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SMARTSHEET INVOICING (FOR FISCAL SIDE) 

 

#1 most important item:  

Smartsheet is Cloud-based. You need to ‘Save’ and/or ‘Refresh’ on a regular basis. 

 

Inputting a new invoice: 
You can find the input form at this link, but it is also linked through the Resource Toolkit. 

https://app.smartsheet.com/b/form/d3d5c6deebf74dc18f213ef910a4fa3f 

All areas with the red asterisk are required. 

The top half of the intake form (below) is required for every invoice. Here we do not have to specify 
accounting lines or anything of that nature. We enter the information and the total amount of the 
invoice. These items will just make it easy to sort and find what we need. 

 

 

The fields in the bottom half (Below) are to help with routing correctly. The division is a drop-down 
menu and cannot be changed so that we can ensure the correct people are notified. 

An invoice is required to be added prior to submission (File Upload). Make sure that you have 
‘stamped’ the invoice, then drop it in the ‘File Upload’ box. 

https://app.smartsheet.com/b/form/d3d5c6deebf74dc18f213ef910a4fa3f


 

3 
 

SMARTSHEET INVOICING (FOR FISCAL SIDE) 

 

*Click Submit 

The page will need to be refreshed after each entry if you are entering multiple invoices. 

After this point, it is up to the divisions to work on them for approval/routing/etc. 

 
Working on approved invoices: 
Each member of the fiscal team should have their own login information. If someone new needs access, 
use the “Smartsheet – New User” service request on the toolkit. 

Once an invoice is input, Fiscal will be able to see them in the FISCAL dashboard.  

if you log in without a direct link, you will need to make your way to the dashboard as follows:  

(You can also use the ‘intake only’ dashboard to enter new invoices.) 
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*If when you get there and it says “You’re not shared to this view” then email LSMunoz@sjgov.org 
and let her know which dashboard you cannot see.  

When you get there, you will be able to see a dashboard like this: 

 

mailto:LSMunoz@sjgov.org
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NOTE**Clicking the words at the top of any column will sort by that column and it will not affect 
anyone else’s view.  

A Yellow Row 
A yellow row means that all internal approvals are complete, and it is ready to “Put into Workday”. 

Click on any yellow invoice and go to the “In Process” dropdown in the details box. 

Select your name from the dropdown to code it so everyone knows you are already working on it. 

 

 

Next click on the ‘Attachments’ tab 

 

NOTE: If there is more than one attachment, the latest version will be on top. Select that attachment 
and Save to your designated area for invoices to complete the Workday process. 
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*NOTE: Once the item is in Workday, go back to the Data tab for that invoice and click “Fiscal 
Complete” button  

 

Then scroll down to save    

           

 

It will disappear from the Fiscal dashboard, but nothing is gone forever. Email LSMunoz@sjgov.org if you 
need something recovered. 

OTHER ITEMS: 

Red Row: 
If you see a line that is red (like below) that is for the division to handle. They will be working to figure 
it out. It is telling them that there is a potential duplicate email. No need for Fiscal to do anything 
with these. 

 

mailto:LSMunoz@sjgov.org
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Item needs review by division: 
If the issue is a typo, you can make changes yourself in the data tab rather than making a note.  

To notify the division you need help with their invoice, first click the correct row, 

1. Scroll down and type what you need in the “Notes” box,  
2. click the ‘Attention’ box, and  
3. Save. 

It will turn the row purple. 

  

 

Remember: if someone unclicks the flag, it will no longer be purple, so this should only be 
‘unclicked’ by the person who had requested an update, showing that their question has been 
answered. 

 

That’s it. Anything else that comes up, or if you have any questions, email LSMunoz@sjgov.org  
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