
Reimbursement Entry Instructions 

1. Under My Request tab in SMARTer 
a. Click on “Reimbursement Entry” 

 

 

 

2. Click +Add New button 

 

3. Complete all the field 
i. Request Date 

ii. Fiscal Year = 2022 
iii. Reason 
iv. Purpose 
v. Comments 

b. Click Save and Enter Items 
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4. Complete item details 
i. Expense date 

ii. Category 
iii. Amount 
iv. Description 
v. Account Code (Optional) 

vi. Attached copy of your itemized receipt 
vii. Comments 

b. Click +Add/Save button to move to next step 
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5. Click Sign your Reimbursement Request to be routed to the business office 

 

 

6. Check the box to agree with disclosure statement 

 

 

7. Electronically Sign by clicking and holding your mouse to draw your signature 
a. Click Save Signature 
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8. Enter your password and last four of your SSN 
a. Click Verify 

 

 

9. Lastly, Click Route 

 


