
   Journal Entry Submission and Review Process 

 

1. Need for Journal Entry Identified 
The need for a journal entry is identified.  

2. Determine How the Entry Should Be Submitted via Smartsheet 
FAS Journal Entry Submission Form  

 
Option A: For Review or Upload 
Select: For Review 
Use this when: The journal entry has already 
been prepared. 
Process: Submit the completed entry with all 
required documentation for review and/or 
upload. If review is required, include the 
reviewer email. Do not upload the ADI or submit 
the GL-PCR - the JET team will do that after their 
review. 

Option B: To Be Prepared by FAS Finance 
Select: To Be Prepared  
Use this when: The entry needs to be prepared 
by the FAS Accounting Team. 
Process: Submit the request with all required 
documentation and a description of the entry 
that needs to be prepared. The FAS Accounting 
Team prepares the journal entry and submits 
the completed entry for review and/or upload. 

Both options will result in a confirmation emailed to the requestor once the form is fully 
submitted. 

https://app.smartsheet.com/b/form/01a09c2dfd7f76a8b7c70a67d5f40f1d


   Journal Entry Submission and Review Process 

 

Option A: 

 
 
 

Option B: 

 
3. Determine Whether Review Is Required 

• Requestor determines a review is required: 

 

• Review required if: 
o Entries that are greater than 

$100,000 
o Entries that are transacting to 

Sponsored Fund(s) 
o Other - Entry does not meet the 

above but is requested to be 
reviewed regardless

Once submitted, this will trigger an email to be sent to the contact identified to complete the review. 
The reviewer identified should be a peer or a supervisor. 
• Requestor determines a review is NOT required:  

Once submitted, the entry moves directly to the FAS Journal Entry Team for processing. 
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4. Preparer Attestation and Submission 

 

• Requestor confirms the Preparer 
Attestation by selecting the checkbox. 
The submission will not be submitted 
without this attestation. 

• The Prepared By contact will be the 
person who actually prepared the entry 
(could be the same as the Requestor). 

• Any supporting documents should be 
selected for file upload before 
submission. 

5. If Review Is Required 
The noted Reviewer will receive an email notification that a Journal Entry needs their review.

 
• Click the blue “Open Request” button at the bottom of the email   to complete the review. This will 

open a browser window with the submitted entry information including associated 
documents/support. 
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• The reviewer should review the attached support and journal entry.  

• If Approved –  select “Approve Entry.” The entry moves to the JET team for upload. 
• If Not Approved – add necessary comments for why it is not approved and select “Return 

Entry.” The entry is returned to the preparer; the preparer revises the entry; the revised entry is 
resubmitted for review. 

o If the entry is returned a second time, the submission will be Cancelled and need to be 
resubmitted. 
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8. Journal Entry Team 
• The Journal Entry Team reviews and uploads the entry. Once the entry is uploaded, a confirmation 

email is sent to the requestor, the preparer, and the reviewer. The email includes the FAS Reference 
Number. 

 
• All provided documentation, including a copy of the uploaded entry, will be saved in FAS 

Accounting SharePoint for audit purposes.  
 

 
 
If you have any questions or feedback regarding this process, please 
reach out to finjrnl@fas.harvard.edu.  

mailto:finjrnl@fas.harvard.edu

