JOB AID ARC

Creating Vouchers for Cash and Travel Advances

Version: 03.13.2017

Entering Advances in ARC

Processing employee travel advances, employee cash advances, and vendor prepayments in ARC differs
from how they were processed in AP/CAR. Advances in ARC are created using a ‘Prepaid’ Voucher Style.
This is designated in ARC on the initial voucher create page from the Voucher Style drop down menu. You will
also need to select a Voucher Type of Travel Advance, Cash Advance, or Prepayment depending on the type
of advance. The designation of a Prepaid Voucher Style will trigger the system to auto-populate the
appropriate prepaid advance account (17110) on the voucher distribution line. For all advances, the account
used should always be 17110. You will also need to enter the T-Number in the Invoice Number field on the
Invoice Information tab on the voucher and in the Prepaid Reference field found on the Voucher Attributes tab
on the voucher. It is critical that the T-Number be enter in the Prepaid Reference field as this is how ARC will
know to reconcile the advance with the expense voucher (i.e. reconciling employee reimbursement).

The T-Number can be obtained from creating the Travel Advance Form which can be found on the Finance
Gateway (http://procurement.columbia.edu/accounts-payable/request-form/travel). This form must be
attached as supporting documentation when creating an advance.

Reconciling Advances in ARC

When reconciling advances in ARC, you will create an expense voucher using the ‘Regular’ Voucher Style
with a Voucher Type of Advance Reconciliation for a travel advance, cash advance or prepayment to a
vendor. The voucher entry process will change slightly depending on if the employee spent the exact
amount of the advance, less than the advance, or more than the advance. As with the advance voucher, it is
critical that you will also include the T-Number in the Prepaid Reference field found on the Voucher Attributes
tab on the expense voucher. You will not need to reconcile the advance and the expense yourself. This will
be done automatically, as the advance voucher and the expense voucher will be linked through the T-
Number entered in the Prepaid Reference field on both the advance and expense vouchers. This indicates to
the system that these two vouchers should be applied together. The Voucher Post process will automatically
reconcile the expense voucher to the advance voucher after the expense voucher has been approved and
budget checked.

This job aid provides step-by-step instructions on how to create employee reimbursement vouchers
associated with travel advances for the following situations:

a) The employee reimbursement is the same amount as the expense
b) The employee reimbursement is more than the amount of theexpense
c) The employee reimbursement is less than the amount of the expense
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JOB AID

. Steps for Creating Prepaid Vouchers for Employee Advances
The first step of processing vouchers for travel and cash advances is to create a prepaid voucher. The
process for creating a prepaid voucher is as follows:

1. Complete the Travel Advance form found on the Finance Gateway
(http://procurement.columbia.edu/accounts-payable/request-form/travel) to generate a T-Number.

-_______________________________________________]
@PROCUREMENT  #essroe rucisng

Wire Requast | Travel Advance

2. Navigate to the voucher Regular Entry page:
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Personalize S€arch Menu:

ena

> SetUpFil
b Enterprisi
b Worklist

I PeopleTo

= Change h

3 set Up Financials/Supply +
(3 Enterprise Components
3 Worklist

3 PeopleTools

5] change My Password

Vouchers

==X

3 Payments

=] Add/Update

(3 Review Accounts Payable into

3

| Regular Entry

% Voucher search
[5] Quick Invoice Entry
| ] Delete Voucher

= Wy Syster [Z] My System Profile

3. Select a Voucher Style of “Prepaid Voucher”. Enter the vendor information, the invoice number (the T-
Number obtained from the Travel Advance form), the invoice date, and the total amount of the
advance. (Note: If Cash Advance is paid using Western Union, the Vendor Location should be

“Wire”.) Click Add.

Favortes Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry

Voucher

Find an Existing Value  BEECERIETRETTT
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Business Unit: [coLuma,

Voucher ID: NexT |

Voucher Style: | Prepaid voucher ~|
Short Vendor Name: [EMPLOYEE-001 Q@

Vendor ID: [To00000004 @

Vendor Location: [cHK-01 @

Address Sequence Number:|  1Q

Invoice Number: | 7123456 |
Invoice Date: [osr29/2012 |

Gross invoice Amount: | 1000.00]
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JOB AID ARC

4. On the Invoice Information tab, enter the T-Number obtained from the Travel Advance form as the
Invoice Number. Then enter the Date the Dept Received the Invoice as well as the Voucher Type,
which should be Travel Advance.

Favortes » Main Monu = »  Accounts Payable » > Voucheti= » AddUpdate= )  Reguiar Entry
Home Workint Add 1o Favorites Sign out

m dr2916 Signed into FN92PRF

| New Window | Personabze Page

Summary = [elated Documents || Involce information | Payments | Youcher Astribute [ i
Business Unit Involce No Ca-Ad_1424371 Invoice Total Comments{0}
Voucher ID Accounting Date 017112017 Line Total 50,000 00 Attachments (0
Voucher Style “Pay Terms X B 0ue Now Currency uso Advanced Suppler Besrcr
involce Date 0111 Basis Date Type Irv Date Appeoval Hatory
Involce Recelved 011112017 W Total £0,000.00 Supplier Hierarchy
- - Difference 000 Supplier 360
I “Voucher Type | Travel Advarce ¥ 1I Procurement EDM

Supplier 1D DOCO03350T
ShortName 1
Location ACH-01
*Address 1

View Documants
Bove Action . Run Caicutate Print

Note: The Voucher Type of Travel Advance and Cash Advance may only be selected to pay an employee or student. The
Voucher Type of Prepayment should only be selected to pay a supplier or outside party vendor.

5. Scroll down to view the distribution information. You will notice that the Account has pre-populatedto
the designated Prepaid Asset Account, which is 17110 — do not change this account code on
advance vouchers.

*Distribute by: PUERCLINIR i Unit Price: Quantity:
Ship To: 615W1318TS Q@ Line Amount: 1,000.00
Description: Travel Advance -
|| One Asset
Caiculate

Customize | Find | View ):-_Eul.--'a | B Frmt B 4o D Last

[CHEPUI  ExchangeRate || Stalisics | Assels

PC Bus

Line Merchandise Amt Quanfity *GL Unit Account Openltem~ Fund Depta Initiative Function Unit Project
1 1,000.00 [coruna] 17110 9 el e | Q | Q j a |l
<« m ] ’
@ Save | [=] Molify. | [ Refresn Es Add | | £ Updatemisplay

Invoice Information | Payments | Voucher Altribules

6. Complete the remainder of the distribution information depending on your department. Then, click the
Voucher Attributes link to navigate to the Voucher Attributes tab. (Note: SpeedCharts cannot be
utilized on Prepaid Vouchers and only a single distribution line is allowed.)

Calculate

B8 Feat K13 or § I Last

S-S cnangeRate || Statitics || Assets

Copy —

e Line Merchandise Amt Guantity *GL Unit Account Dept ;Jn'rt Project Activity Initiative
El | 1 1,00000 | [coLun@, [17110/@ p1o2102@ [ENRLQ |[AG00100 |, 01 Q  [ooooo
' — =
& save [Z] Moty | Refresh Es Ads | | Update/Ds play

Invoice Information | Baymen
T S N RS ITLAE RS W
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JOB AID

7. In the “Prepaid Ref” field enter the T-Number obtained from the Travel Advance form that is alsoyour
invoice number. Click “Save”. Navigate back to the Invoice Information tab to submit the voucher for
approval.

Favorites = Main Menu > Accnunt;ﬂwahh > Vnug'lers 3 Add;‘l.lpdate > Regular Entry

Voucher Processing

Post Voucher Packing Stip: I [ close Voucher
Revalue Voucher
[ Delete Voucher
Accounting Instructions ——
Account At: Gross ~ ‘Template: |sTANDARD Q
Match Due Date: [ ] *Status: MotApplicable = [/ Pay UnMatched
*Source: Tabless 00w Rate Type: [cRRNT Q
| *Currency: uso A Exchange Rate: |
Tax Group
Tax Group: ] | Approval Pre-Approved
Tax Pymnt Type:
. LICID: ,7 Q.EI- *“SBI: | Individual Voucher (Auto-Num) v_
' SBI Number:
l Prepayment
| Prepaid Ref: [ Automatically Apply Prepayment [Z] Postpone Wthd

i

=l Nty | | Refresn B+ Add| | £ UpdateDepisy |

ice Information fPayments | Voucher Aliributes

8. Click the “Preview & Submit For Approval” button the submit the voucher for approval.

Favovri:es ] Mai'l‘!ﬂenu b3 ﬁccounlépavahle > \o‘oug'lers > ndd,-‘uydate » Regular Entry

ﬁhh1méiy _Belétédl‘.‘lou.ifnehﬁ e L Payments. Eﬁumerﬁdﬁmmé Error'.Suﬂ'lmary

Business Unit: COLUM Invoice No: |T123456 Action: _

Voucher ID: 00017733 Invoice Date: |08/29/2012 B =

Voucher Style: Prepaid Voucher Accounting Date: 0812012012 B Fe—y—
Procurement EDM Iz \ﬁaw Documents = !

Vendor ID: 000000004 Q EMPLOYEE VENDOR *Date Dept Rec'd Invoice: M@_

ShortName: EMPLOYEE-001 Q3280 Broadway *Service Location: us  Aftachments (0)

Location: CHK-01 Q  NewYork NY 10027 *Voucher Type: Travel Advar v Somments(0)

*Address: 1 Q

Yen ear

Control Group: T tPayTems: 2 oo Q pueNow

Invoice Lines: 1000.00 Basis Date Type: Inv Date

S E—

Totak: 1,000.00
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JOB AID

. Creating an Employee Reimbursement for the Same Amount as a Travel Advance

The second step of processing vouchers for travel and cash advances is to create an employee
reimbursement as a regular voucher to reconcile against the advance. The amount of the advance spent
could be for an amount greater than, less than, or equal to the amount of the advance. The following scenario
defines the process for creating an employee reimbursement regular voucher for an amount gqual to that of

the advance:

1. Navigate to the voucher Regular Entry page:

Favarites

Personalize S€arch Menu:

> Enterprist 3 Worklist
E\;Jurl«lis‘}" (3 PeopleTook v
agpiale |=] change My Password

— Changeh =
— MySyster || My System Profile

Menu s EIE®
Search: 3 Columbia Specific 4 !
= L3
[> Columbi
PigErOcUre (3 Set Up Financials/Supply | E Vouchers =
[ Accounts B8 oo 0 re L3 Payments | O _Add/Update —
R9EtUpED S e 3 Review Accounts Payable Into » I Ragubr Entry

oucher Sear
i

[5] Quick Invoice Entry
' | ] Delete Voucher
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JOB AID ARC

2. From the “Regular Entry” page, select a Voucher Style of “Regular Voucher”. Enter the vendor ID,
invoice number (which should be the T-Number from the associated prepaid advance voucher),

invoice date, and the amount of the reimbursement (it will match the amount of the advance). Click
Add.

Favorites | Main Menu > ﬁcccung Payabie > vuugﬁers ¥ Adu‘lepdate > Regubr Entry [&
Voucher

Eind an Existing Value |BELGERTEUAEIT

Business Unit: [coLum @,

Voucher ID: NEXT

Voucher Style: Regular Voucher

Short Vendor Hame: [EMPLOYEE-D01 |Q

Vendor ID: [Tonoooooos '@

Vendor Location: [chko1 @

Address Sequence Number: | 1Q

Invoice Number: lizasss |
Invoice Date: D8/ma/2012 |

Gross Invoice Amount: - __ipODOD

Estimated No. of Invoice Lines:[ 1

Add

3. On the Invoice Information tab, select a Voucher Type of “Advance Reconciliation”. This will also

trigger fields that will require you to complete the date of first expense and the date of the last
expense.

Home | ‘Wordst | AadoFavories | Signout
favorites  Main Menu ©  Accounts Payable © Vouchers > Add/Update > Regular Entry
[[] Related Content  FINew Window ¢ Help [ Customize Page [ hty
Business Unit: COLUM Involce No: T012345 I I
Voucher ID: MEXT Invoice Date: 11052013 W
Voucher Style: Reguiar Vioucher Accounting Date: 10772013 W
EDM =
Vendor ID: 00000 Q “Date Dept Rec'd Invoice: [11/07/2013 iy Session Dafauits
ShartName: 1 Q *Service Location: s + Attachments (0)
Location: CHK-01 aQ “Voucher Type: ey
"Address: 1 Q L
Advanced Vendor Search ﬁ
oo o —
tnvoice Lines: 0.00 Basis Date Type: v Dato
< Mon Merchandise Summary |
Currency: usp J' 0GC
Total: 1000 Date of First Exponse: 11042013 [ Date of Last Expense: |11/07/201% mm
Difference: 0.00 | Retund
Stpend
Calcuate Copy From Source Document Travel Advance

PO Unit: e

PO Numbar: I Copy PO I

Copy From: . g
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JOB AID

4. Scroll down to complete the distrbution information. Enter the actual expense account the employee

reimbursement to be charged to. Then, click the “Voucher Attributes” link to complete the Prepaid
Referencefield.

Invoice Lines =
] E=
Line: 1 o item: Q UomM: Q
*Distribute by: Amount ¥ ynitPrice: | Quantity: |
Ship To: [s15w131sTS . 1,000,00
SpeedChart: 7 @ pescription: [Travel Reimbursemeni
[ one Asset

L :::: Line  Mer Amt i .-m. Unit lAccount  Dept .m:’“’ Project .Rdivit, Initiative
|E © 1 www [ | [comia [ e [ceRa [DRoosra [or & s

LL _a

il |

b

@ seve | [E] Nowty. | (@ Rafresh |

Invoice Information | Payments| Voucher Aftributes

J save | [=] Hoity Ev Ads | 5] updateDispiay

5. Finally, you must select the appropriate T-Number from the “Pre-paid Ref” field pull-down. This field
links the PrePaid voucher to the travel advance voucher that you are reconciling against. Click “Save”.

Navigate to the Invoice Information tab to submit the voucher for approval.

+/ Past Voucher Packing Slip: [ Close Voucher
g Revalue Voucher
Delete Voucher
Accounting Instructions
Account At: Gross +] "Template: |STANDARD Q
S —y
Match Due Date: *Status: Not Appli B Pay UnMatched
[*Source: | Tables 4 Rate Type: |CRRNT a
“Currency UsD e} Exchange Rate: [
TaxGrouwp ]
Tax Group: | Approval: Approval Framework
Tax Pymnt Type:
LotorofCroait
uc ID: [ ¥ | *SBI: Individual Voucher (Auto-Nurm) -
SBI Number:
Prepaid Ref: | Q Apply Prepay Postpone Wthd

@ save | [EINowy | Refresh

Evads ] UpdataiDisplay
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Look Up Prepaid Ref

| LookUp  Clear | Cancel Basc lLooeup

& COLUMBIA UNIVERSITY

I THL CITY OF AW YO



JOB AID ARC

6. Once the employee reimbursement voucher has been approved, budget checked, and posted, you
can navigate back to the voucher and click the “Payments” tab to confirm that the voucher was applied
to the travel advance.

Favorites = Main Menu > Accounts Payable > Vouchers » Addflipdate » Regular Entry [&

Summary |( Related Documents ' Invoice Informati Voucher Atributes || Error Summary

T123456 | Action:
Euamosy CoLUK Invoice No: ]
e i |-.:.- 04/2012 n —
Voucher 00017736 Invoice Date: bt |
1D: Regular Voucher X R_“"
\;’;):':her 1,000.00 rocurement [ View Documents
Total
Amount:

‘ Sohedulefayments

Vendor Name: EMPLOYEE VENDOR *Pay Terms: | Due Now IREUeAYMIEN!E m—

Payment Information

Payment: 1
*Remit to: T ﬁ Gross Amount: 1,000.00| ysp Payment Inqui
Location: |CHK-0 Discount: | 0.00| ysp Express Payment
*Address: 1 AuditLogs
= S T
EMPLOYEE VENDOR Scheduled Due: 09/04/2012 ! Payment Comments(0)
' - Holiday/
3280 Broadway et Due: 09/04/2012 |
MNew York, NY 10027 — —_—
Discount Due: |
T |
Accounting Date: |U04/2012 |
Paymenl Options
*Bank: |CHASE Pay Group: us - Vendor Bank
*Account: *Handling: JS I Messages
*Method: | Check *Netting: Nat Applicable - N
Lc io: i - A Hold Reason: - = Hold Faymeat
2 = 5 || Separate Payment
Message:

| Message will appear on remittance advice.

J Payment Date:
Pay: i ~ | Reference:

Applied Voucher

| seve | ReturntoSearch | [E] Moty | |l Refresh | | Eyadd;| |[FlpdnteDiplay,|

Summary | Related Documents | invoce Information| Payments | Voucher Atrbutes | Eror Summary -

Note: You will note that the gross amount of the payment is $1000 and the “Action” field says “Prepayment
Applied”. This indicates this employee reimbursement voucher was applied to the Prepaid travel advance
voucher. When there is no prepayment, this field normally says “Schedule Payment”.
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7. To view the prepayment details, navigate to the Prepayment Inquiry page using this navigation:

Favorites | Main Menu
P .o >earch Menu:
Menu
Search: ™y Columbia Specific

[ Employee Self-Service
B Columbie (4 vendors
b Employee .
Iaridiors = Prncure.ment Contracts
b Procurerr (3 Purchasing
> Purchasit 3 eProcurement
> eProcurel i
b Senvices
> Accounts oy - o —
D SetUpFil CI Set Up Financa unrmr? I
b Enterpris: (] Enterprise Components (1 Review Accounts Payable]

* v v v v v v 4p

BEIEX

y

| Payables Search Criteria »
& Worklist » & pay
> Tree Man @ Workist 2 Vouchers »
I Reporting 3 Tree Manager » e Y
> PaopleTo (2 Reporting Tools » Lﬁ.ﬂm |
~ Changeh & PeopleTools L4 [3 Vendor repa n
Enpsicr [Z] change My Password

[Z] My System Profie

8. Enter the Voucher ID for the Prepaid Voucher (the advance voucher) and click Search.

Prepayment Inquiry

Find an Existing Value

Enter any information you have and click Search. Leave fields blank for a list of all values.

Favortes = Main Menu > Accountgl?avable > Review Accounts Payable Info > Payments > Prepayments

Limit the number of results to (up to 300): ,"El:'llil_

Business Unit: = ¥ {COLUM Q
VoucherID:  begins with v [D0017733] ]
Payments: = -

Search | Clear Basic Search [ Save Search Criteria
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JOB AID ARC

9. The Prepayment Inquiry will show you the Gross Amount of the Prepaid Travel Advance voucher, as
well as the balance remaining to be applied against.

a. The Applied Voucher information reflects the details of the employee reimbursement that was
applied against the travel advance. Within the applied voucher information, you will see the
applied voucher ID (employee reimbursement), the gross amount of the employee
reimbursement voucher, and the amount of the employee reimbursement that was applied to
the prepaid travel advance voucher.

b. In this scenario, the full amount of the employee reimbursement ($1000) equaled the total
amount of the prepaid travel advance voucher ($1000), hence there is a balance of $0 left to
be applied/reconciled against the prepaid travel advance.

Favorites  Main Menu > Accounts Payable » Review Accounts Payable Info > Payments > Prepayments

Prepayment Inquiry

Business Unit: COLUM Bank SetiD: CUSET Currency: uso

Voucher ID: 00017733 Bank Code: CHASE |Gross amount: 1000.00 |

Vendor ID: T000000004  Bank Account: DISBE Payment Date: 09/04/2012
Reference: 0000000458 Balance: 0,00 I

|Applied
Business
Unit

|CoLUM 00017736 usb 1000.00}

Applied i Gross Invoice

Voucher Ao ot Applied Amount JReversal Posting Status

1000.00 Posted

& Return toSearch | [=] Natity
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. Creating an Employee Reimbursement for More than the Associated Travel Advance

The second step of processing vouchers for travel and cash advances is to create an employee
reimbursement as a regular voucher to reconcile against the advance. The amount of the advance spent
could be for an amount greater than, less than, or equal to the amount of the advance. The following scenario
defines the process for creating an employee reimbursement regular voucher for an amount greater than that

of the advance:

1. Navigate to the voucher Regular Entry page:

b SetUp Fit (3 Enterprise Components
> Enterprist 3 Worklist

DWorklist | peopleTook - I
[ PeopleTo 3 Change My Password
= Changeh -

~ My Syster (] My System Profile

Personalize Search Menu: ®

Menu s BEX
Search: (3 Columbia Specific 4 l
o Coturtil S Accounes pavapl :

_g:‘::::ﬂ 3 set Up Financials/Supply | % :::n?;ir:s 3 Add/Update

(3 Review Accounts Payable Into

[=] Regular Entry

T Voucher search
[Z] Quick Invoice Entry
|-] Delete Voucher

2. From the “Regular Entry” page, select a Voucher Style of “Regular Voucher”. Enter the vendor
information, the invoice number (which should be the same T-Number from the associated prepaid
voucher), invoice date, and the total amount of the employee reimbursement. Click Add.

Voucher

Find an Existing Value _ aNewValueg

Favorites = Main Menu > nccountapwahle 3 voushers > Addfuvpdate > Regulr Entry [&l

Business Unit: [coLuma

Voucher ID: |NEXT

Voucher Style: I Reﬂ ular Voucher VI
Short Vendor Name: [EMPLOYEE-001 @

Vendor ID: |TDOUBDOOU4 Q

Vendor Location: [cHk-01 @

Address Sequence Number: 1Q

Invoice Number: 1234567

Invoice Date: 09/04/2012 [

Gross Invoice Amount: |—1zunoﬂ

Estimated No. of Invoice Lines: 1

&7 COLUMBIA UNIVERSITY
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JOB AID ARC

3. Select a Voucher Type of “Advance Reconciliation”. This will trigger fields to enter the date of the
first expense and the date of the last expense.

Home | Womdisl | AsiwFevoriea | Signout

favorites | MainMenu > Accounts Payable © Vouchers » Add/Update > Regular Entry
[[] Relatect Content ) New Window 7 Help [ Customize Page 1B iy
Pt Yo e
Business Unit: COLUM Invoice No: T012345
Voucher ID: NEXT Invoice Date: 11052013 G
Veucher Style: Regular Voucher Accounting Date: 1107/2013 i
Procurement EDM View Documents:
Vendor ID: 00000 Q *Date Dept Rec'd Involce: [11/07/2013 3 Session Defaults
ShortName: ; aQ, *Service Location: us + Altachments (0)
Location: CHK-01 Q, “Voucher Type: v ——— L
*Address: 1 Q, b J
Advanced Vendor Search o ‘
issing Y e . e —1
Involce Lines: 000 Basis Date Type: I Dato
Currency: usD Non Merchandise Summary i
Total: 1000 Date of First Expanse: |11/042013 [ Date of Last Expense: '!i'iii?ﬁiﬁl :.wm
P Cosls
0 i Refund
Stpend
Caiouate [ComFromsoucedoament
PO Unit: i)
PO Number: I Copy PO I
Copy From: =

4. Scroll down to see the distribution information and enter the ChartString associated with the expense
account/department you want the employee reimbursement to be charged to. Click the Voucher
Attributes link to enter the Prepaid Reference.

Invoice Lines A s
- r EE

Line: 1 item: [ Q vom: [ Q
*Distribute by: Amount i Unit Price: I_ ____ Quantity:

Ship To: [515W1318TS A e Anioun | 1,200.00

SpeedChart: | @ pescription: |

["]one Asset
Calculate

~ Distribution Lines

Exchange Rate  Statstics Assets
= = .

e
Copy - - PC Bus o
. Bosin Line .M.rchmdiu Amt .Qumllly 'GL Unit Account Dept Unit .Projlcl .Aotlwty Initiative
BE B 1| 1,200.00 | [coLun@ |l65205/@, 502103 [ENRL'@ 5T001008Q |[01 @ [[ooooo |f
. 4 i e ] ¥

Invoice Information | Pavments | Voucher Attributes

&7 COLUMBIA UNIVERSITY
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5. Finally, you must select the appropriate T-Number from the “Pre-paid Ref” field pull-down. This field

links the PrePaid voucher to the travel advance voucher that you are reconciling against. Click “Save”.
Navigate to the Invoice Information tab to submit the voucher for approval.

+/ Post Voucher |
Sl | Close Voucher
o 2 - Packing Slip:
Delete Voucher |
Account At: Gross i "Template: |STANDARD a [
Match Due Date: Status: Not Ap : Pay UnMatched
I"Source: Tables : Rate Type: [cRRNT Q '
"Currency: usD o Exchange Rate: ! i
Tacrowy ———————————
Tax Group: l Approval: Approval Framework
Tax Pymnt Type: |
uc o [ laa| *SBI: Individual Voucher {Auto-Num) -
§81 Number:

& COLUMBIA UNIVERSITY

I THL CITY OF AW YO
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JOB AID

6. Once the employee reimbursement voucher has been approved, budget checked, posted, and paid
you can navigate back to the voucher and click the “Payments” tab to confirm that the voucher was
applied to the travel advance. There will be two payment rows; one for the amount that was applied to
the prepaid travel advance and one that shows the payment made to the employee for the amount in
excess of the prepaid travel advance amount.

Summary || Related Documents | [Invoice Information oumer Aftributes | Ermor Summary
Hasihss COLUM Invoice No: Actiond
Unit: g S Brceye St 5
Voucher (EV]E i) invoice vawe: e o
1D: Regular Voucher Run
Voucher 1,200.00 Procurement EDM View Documents
Style:
Total
Amount:
Vendor Name: EMPLOYEE VENDOR *Pay Terms: Due Now BiiE
Payment Information Find | View A 1 Frsi B qor2 Oy st
=
Payment: 1
*Remit to: |T000000004 i Gross Amount: 200.00] ysp Payment Inquiry
Location: [eHK-01 0 . 0.00| yjen Express Payment

&7 COLUMBIA UNIVERSITY
I THL CITY OF Kifw YOk
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JOB AID ARC

7. On the first Payment row, you will see that the gross amount for this payment is $200 (the amountthat
the employee reimbursement exceeded the amount of the associated travel advance). You will also
see that the Payment Action is “Schedule Payment” as opposed to “Prepayment Applied”. This
indicates that the excess amount on the employee reimbursement was paid to the employee. The
payment date and payment number will be referenced as well. Click the arrow on the Payment
Information tab to see the second payment row.

Payment Information Find | View AN 3 it &0

Payment: 1

“Remtio: 7000000004 _F Gross Amount: 1 20000 uso Payment Inguiry
Location: CHK-01 | Discount: 000 ygp Express Payment
*Address: [1 AuditLogs
. -
EMPLOYEE VENDOR St —if——-—-————l—): I_""e':‘ Comments(0f
fl mency
3280 Broadway et
New York, NY 10027
Discount Due:

Accounting Date: [pginarzo12

Payment Options

*Bank: |CHASE Pay Group: |us b Vendor Bank
*Account: [i | *Handling: Us ' Misssges
*Method: | Check *Netting: Mot Applicable - :

LiC I [ |8 Hold Reason: - i
Message: | g

Message will appear on remittance advice.

Schedule Payment

*Action:
Pay:

8. The second page of payment information has a gross amount of $1000 (the same amount of the travel
advance). The payment action is “Prepayment Applied”, indicating that the prepayment was applied for
$1000 of the employee reimbursement.

Payment Information Eng I view A1 st K 2012 1 Lo
Payment: 2
*Remit to: L = Gross Amount: | L "__'I usD Payment Inguiry
Location: B Discount: : 0.00| | usp Express Payment
*Address: 1 —
EMPLOYEE VENDOR Scheduled Due: [ mﬂ@
3280 Broadway [ Holldayt-umency

Net Due: L
New York, NY 10027 r
Discount Due: |

Accounting Date: (09

|*Bank: CHASE | Pay Group: - Vendor Bank
|*Account: . "Handling: F‘_F o ._ Messages
|*Method: : CHK | Check *Netting: : Not Applicable |
Lic1D: [ |E  Hold Reason: -| L Hold Paymant
; - || separate Payment
Message: |

Message will appear on remittance advice.

Schedule Payment
*Action: | Prepayment Applied ] Payment Date: | 0910472012 Applied Voucher
Pay: | ~ | Reference: )

&7 COLUMBIA UNIVERSITY
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JOB AID

9. To view the prepayment details, navigate to the Prepayment Inquiry page using this navigation:

Faug_ﬂtes Hah_l_\ienu
P live earch Menu:

Menu
Search: ™y Columbia Specific

[ Employee Self-Service
B Columbie (4 vendors

b Employee .
I Vendors 3 Procurement Contracts

b Procurerr (3 Purchasing

[ Purchasit [ eProcurement

> eProcurel i

b Senvices

> Accounts oy - o —
> et UpFil et Up Financials/Supp =

D Enterprisi (=] Enterprise Ccmoonenul (3 Review Accounts Pmbjel .

* v v v v v v 4p

BEIEX

y

| Payables Search Criteria »
& Worklist » & pay
> Tree Man @ Workist i 2 Vouchers »
I Reporting 3 Tree Manager B .
> PaopleTo (2 Reporting Tools » Lﬁ.ﬂm |
~ Changeh & PeopleTools L4 [3 Vendor repa n
Enpsicr [Z] change My Password

[Z] My System Profie

10. Enter the Voucher ID for the Prepaid Voucher (the advance voucher) and click Search.

Prepayment Inquiry

Find an Existing Value

Favorites = Main Menu > Accounts Payable > Review Accounts Payable Info > Payments > Prepayments

Enter any information you have and click Search. Leave fields blank for a list of all values.

Limit the number of results to (up to 300): |300

Business Unit: = v jcoLum Q
VoucheriD:  begins with v [00017732 ]
Payments: = v |

Search | Clear Basic Search B Save Search Criteria
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JOB AID ARC

1. The Prepayment Inquiry will show you the Gross Amount of the Prepaid Travel Advance voucher, as
well as the balance remaining to be applied against.

a. The Applied Voucher information reflects the details of the employee reimbursement that was
applied against the travel advance. Within the applied voucher information, you will see the
applied voucher ID (employee reimbursement), the gross amount of the employee
reimbursement voucher, and the amount of the employee reimbursement that was applied to
the prepaid travel advance voucher.

b. In this scenario, the full amount of the employee reimbursement ($1200) was greater than the
total amount of the prepaid travel advance voucher ($1000), hence there is a balance of $0 left
to be applied/reconciled against the prepaid travel advance. $200 was paid to the employee
for the amount that exceeded the prepaid travel advance.

-

Favorites - Main Menu > Accounts Payable > Review Accounts Payable Info > Payments > Prepayments

Prepayment Inquiry
Business Unit: COLUM Bank SetiD: CUSET Currency: uUsD
Voucher ID: 00017734 Bank Code: CHASE I Gross Amount: 1CII][I_IJ'
Vendor ID: T000000004 Bank Account: DIisB Payment Date: 09/0472012
Reference: 0000000459 Balance: 0.00
Customize | Fing [ View A58 |2 wrst K qora 13 s
E.Ei::ilin“ :::::::r Currency G"’“;"m"::ﬁ Applied Amount | Reversal Posting Status
COLUM 00017737 usb 1200.0( 1000.09 Posted

£\ Retunto Search | [ Notdy

&7 COLUMBIA UNIVERSITY
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JOB AID ARC

Iv. Creating an Employee Reimbursement for Less than the Associated Travel Advance

The second step of processing vouchers for travel and cash advances is to create an employee
reimbursement as a regular voucher to reconcile against the advance. The amount of the advance spent
could be for an amount greater than, less than, or equal to the amount of the advance. The following scenario
defines the process for creating an employee reimbursement regular voucher for an amount less than that of
the advance.

NOTE: Before creating an employee reimbursement voucher for less than the associated travel advance, you
will need to complete a deposit into FFE in USD currency for the difference between the employee
reimbursement and the travel advance. For example, if a travel advance was for $1000 and the employee only
spent $800, the deposit to FFE should be $200. (Recipients of Advances are responsible for converting
any foreign currency into USD before depositing). When completing the chartfield information on the
deposit slip, you should use account number 65399. After completing the deposit, you can follow this process:

1. Navigate to the voucher Regular Entry page:

ARC_

Faveptes [[Wam reno|
Personalize Search Menu: ®
Menu s BFIEX
|

Search: (3 Columbi Specific 4 |

™ aD a o L] |
[ Colurnbi l_l
[ eProcuret ay ] Vouchers
fenarsied tl. SetUD.Fmancals,a‘Suqu' g (] Add/Update L
RERAR ™ 1iemin Compunents (23 Review Accounts Payable Info v (| Regukr Entry
> Enterprist (3 Worklist |=] Voucher Searc

¥ (P::.gﬂ;: § [=] change My Password [7] Delete Voucher

bWorklist ™ pegpleTooks ’ | [Z] Quick Invoice Entry
~ MySyster [5] My System Profie ‘
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JOB AID ARC

2. On the Regular Entry page, select a Voucher Style of “Regular Voucher”. Enter the vendor
information, invoice number (which should be the T-Number from the associated prepaid travel
voucher), invoice date, and total amount of the employee reimbursement, to include the amount
the employee owes back to the university. Click Add.

Favorites = Main Menu > Accountgpmble 3 Voushers 3 ndd.:'Llndate > Regular Entry [G

Voucher

Find an Existing Value Add a New Value

Business Unit: [coLuma,
Voucher ID; [NEXT
Voucher Style: I Regular Voucher vl
Short Vendor Name: [EMPLOYEE-001 @
Vendor ID; [Toooooooos '@
Vendor Location: lchko1 @
Address Sequence Number: | 10
Invoice Number: P
Invoice Date: [paioar2012 5
Gross Invoice Amount: | 1000.00]
Estimated No. of Invoice Lines:| 1
Add

3. On the Invoice Information tab, select a Voucher Type of “Advance Reconciliation”. This will trigger
you to complete the date of first expense and date of last expensefields.

Home | Wordst | AsdioFavories | Signout
[ Retated Content 0 New Window 7 Heip [5 Customize Page B hiny
rvoice Informatic Payments | Voucher Attributes
Business Unit: coLumM Invoice No: U
Voucher 10: MEXT Invoice Date: mes213 @
Voucher Style: Reguiar Vioucher Accounting Date: 110772013 i
Procuremeant EDM
Vendor ID: 00000 Q “Date Dept Rec'd Involce: [11/07/2013 1§ Session Detauits
ShortName: B Q *Service Location: Us + Attachments (0}
Location: CHKO1 Q “Voucher Type: [y _:-M@J
*Address: 1 Q | ACH Debit
Advanced Vendor Search Advance Reconcliation h
Control Group: o “Pay Terms: - A Due Now | Chock Roquest
. Basis Date Typff® — =
Invoice Lines: 0.00 L ] I
. Non Merc! Summa Invoice
Currency: uso —ﬁ'ld !| i
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JOB AID ARC

4. In the Invoice Lines section, change the Line Amount on Line 1 to equal the amount of the advance
that the employee actually spent. Additionally, enter the distribution information. You will then need to
create a second voucher line by clicking the “+” button to the far right of the page in the Invoice Lines

section.
Invoice Lines
—_— =

Line: 1 ttem: [ A vom: i 1A
“Distribute by: Amount ¥ Unit Price: Quantty: |

Ship To: 615W1315TS Q Line Amount: r BUU.Ua

SpeedChart: & pescription: Travel Reimbursement

["] One Asset
Calculate

~ Distribution Lines Cistomize | Eind | vew AfjE [ BE £r

Exchange Rate | Statstics | Assets
T ST S
Copy 5 = PC Bus i o
B Line Merchandise Amt .Qnanhty 'GL Unit Account Dept Unit .ijnel .&olndtr Initiative
IELE F 1 800.00 | |coLund] [65205 @ [5502103Q, [GENRQ, [GT001006Q |04 Q [ooooo [
| A i ] 8

5. On the second line, enter the amount of the advance the employee did not spend. In the distribution
information, enter Account code 65399 (the same account code you used on your FFE deposit slip)
along with the remaining distribution chartfields. Click the Voucher Attributes link to enter the Prepaid

Reference.
—_— — EE=
Line: 2 Item: | Q yom: Q
*Distribute by: Amount - Unit Price: Quantity:
Ship To: 615W131STS Q' Line Amount: I 200-01
SpeedChart: Q' pescription: Payment Owed to CU
("] One Asset
Calculate
~ Distribution Lines
[W=T"  Exchange Rate || Stalstics Assets
:::: Line Merchandise Amt Guantity *GL Unit Account Dept :::"‘ Project Activity Initiative
HEE B 1 200.00 | |coLUNQ, || (65399 Q) 5502102 Q ENRLQ  [T001008 Q 01 Q  |0o000 Q
<y A " »
& save [Z] Notly L Refresh [E+ Add  F UpdateDsplay

Inveice Information | Pa',:mgnts
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6. Finally, you must select the appropriate T-Number from the “Pre-paid Ref” field pull-down. This field

links the PrePaid voucher to the travel advance voucher that you are reconciling against. Click “Save”.
Navigate to the Invoice Information tab to submit the voucher for approval.

+/ Post Voucher |
Sl | Close Voucher
o 2 - Packing Slip:
Delete Voucher |
Account At: Gross i "Template: |STANDARD a [
Match Due Date: Status: Not Ap : Pay UnMatched
I"Source: Tables : Rate Type: [cRRNT Q '
"Currency: usD o Exchange Rate: ! i
Tacrowy ———————————
Tax Group: l Approval: Approval Framework
Tax Pymnt Type: |
uc o [ laa| *SBI: Individual Voucher {Auto-Num) -
§81 Number:
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JOB AID ARC

Note: Be sure to attach the deposit slip via the Procurement EDM link on the Invoice Information page to the

voucher as supporting documentation that the deposit was made.

7. Once the employee reimbursement voucher has been approved, budget checked, and posted, you can
navigate back to the voucher and click the “Payments” tab to confirm that the voucher was applied to
the travel advance.

Payment Information Find | View Al Frai B 4 ofy 14 Last
HE

Payment: 1

*Remit to: T E Gross Amount: 1.000.00] ysp Payment Inguiry

Location: ot | Discount: 0.00] ysp Express Payment

*Address: [1 | Audit Logs

EMPLOYEE VENDOR SRl A 1501 : W

3280 Broadway i I.—_. e I HefidayiCurmency

New York, NY 10027
Discount Due:

Accounting Date: 09/04/2012

Payment Options

*Bank: |CHASE Pay Group: us v | Vendor Bank
*Account: Dise *Handling: Messages
*Method: |CHEK | Check *Netting: Nn_t.f.pp!ga:le -
LiC 1D il |8 Hold Reason: - $Hius Payment

| Separate Payment
Message:

Message will appear on remittance advice.

Pay: L '_' Reference:

Payment Date: Applied Youcher

Note: You will note that the gross amount of the payment is $1000 and the “Action” field says “Prepayment
Applied”. This indicates this employee reimbursement voucher was applied to the Prepaid travel advance

voucher. When there is no prepayment, this field normally says “Schedule Payment”.
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8. To view the prepayment details, navigate to the Prepayment Inquiry page using this navigation:

Favorites | Main Menu
P .o >earch Menu:
Menu
Search: ™y Columbia Specific

[ Employee Self-Service
B Columbie (4 vendors
b Employee .
Iaridiors = Prncure.ment Contracts
b Procurerr (3 Purchasing
> Purchasit 3 eProcurement
> eProcurel i
b Senvices
> Accounts oy - o —
D SetUpFil CI Set Up Financa unrmr? I
b Enterpris: (] Enterprise Components (1 Review Accounts Payable]

* v v v v v v 4p

BEIEX

| Payables Search Criteria »
b Worklist " 0 Pay
> Tree Man @ Workist 2 Vouchers »
I Reporting 3 Tree Manager » e Y
> PaopleTo (2 Reporting Tools » Lﬁ.ﬂm
—Changek () peopleToals » 9 Vendor it
Enpsicr [Z] change My Password

[Z] My System Profie

9. Enter the Voucher ID for the Prepaid Voucher (the advance voucher) and click Search.

Prepayment Inquiry

Find an Existing Value

Favorites = Main Menu > ﬁcmunte Payable > Review Accaunlis Payable Info > Payments > Prepayments

Enter any information you have and click Search. Leave fields blank for a list of all values.

Limitthe number of results to (up to 300): |300

Business Unit: = v {COLUM Q,
VoucherlD:  begins with + 00017735 |
Payments: = - |

Search | Clear |BasicSearch [ Save Search Criteria

&7 COLUMBIA UNIVERSITY

I THL CITY OF AW YO

22



JOB AID

10. The Prepayment Inquiry will show you the Gross Amount of the Prepaid Travel Advance voucher, as
well as the balance remaining to be applied against.

a. The Applied Voucher information reflects the details of the employee reimbursement that was
applied against the travel advance. Within the applied voucher information, you will see the
applied voucher ID (employee reimbursement), the gross amount of the employee
reimbursement voucher, and the amount of the employee reimbursement that was applied to

the prepaid travel advance voucher.

b. In this scenario, the full amount of the employee reimbursement ($1000) equaled the total
amount of the prepaid travel advance voucher ($1000), hence there is a balance of $0 left to
be applied/reconciled against the prepaid travel advance.

Applied Voucher Details

Applied
Business
Unit

COLUM

Applied
Voucher

Currency

usD

Favorites | Main Menu > Accounts Payable > Review Accounts Payable Info > Payments > Prepayments

Gross Invoice
Amount

1000.0

Applied Amount | Reversal Posting Status

Business Unit: COLUM Bank SetiD: CUSET Currency: usD

Voucher ID: 00017735 Bank Code: CHASE | Gross Amount: 1000.0‘

Vendor 1D TO00000004  Bank Account oiss Payment Date: 0s/042042
Reference 0000000460 Balance: 0.00

1000.0Q Posted
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