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SMART Finance
SMART Systems Development

Krista Kutzman

Today’s Agenda
• Ordering
• Direct Payments
• SMART Messaging
• Fabulous Finds
• Coming Soon…
• Questions
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Ordering in SMART eR

Ordering – Order Requisition Entry
Requisition is 
created by 

employee in 
SMART eR

Requisition is 
electronically 

routed & 
approved in eR

Approved 
requisition is 

transferred into 
a Purchase Order

Purchase Order is 
generated from 
SMART Finance
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Ordering–Approvals

Ordering Notifications

• Requisitions were entered and need to be 
approved. Please log into SMART eR to 
Responsibilities | Approvals to process them. T

• A purchase order was created for your 
Requisition(s)

hem.
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Employees can shop online with a cart?

And if more options are needed…
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How to not have a detail 
line print on the PO?

• On the requisition check the ‘Do not pay’ or use 
zero units

• To type a message to the vendor, enter in 1.00 
unit at 0.00 rate to denote these for shipping or 
promotional items in the description field.

Direct Payment
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AP ACH Processing saves time & costs!

• Reduce paper and printing costs.
• Decrease employee time 

processing paper checks.
• Eliminate the cost of mailing the 

paper checks.

Voucher for Direct 
Payment type

Process with 
Payment 

Generation

Create a file for 
the Bank

Enter a voucher to be paid

Use the payment type of Direct Pymt
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Payment Generation of Direct Payments
Once the vouchers have been entered with the direct payment 
type, payment generation can be processed.

Direct Payment File Generation

 Generate the direct payment file 
in SMART Finance.

 Securely submit the file for ACH 
processing at the bank
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Notification of Direct Payment

An automatic email is sent to the vendor with notice of the direct 
payment along with the payment details.

This AP ACH process was created with Bremer 
Bank.

This process will work for districts that do or 
do not have a bank account with 
Bremer Bank.

For more detailed information, please 
contact your Regional Center.
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SMART Messaging

Need a method to transfer data to 
someone in the district in a secure way?
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Setup of the Workflow message with 
attached window

New Message on the Dashboard
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To many messages?

Use the CTRL or Shift keys to select the messages; right click to 
access the Delete function on the menu.

Customize the summary window
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Summary Window Notes and sort

Fabulous Finds…
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Want to change your 
password?

Search for a window/report
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SMART Documents

UFARS Account Analysis
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Account Segment Setup

Stop Account Codes
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With the Copy of a Journal Entry, debits 
and credits can be reversed.

Vendor Import

 Be able to setup groups of vendors quickly; such as 
lunch reimbursements or event judges.

 This function is similar to the other import option on 
Finance.

F
a
s
t

W
o
r
k
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MDE Food Service Reporting

 Voucher Detail by 
Vendor report

H
e
l
p
f
u
l

PO Copy Checkbox 
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Expenditure Projection Report

Transportation Module
• Management for your transportation vehicles 

• Track usage of vehicles

• Calculate mileage of each vehicle

• Create year end Journal Entries related to vehicle use

• Email notifications are available 

• Confirmation of vehicle assignment

• Confirmation of waiting list for vehicle

• Notice that the vehicle has been returned and is now available

• Online Reports available

• Vehicle Assignment, Gas Mileage, Log Sheet, Service History, Service Required

• How to process

• Users check out the vehicle and enter in the required data

• Upon return, user checks the vehicle back and inputs required data
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Menu - Reports

Coming Soon…
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Vendor Cleanup

 Be able to inactivate a number of selected vendors

 Uncheck the SeR flag on a number of selected 
vendors

S
o

H
e
l
p
f
u
l

Prepay Voucher
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Account Codes with no activity?

PO Receiving Access via SMARTeR

41

42



4/12/2024

22

Fixed Asset Changes!
• Room Inventory changes can be made on 

the Fixed Asset window.
• This allows the Room Inventory records to 

be changed or deleted
• Added the asset description  to Asset 

Disposal to assist with verifying
• New window to adjust unposted disposal 

and placed in service date

Questions?
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Reimbursements…

Employee Reimbursements – Pay Stub
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Employee Reimbursements – Overview

 Similar to the Ordering - but can have different approvers

 District defines routing criteria and related supervisors/approvers

 Employee Assignments (payroll distribution) is the basis for routing

 Receipts can be scanned and attached to each expense

 Receipts can be verified in eR, HR, or not required

 Default mapping website can be chosen by district for mileage

User creates 
request in 

SMART eR form

Electronically 
routed & 

approved in eR

Approved 
reimbursement 
ready to import 
as a timecard

Payroll pays 
Reimbursement 
& employee is 

notified

Finance can 
reference after 
Gls are created 
and transferred

Paperless solution to reimburse Business Expenses
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Reimbursement Entry

Employee Reimbursements – Sign and Route
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Approvals

Employee Reimbursements – Timecard Master
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SF: Account Analysis and UFARS Analysis

Reimbursements – Troubleshooting
How do we tell if there are missing reimbursements 
for this calendar, I am not an approver…

Payroll|Payroll Processing
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Reimbursements – Troubleshooting
I got the email telling me my reimbursement 
was going to be paid, but it didn’t show up in 
my check…

Reimbursements – Troubleshooting
Approver thinks a reimbursement was already 
entered and paid for an employee but can’t find it…
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Reimbursements – Troubleshooting
An approver quit, how do I know if something is 
still out there for them?

Reimbursements – How do I start?

Talk to your region…they will have advice on 
where to start.

We do have a checklist for you to follow.
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Reimbursement Approval Setup is being 
simplified 

• Easy option to create one approval row if 
everything routes to if the same approver(s).
It will also be the default, if the system cannot                   
find anyone to route to.

• High Approver will just become an override.
• Simplified Routing row – what you see is what you 

get.
• Resync of routed items

Employees and Approvers in eR should not see a 
change.

Setup Approver Preview
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Timeline…
Early Summer–completed before the back to school 
patch, so it ready before the majority of staff is 
back in the fall…

Ordering Approval Setup is next…

61

62


