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Smartsheet for Reconciliation Certification

All Financial Transactions must be the result of official university business and/or agency transactions. Policy 2114 -
Financial Management covers basic financial accountability and reconciliation practices. Units should follow the
Reconciliation Procedures to maintain consistent financial management practices and timely reconciliation. Certification is
recorded on the assigned Smartsheet. The steps to login and access the free Smartsheet application are located below.

Login and Locate

1. Openthe Smartsheet application. Enter your Mason email address (@gmu.edu) and then select “Sign in with
Microsoft”. You will be prompted to continue to the Mason Federated Login. Enter your Patriot password to
continue and authorize with 2FA. (Note: You may be asked to accept the Terms of Service.)
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2. Once you are logged in, you will see the Smartsheet(s) that you have permission for under “Suggested for You.”
Click on the appropriate sheet to open the document and perform your required actions. You can also view all
your documents from the left side menu by clicking on the file folder icon.
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3. While changes are available in real time, Smartsheet does not autosave and you need to click the floppy disk icon
to save. Be very careful not to override other departments data and only enter data for your assigned actions.

4. To quickly locate your department data, you can apply a “filter” to the Org L3 or Org L5 columns. Click on the
column heading and then choose “Filter.”
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5. You should see only the values you selected when creating the filter. The filtered view will only be visible to you
and will not change the organization of the Smartsheet.
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Reconciler Steps

1. Review and apply the Reconciliation Procedures.

2. Complete the reconciliation.

3. Login to Smartsheet and locate your assigned Org L5.

4. Type your name into the “Sign Off” column to signify that the reconciliation has been completed for the Org L5.
Then, add the “Reconciled Date” by clicking on the calendar icon within the field. Complete this step for all Org L5s
to which you have been assigned as the Reconciler.
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5. Click the Save icon on the top menu to complete your actions. smartsheet

6. Notify the named Approver that the reconciliation is ready for review and approval.
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Approver Steps

1. Review and complete the Approver steps from Reconciliation Procedures.

2. Complete the reconciliation.

3. Lloginto Smartsheet and locate your assigned Org L5.

4. Type your name into the “Certify” column to signify that the review has been completed and approval is
authorized for the Org L5. Then, add the “Approval Date” by clicking on the calendar icon within the field.
Complete this step for all Org L5s to which you have been assigned as the Approver.
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5. Click the Save icon on the top menu to complete your actions. smartsheet

6. The Reconciliation is not complete until Approved.
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Please contact fscomm@gmu.edu for questions related to the Reconciliation process. To sign up for a walk-in session and
receive individual assistance please reserve a timeslot at https://fiscal.emu.edu/event/fairfax-walk-in-hours/. For specific
questions about Smartsheet access please contact hstrange@gmu.edu.

Revised September 2022



https://fiscal.gmu.edu/wp-content/uploads/Reconciliation-Procedures.pdf
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fapp.smartsheet.com%2Fb%2Fhome&data=05%7C01%7Chstrange%40gmu.edu%7Cdd9f6f428ee541dd8e9608da7a4af9fb%7C9e857255df574c47a0c00546460380cb%7C0%7C0%7C637956760024609545%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=Ps%2FMMrK%2FSqhAIPm0NjSfnnOPw1ddg4U2JE4g6OjfIzs%3D&reserved=0
mailto:fscomm@gmu.edu
https://fiscal.gmu.edu/event/fairfax-walk-in-hours/
mailto:hstrange@gmu.edu

