require signature again. 

 

2. Sign the reimbursement.  Click on the Sign  button if you are finished with the 
Reimbursement to authorize that it is correct and has not been submitted before.  Signatures are not 
required for preapprovals.  Instead it will immediately show the route button. 

 
a. The authorization message displays.  Check the box to authorize. 

b. Click on the  button. 
c. If digital signatures are required the following window displays: 
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d. If signature is not required it will advance to the next step. 
e. The user will be prompted to verify information to ensure it is them. 

 
f. Enter the SMART eR password and last four-digits of your SSN.  Click on the   button. 
g. If the wrong password or SSN is entered, the user will see the ‘Oops’ message: 

 
h. If successful, the page will return back to the Reimbursement Entry window. 

3. View a processing Reimbursement. Click on the  button to open up the Reimbursement 
Detail Summary.  This report displays the detail for the reimbursement request after it has been 
routed for approval and processing.  The view button is not available until after the reimbursement 
has been routed. 
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4. Click on the  button if you are finished with the Reimbursement to send it to be proofed and 
processed.   

a. Enter the SMART eR password and last four-digits of your SSN.  Click on the   button. 
b. If the wrong password or SSN is entered, the user will see the ‘Oops’ message: 
c. User is prompted with the following message: 

 

i. Click on  to continue. 

ii. Click on  to cancel the routing process and return to the window. 

5. If the district is requiring account codes to be entered, this message may appear.  The system will 
not allow the Reimbursement to continue in the process until the account code(s) are entered on 
the Reimbursement. 

 
NOTE:  If a person has more than one supervisor OR if a supervisor is in charge of more than one 
building, a message will open asking the user to choose which one to route to:  
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6. The reimbursement will move to either a Route or Validated Status for further processing and will 
only be viewable from that point forward. 

7. If you wish to place another reimbursement, repeat the above steps.  Otherwise click the Logout link 
in the top right corner under your logged in name. 

8. If the approvers have an email setup in SMART HR, a notification will be sent overnight to tell the 
first approver they have something to approve in case they didn’t see it in SMART eR. 

 

Past Reimbursements tab 

If there are existing denied or paid Reimbursements, they will be listed under the Past 
Reimbursements tab.  These are filtered per your login user ID.  This screen is used for reference and to 
copy a completed status Reimbursement. 

 

1. Filter.  Enter the Purpose or Start/Stop dates to filter processed reimbursements.  Click on the 

  button.   

2. View Completed Reimbursement Details.  Click on the  sign to the left of the Reimbursement 
to be viewed.  This will expand the detail on the Reimbursement.  Click on the  to close the 
detail. 
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3. Copy a Reimbursement.  To make a copy of a previously completed reimbursement, click on the  

 button. This will automatically open the Reimbursement Entry window, prefilled with 
the copied data for the current date.  The system will edit the data to verify it is still active for 
the period.  Make changes as needed and save. 

 

4. Copy a Reimbursement as Preapproval.  To make a copy of a previously completed 

reimbursement as a Preapproval, change Type of Copy to Preapproval and click on the  
button. This will automatically open the Reimbursement Entry window, prefilled with the copied 
data for the current date.  The system will edit the data to verify it is still active for the period.  
Make changes as needed and save. 

 

 


