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Introduction to Accounts Payable in ARC

This is the Introduction to Accounts Payable in ARC course within the Accounts Payable
curriculum.

If you need a reminder on how to navigate through this course using ARC's web-based training
tool (WBT), click here for a quick reference guide.

Accounts

Payable

Accounts Payable After completing the Introduction to Accounts Payable
in ARC course, you will be able to:
1 Hour

Review the benefits of ARC's new Accounts Payable

O 1 Ay
1. Accounts module and processes
Payable — — = Identify the roles invelvedin the new ARC Accounts
Ouarview 2. vendor Payable processes and understand the key Accounts
\__200inutes ) | | r":';”'gaf'ﬁn Payable activities performed by each of these roles
verview
4 3. Voucher 3 5 Minutes + Understand new key Accounts Payable terms such as
\ / . ;
Navigation || voucher styles, entry status, budget checking, matching,
Overview 4. Accounts postiunpost
\__ 10Minutes J | | PayableInquiry + Define key system validations such as combination edits,
—_— Overview duplicate invoice and vender checking, and financial
5. Accounts 5 Minutes sanctions
Payable System 5 . .
Integration « Understand ARC's workflow and security functionality and
10 Minutes 6. Check Your how ARC will utilize these features in the Accounts.
AL i
= Understanding Fayable module
10 Mintes + Loginte the new Accounts Payable module and view the

key pages and fields used for transaction processing

Describe the integration between ARC's Accounts Payable
module and other ARC modules (Commitment Cantrol,
GL, PC, PC)

Describethe integration between ARC and external
systems such as OnBase

.
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Accounts Payable Overview

This is the Introduction to Accounts Payable Overview lesson of the Introduction to Accounts
Payable in ARC course. Upon completion of this lesson, you will be able to:

e Describe the end-to-end Accounts Payable business process and highlight key process
and system changes occurring with the transition from the legacy systems to ARC

e Review the benefits of ARC's new Accounts Payable module and processes

o Identify the roles involved in the new ARC Accounts Payable processes and understand
the key Accounts Payable activities performed by each of these roles

Estimated time needed to complete lesson: 20 Minutes
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ARC™

Accounts Payable Curriculum

The Introduction to Accounts Payable in ARC course will provide an overview of the core
components that comprise the Accounts Payable module in ARC and provides the following key
functionality:

o Robust transaction workflow both within departments and between departments and
central Accounts Payable

o Disbursement of payments to vendors and payees

e Robust tax coding to ensure proper tax withholding and reporting

o Integration with Purchasing for encumbrance management and with the General Ledger

o Direct access to data on accounts payable transactions and integrated reporting on
accounts payable transactions and the full procurement transaction lifecycle

In addition, the course will provide key navigation basics within the Accounts Payable module.
The components within the Accounts Payable module in ARC are as follows:

Vendor Creation
and
Maintenance®

Voucher
Creationand
Maintenance

Payment
Processing

Tax Compliance

P-Card

Related ARC Training Course

* Vendor Processing —
SchoolfAdmin
Units/Vendors

*Vendor Processing -
Vendor Management

= Processing
Interfaced Vouchers
* Online Youcher
Processing

= Woucher Audit &
Review

* Payment Processing

* Tax Compliance

= Reconciling/
Approving P-Card
Transzctions
~P-Card
Maintenance

*Wendor Creation and Maintenance occurs outside of the Accounts Payable Module in ARC, however, vendors
play a key role in the many of the Accounts Payable processes

For additional detail and demonstrations regarding the components, you may access the Finance
Gateway Training Directory.
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ARC Roles and Responsibilities

While there are numerous specific roles that one can have in ARC, there are three fundamental
types of roles: a transaction Initiator; a transaction Approver; and an Inquirer. Each of these
roles provides access to and authority within the University’s finance system and, therefore,
comes with an important set of responsibilities.

Approver Responsibilities

Someone with the authority to approve transactions in ARC has several responsibilities. Broadly
these responsibilities are to provide the best stewardship to University resources, conduct due
diligence in the review work and related activities upon which approval is based, ensure effective
and timely management of items awaiting approval and to be accountable for the decision to
approve a transaction or reject a transaction. Specifically, approval of a transaction in ARC
signifies:

e The transaction is appropriate and valid

e The transaction is compliant with regard to policy and budget requirements

e The transaction is correct and complete

e Any questions or concerns about the transaction were investigated and resolved or
escalated and resolved

e The transaction was personally reviewed

Initiator Responsibilities

Someone with the authority to initiate/create and submit a transaction for approval in ARC has
several responsibilities. Broadly these responsibilities are to provide the best stewardship to
University resources, conduct due diligence in the activities undertaken to initiate/create a
transaction and prepare it for approval, ensure effective and timely initiation of transactions in
ARC, and to be accountable for transactions that are initiated/created. Specifically, creation of a
transaction in ARC signifies:

e The transaction is correct and complete
e Any questions or concerns about the transaction were investigated and resolved or
escalated and resolved

Inquirer Responsibilities

Someone with the authority to make queries and view data in ARC has several responsibilities.
Broadly these responsibilities are to provide the best stewardship of University resources and to
be accountable for the safeguarding of information accessed in ARC. Specific responsibilities
include:

¢ Only viewing information that is required as part of one’s role and specific to a
transaction or request

e Ensuring appropriate security of data whenever it is exported from the system or shared
in any manner

e Maintaining confidentiality of data and information

Page 6



Training Guide

m Introduction to Accounts Payable in ARC

What's Changing?

Today, there are a variety of systems that help Columbia University perform the activities that
comprise the Procurement modules. In the future, ARC will replace the legacy systems and
integrate with OnBase to make for more streamlined and efficient Accounts Payable processes.
ARC's integration with OnBase will have the following effects:

1. Increased access to Procurement documents (requisitions, purchase orders, vouchers).
OnBase's Electronic Document Management functionality will interface with ARC, so
that users can click a button in ARC and all the documents associated with a particular
transaction will be displayed.

2. Increased visibility into the approval process. When Central Approvers in Procurement
Services deny a transaction or place the transaction on hold in OnBase, an e-mail will
automatically be generated from OnBase and sent to the relevant transaction initiator,
indicating that the transaction has been denied or put on hold and providing detail on
necessary follow-up actions. In addition, when transactions are approved in OnBase, this
status will automatically be reflected in ARC.

3. More streamlined and consolidated vendor process. The online vendor questionnaire will
make for a more centralized process. The online new vendor requests and modifications
will automatically be sent from the online form to OnBase. The Vendor Management
team can review all requests within OnBase before the approved vendor records are sent
from OnBase to ARC, making for a more efficient overall process.

New Vendor Requests/Modifications

e
( Vendaor
FormJ

ARC <—>OnBase/
N\
|

Relevant Documentation

K

T

E-Mail Notifications of Denials/Holds
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Accounts Payable Roles and Responsibilities

Within Accounts Payable, there are a variety of roles involved with creating and processing
vendors, vouchers, p-card transactions, tax compliance, and payment processing. The following
characters will be used throughout the course to demonstrate roles, responsibilities, and workflow
routing as they relate to the Accounts Payable processes in ARC:

5 / This is Mark. He works in the Psychology ~
Departmentand is respansible for entering This is Dan. He works in the Vendor Management

ol vonthers and comeeting matehing 7 group in Procurement, He is responsible for
and budger checking oriom. ‘ \ processing and approving vendors in ARC and OnBase,
This is Sean. He works in the

Psychology Department as well

He is responsible for approving vouchers.
and P-Card transactions at the
department level

This is Kelly. She is a Withholding Adjusterin
Central Accounts Payable. She is responsible
for adjusting tax withholdings for venders

and vouchers.

This is Patty. She works in the Accounts Payable
Central Audit and Review group. She is
responsible for performing voucher approvals and
maintaining vouchers when appropriate, i.e.
defining withholding information

This is Richard. He works in Central Accounts Payable
andis a 1099 2550l He is for pi i
the 1099 data file to send to the IRS.

-
This is Deborah. She works in the

Psychology Department as well

She is responsible for reconciling P-Card vl Thisis Jill She is a Central Accounts Payable Pay Cycle
transactions at the department level = and is for pr ing payments

| throughout the Pay Cycle process.

This is the ARC system logo. Whenever this logo appears

AR{ : througheutthis course, it indicatesthat a particular action

Is automatically performed by or within the ARC system.

For an end-to-end overview of the processes that make up the Accounts Payable module and a
printable version of the visuals in this training, you can reference this job aid.
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Vendor Process Overview

A vendor is anyone who is considered a payee in the new ARC system. ARC will help streamline
and improve the Vendor Management process at Columbia. Some of these benefits include:

e Increased consistency in vendor data though a single master vendor database that
leverages the benefits of an integrated ERP system (error checking, duplicate vendor
checking), rather than entering vendors into multiple systems

o Ability to input multiple addresses for a single vendor rather than create duplicate
vendors to accommodate multiple addresses

o New vendor forms will enhance data accuracy and reduce the need for manual data entry
by the Vendor Management Team

e 1099 reporting criteria can be specified at the time of vendor creation, and this
information can be carried forward to the voucher

The new process begins with the vendor request submission process:

e For new vendor requests, School/Admin users along with Vendors will initiate vendor
action through submitting a vendor request form into OnBase. For vendor modifications,
vendors will be able to initiate this process directly

e OnBase will interface with ARC and send all Vendor Record information from OnBase
to ARC

o If ARC successfully verifies that the vendor is not a duplicate and does not violate the
Federal Government Financial Sanctions list, the Vendor Management Team will
approve the vendor

After this process has been completed, a vendor is ready to be included in relevant transactions,
such as requisition and voucher creation.

[webform| | OnBase | | ARC |
| gl 888

‘-'Suhrmt ‘ Approved New/Updated ‘ ‘ \
Vendor ] View Vend} > Vendar 1 Vendors will 1 Querv\ ] Rewew\ o Approve
Request, Request/ Infarmation load in “Unapproved” Updated Vendorsin

Update Forms Update Forms to ARC Unapproved Vendors Vendor Info. ARC

Statusin ARC In ARC

Vendar can
do this as well
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Voucher Process Overview

In order

for payments to be created in ARC, vouchers must first be entered into the system.

Benefits of the new voucher creation and maintenance process include:

Streamlining the voucher data entry in a single integrated system by capturing and
validating data once at the source to eliminate unnecessary rework and follow up
Streamlining the voucher approval process through workflow to create a normalized
approval process based on a set of efficiencies and compliance criteria

Improved encumbrance liquidation and expenditure process as well as budget controls
Ensuring the flow of information throughout the entire lifecycle to address reporting
needs

Integrating with OnBase to allow for increased access to relevant documentation as well
as additional visibility into the approval process

The voucher process begins with voucher creation in ARC:

Vouchers can be created manually online or using an interface of inbound voucher data
Relevant documentation can uploaded into OnBase and viewed from ARC to help
validate voucher information and make approval decisions

Once a voucher has been entered and saved, the system will then initiate the matching
process (for PO vouchers only) to align vouchers to purchase orders and receipts
Vouchers that pass the match process will move on for approval and budget checking. If
a voucher is denied or put on hold by a Central Approver, an e-mail notification will
automatically be sent from OnBase to the VVoucher Initiator so they can make relevant
changes

Once vouchers have been approved and successfully budget checked, they will be posted
and paid

|.ARC"| |0nBase| | ARC | |0nBase| | ARC
& opiondand | | AARC Jé wli |7ARC | ARC 2]
- N al Budget y
Voucher |-» VW Lol Match | =» Ccentral > Check [ Post
. Relevant Voucher Department Voucher
Creation b . fouc A | Approval Voucher Generate
ocuments em'\;:lu;hm pprova iytishain Payment

OnBase
Generates
automatic

e-mail
notification
for
denials/holds
(if applicable)
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Payment Processing

Payments are generated in ARC through the Pay Cycle Manager process. Benefits of this new
payment processing system include:

e ARC's Pay Cycle Manager allows for better control of payment processing by giving
Central AP the ability to create and manage payments

o Leveraging the system's ability to generate electronic payments, which streamlines
payment processing and reduces manual check processing activities

After a voucher has gone through central approval and budget checking, it is able to be Posted.
Once it is Posted, it will be picked up by the Pay Cycle so that a payment can be scheduled. The
Pay Cycle Manager identifies transactions that are scheduled to be paid after the voucher
processing cycle has been completed, creates and approves the payment, and finally the payment
is distributed to the vendor.

The process is as follows:

WA (O | Bl |l || V0|7

endor [ Voucher || Department [ Central [ Voucher [3{ "9<M"8 |
de Created from Approval of Approval of Budget avm:mﬁca" Payment Payment
nvoice for Invoice Vaucher Voucher Checked S Created and Distributed
i Approved to Vendor,

o
&
o
=
3
wZ Do
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Tax Compliance

Users with the appropriate security role will be able to use ARC's Accounts Payable module for
reporting and withholding 1099 payments made to vendors. The 1099 process in ARC uses
vendor payment detail data to create withholding detail records which are used to report to the
IRS. Benefits of this new process include:

e 1099 reporting is generated from a single database source and thus will make 1099
processing more accurate

e 1099 reporting data is linked with vendor and voucher information in an integrated
system. Vendor data is maintained in one standard file to ensure consistency

Because tax reporting is tied to both vendors and vouchers, users with voucher-related roles at the
department level will have some ability to add tax-related information. When vouchers are being
created in ARC, users can indicate tax groups and payment preferences that will influence tax
reporting. Ultimately, though, final decisions around tax reporting will be done centrally.

The 1099 process in ARC is as follows:

3 = -
@ ARC ARC 2\

1099 Info. Withholding . y
1099 Info. Pulled into Adjust Tax Annual
Associated > the Voucher > ::::;:::; > Withhelding > 1099
to Vendor from the for Reporting to

Record Associated Vendors/ IRS
Vendor Vouchers

Reviewed By:

wih
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P-Card Reconciliation and Maintenance

P-Card Reconciliation is the process of confirming that P-Card Transactions are legitimate,
received, and assigned to the right accounts i.e. approving what has been entered by the system.
In ARC, certain users will be given P-Card approver and reconciliation permissions associated to
a specific cardholder(s). ARC provides the ability to:

e Maintain P-Card transactions in one system
e Obtain increased visibility into P-Card spend

The P-Card process is as follows:

e On anightly basis, ARC will receive a P-Card file from Bank of America that contains
all of the P-Card transactions that have been generated

e The P-Card Reconciler will then have the ability to reconcile the P-Card transactions,
reallocate ChartField coding, and flag any transactions that are in dispute. In completing
these actions, they will change the status to "Verified"

o The P-Card Approver will review all verified transactions and provide comments as
needed. In completing these actions, they will change the status to "Approved"

ARC ﬁ-— - ARC ARC
~ a$

- Generate “ouchers Budget
Reconciliation File (=2 Reconcile P-Card =2 Approve = &

i Vouchers for Checked, Posted,
Received Transactions Transactions R r
Transactions and Paid

Note: The P-Card functionality is accessed through the Purchasing Module.
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Vendor Navigation Overview

This is the Vendor Navigation Overview lesson of the Introduction to Accounts Payable in ARC
course. Upon completion of this lesson, you will be able to:

o Access the online vendor request form
o Search for existing vendor records in ARC

Estimated time needed to complete lesson: 5 minutes
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Requesting/Modifying Vendors

All vendors within the ARC system will have a vendor profile that is created to store all the
information related to that vendor, including contact information, payment terms, and payment
methods. Whenever Columbia University transacts with a new vendor, a vendor profile must be
created in ARC by submitting a vendor request form. The process is as follows:

e School/Admin users and vendors will complete and submit the vendor request form

e The information obtained from the form will be downloaded to OnBase for Vendor
Management to review

e Once validated, the vendor record will be systematically generated in ARC

e The Vendor Management team will then approve the vendor in ARC, enabling the vendor
to be referenced on procurement transactions.

The Vendor Request Form can be found on the Procurement Web Site
(http://procurement.columbia.edu/).

i ARC Vendor/Payee Request
KT £ {7 http:\\procurement. columbia. edu\vendor \request 1@ )

ARC Vendor/Payee Request Web Form

Welcome to the ARC Vendor/Payee Request Web Form. This online application will allow
departments to request the setup of New Vendors or Payees, as well as request any
modifications.

If you are a Vendor, use this application to make any modifications to your information. But,
please be aware that only current Vendors in our system are able to make modifications. If
you are looking to add yourself to our system, please contact the Department that is
requesting your services so that they may initiate the process.

In order to get started, please enter one of the following pieces of information:
* Vendor Name
* Tax ID Number
* Social Security Number (for a Payee)
* ARC Vendor Number (if the Vendor/Payee already exists)

New/Existing Vendor Information
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Viewing Vendors

Sometimes, users need to validate that a vendor exists in ARC or access vendor profile
information. For example, consider this scenario: Mark requested a modification to a vendor in
ARC via the vendor modification request form process. Mark needs to validate that all
information on the vendor's profile is current before selecting the vendor on a transaction. Mark
needs to locate the vendor record within ARC.

Review Vendors
SeawehCritens

*Senl: GUSET Q Vendos I a
Mame: Equal fo - ShortName: Equalip - Q
Withholding Name: Equal o T Classification:
DBA Name: -
Vendor Status: - Type:
Sanctions Status: - Persistence:
Address: Equal o - City:
Customer Number: Country: Q
1D Type: Tas Idenlification Mumiber - State: x
AT Registration ID: Postal
Withhosding Tax i Bank Account #:
Seaich Clear

Add Yandar

Estimated time needed to complete topic: 5 minutes
Procedure
Welcome to the Viewing Vendors Topic. Most Accounts Payable users will have read-only access

to view vendor records and information. In this topic, you will learn how to locate vendor records
within the ARC system.

Favarites

Fersonalize Content | Layout ? Help
Menu =

Search: ®

> Columbia Specific

> Supplier Contracts

[ vendors

[ eFrocurement

I Semvices Procurernent
[ Accounts Pavahble

[> Banking

> Set Up FinancialsiSupply Chain
> Enterprise Components
[ Warklist

> PeopleTools

— Change My Password

-

ity Fritstweb.cc. columbia, edu; 1 7080/ psp(fns 1 trd|EMPLOYEE /ERF]hy [ [T [3@meme [7a - [Foms -
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Step

Action

There are two ways to access menu options in ARC. The first is by clicking on the
appropriate option in the blue box, or you can find the same selections by clicking
the Main Menu button at the top of your screen. In this course, we will use the Main
Menu button at the top of the screen.

ARC™

Favorites | Main Meru

Personalize Content | Layout

‘Menu

Search:

®

> Columbia Specific

[> Supplier Contracts

[ vendors

[ eFracurernent

[> Services Procurement
[> Accounts Pavahle

> Banking

> Set Up FinancialsiSupply Chain
> Enterprise Components
[ Warklist

> PeopleTools

— Change My Password

— Mty Systern Profile

2] (=] (1

-]

bttps:  Fntstweb. e, columbia,edu: 18443/psp/fnl gna2(EMPLOYEEJERFIR]

]

[ [ ternet

EREYTIR

Step

Action

Click the Main Menu button.
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ARC

Favorites  Main Meru
Personalize I‘s‘""’" Menu: )
Menu Y
Search: 3 Colurnbia Specific 4
0 supplier Contracts 4
[ Calumbiz 75 vendars 3
1> Supplier ¢ ,
b vandors ) BProcurement
[ eProcurer ) Services Procurement 4
[: Services | (3 Accounts Payable 4
';S“”kums 3 Banking 4
anking
b St Up Fit 1 Set Up Financials/Supply Chain r
I Enterpris £ Enterprise Components 4
[ worklist 03 worklist >
Egigg‘fi 3 PeopleTooks 4
i _E_S Sler D Change My Password

My Systemn Profile

? Help

=

ittps: ffntstweb. cc columbia edu; 18443/pspifi31 gna2/EMPLOYEE/ERP/s/WEBLIE_PTPP_SC.HOMEPAGE FigldFormuatsery | | ||

| €9 meemet

RN

Step Action

3. Click the Vendors menu.
| 1 vendors *

ARC™

Favorites | Mair Menu

Fersonalize Search Menu: ®

[Menu .

Search: 3 Calumbia Specific 3
3 Supplier Contracts 4

[ Columbiz 5 yendars

[ Supplier ¢ (3 vendar Information 4

b vendors ) SProcurement

> eProcurel [ Sewices Procurerment 3

[ Services | [ Accounts Payable 4

U Accounts ) parjng »

[> Bankin

b Set Ungu 3 set Up Financials/Supply Chain 4

> Enterprist 3 Enterprise Components 3

b worklist £ workist b

?Eig‘:fi [ PeopleTools 4

_J*M e D Change My Password

My Systemn Profile

? Help

-

o

[ [ ternet

75 - [ w100 -
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Introduction to Accounts Payable in ARC

Step

Action

Click the Vendor Information menu.

| [ Wendor Information 4

ARC™

Favarites | Main Meru
Search Menu:

Persunauzel ? Help
Menu e
Search: 3 Calumbia Specific 4

3 Supplier Contracts 14
[ Columbig ) vandars
[> Supplier ¢ 3 Wendor Information
[ Yendors B8 eprocurement 0 AddfUpdate >
b eProcure; o Services Procurerment 4 ) Maintain N
I Services | [ Accounts Payable 4
U Accounts ) parng 3
[ Banking . : "
& SatUp Fir 3 Set Up Financials/Supply Chain 4
I Enterprisi £ Enterprise Components 4
I worklist 3 wiorklist 3
?Eig‘:fi 1 PeopleTools 4
,J*M Syeler =) Change My Password

My Systemn Profile
etps: ffntstweb. cc columbia du: 18443/pspffn31 gnaz/EMPLOYEE/ERPs/WEBLIB_PTPP_SC.HOMERAGE Fieldrormula.tsery| | [ [ [ [ [@ mneemer 75~ [Foms -

Step

Action

Click the Add/Update menu.

| [ &dd/Update
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ARC

Favorites  Main Meru

Personalize Search Menu:

o

Search: 3 Colurnbia Specific
0 supplier Contracts

I>Co\urr_wb\; ™1 vendors

E\S’sssgz[ 3 eProcurement

[ eProcurer ) Services Procurement 4

[> Services | (3 Accounts Payable

[ Accounts Earking

:i gzln 5'; BF” 1 Set Up Financials/Supply Chain

I Enterpris £ Enterprise Components

[iorklist (3 worklist

Egigg‘fi 3 PeopleTooks

,ﬂgg D Change My Password

| D My Systemn Profile

v - A

(3 Vendar Information

3 AddfUpdate
3 Maintain

|5 wendor

[ Review Vendars

[5] wendor Name History

D “Wendor Mame History Inguiry

=

Done

I B -1~ T

RN

Step Action

6. Click the Review Vendors menu to locate existing vendors and review their vendor

profile information.

|=| Review Yendars
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Favnvr\tes i MalnvMenu > Vendors > vendor Information > Add/Update > Review vendors
[_E’NEWW\TMDW “? Help E,»/Cuamm\ze Page hrlp
Review Vendors
*SetiD: CUSET Q venor ID: 2
Hame: [Eauarto H | ShortHame: [Equalto H a
;
Withholding Nare: Equal to Classification: I j
DBA Narme: Mot egual to
Vendor Status: Tyne: I E
Sanctions Status: Persistence: I E
Address: [Equalta = city: [
Customer Number: Countrny: Q
ID Type: |Tax|demmcalmn Murnber j ‘ State: Q
VAT Registration ID: Postal:
Withholding Tax ID: Bank Account #: |
Search Clear Aad Vendar
Done | | | @ mtemet [Fa = [®aew « )

Step

Action

[Contains

Click the Name list and select the Contains list item. Click the contains list item.
This is a common search tool. If you are unsure of the exact vendor name, you can
enter something you know the name contains, rather than the exact name.
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Favnvr\tes'MalnvMenu > Vendors > vendor Information > Add/Update > Review vendors

[_EINEWW\TMDW “? Help Efcuammwze Page hrlp
Review Vendors
*SetiD: CUSET Q venor ID: 2
Hame: Contains ShortHame: [Equalto H a
\Withholding Name: Classification: [ =
DEA Name:
Vendor Status: Tyne: I E
Sanctions Status: Persistence: I E
Address: [Equalta = city: [
Customer Number: Countrny: Q
ID Type: |Tax|demmcalmn Murnber j ‘ State: Q
VAT Registration ID: Postal:
Withholding Tax ID: Bank Account #: |
| gearch | | Clear | A endar
Done T T [ e mteme [Fa = [®aew « )

Step Action

Click in the Name field.

Favarites | Main Menu > \/engurs > Wendor Irlformatmn > Add[vadate > Review vendors
Eewwindow 7 Help [ Gustomize Page B it
Review Vendors
SearchCriteria
*SetiD: CUSET Q Vendor ID: Q
Name: [Cantains =l ShortName: [Eauaito = | Q
Withholding Name: IEE*“aHD j ‘ ol | j
DBA Name: I = |
Vendor Status: j' Tyne: I =l
Sanctions Status: = Persistence: I ﬂ
Address: [Equalts = City: [
Customner Number: Country: Q
ID Type: |Tax|dennﬂnalinn Murnber j ‘ State: Q
VAT Registration ID: Postal:
WWithholding Tax ID: Bank Account #: |
| search | | Clear | Add Vendor
Done R [ [ ternet [7a - [Fioem -
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Action

9. Enter the desired information into the Name field. Enter "Supplier Vendor™".

Review Vendors
‘SearchCriteria

CUSET Q

Favnvr\tes’MainvMenu > Vendors > vendor Information > AddfUpdate »  Review vendors

[_E’NEWW\TMDW “? Help BCUETD!’H\ZEF‘EQE hrlp

[ A

*SetiD: \endor ID:
Name: |Cumams j ‘Supp\ler\a’endud ShortMame: |Euua| o j ‘ Q
\Withholding Name: [Equaite H | Classification: [ =l
DBA Name: I ﬂ ‘
Vendor Status: j' Tyne: I -
Sanctions Status: j' Persistence: I -
Address: [Equalta = City: [
Customner Number: Countrny: Q
ID Type: |Tax|demmcalmn Murnber j ‘ State: Q
VAT Registration ID: Postal:
Withholding Tax ID: Bank Account #: |
| Search | Clear Add Vendar
pone T T [ mteme [Fa = [®aoow «

Step Action

10. Click the Search button.
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Favnvr\tes'MalnvMenu > Vendors > vendor Information > Add/Update > Review vendors

Search Results

" e

 Adeitiorsal ender Infa

At Information

@NEWWmdnw “? Help Iﬂcuamm\ze Page hrlp
Review Vendors
“SetiD: CUSET Q wendor ID: Q
Name: |Cuma|n5 j ‘E‘.upp\ler\f&ndm ShortName: |Equa|tu j ‘
\Withholding Name: [Equaito = ‘ Classification: [ S
DEA Name: I j ‘
Vendor Status: j' Type: I =
Sanctions Status: = Persistence: I =
Address: [Equalta = City: I
Customer Number: Country: Q
ID Type: |Tax Identification Murnber j ‘ State: Q
VAT Registration ID: Postal:
Withholding Tax ID: Bank Account #: ‘

| Clear |

Add Wendor

SetiD Vendor ID

Hame 1

ShortHame

DBA Hame

Address Address Line 2

CUSET | Toooooooo3 &

SUPPLIER YENDOR SUPPLIER-001

3280 BROADWWAY

Address Line
3

Address Line 4

City
MEWY
YORK

Stat

Y

3

Done

[

|
| €9 meemet

RN

Step

Action

11.

Note the Vendor Identifying Information as well as the Address(es) for the vendor.

Favnvr\tes’MainvMenu > Vendors > vendor Information > AddfUpdate »  Review vendors

.
@NEWWmdnw “? Help Iﬂcuamm\ze Page hrlp
Review Vendors
Searshriteria |
*SetiD: CUSET Q wendor ID: Q
Name: |Cuma|n5 j ‘Supp\ler\f&ndm ShortName: |Equa|tu ﬂ ‘
Withholding Name: [Equatto H Classification: [ -
DBA Name: I j ‘
Vendor Status: j' Type: I =
Sanctions Status: = Persistence: I j
Address: [Equalta = City: [
Customner Number: Country: Q
ID Type: |Tax Identification Murnber j ‘ State: Q
VAT Registration ID: Postal:
Withholding Tax ID: Bank Account #: ‘
[Gtear | Add Vandor

Search Results

r >
Main Information

| Adcitional Wendor Info | Auct Information |

SetiD Vendor ID Hame 1 ShortHame DBA Hame

Address gddress Line

Address Line 2 Address Line 4 City Stat
CUSET To00000003% |SUPPLIER YENDOR |SUPPLIER-001 3280 BROADVWAY \Itlgg\{( Y

3

|
| € meemet

Done

[

ERESR
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Step

Action

12.

Click the scrollbar button to view the rest of the vendor information.

Favnvr\tes’MainvMenu > Vendors > vendor Information > AddfUpdate »  Review vendors

LE'NEWWmnnW ? Help [,-/CusmmizePage hrlp

vendor ID: Q

j ‘Suppl\er\/endur ShortName: |Equa\ to j ‘ Q
j ‘ Classification: | j
- Type: I hd
B Persistence: I j
=] City:
Country: @
kst 7] | State: Q
Postal:
Bank Account #: ‘
|, gearch [ Clear Add Yendar
Customize | Finel | visv 20 [ BV [ B Fret B g orq O Laat
wtion
lthame: DBA Hame Address Address Line 2 3‘“""“ Line 4 qdress Line 4 City State  Postal  Country  FEffective Status
MNEWY
PLIER-001 3280 BROADWAY ot B 10027 |USA Active

| [

pone T T [ mteme [“a = [mao0w «

Step

Action

13.

After reviewing the information, scroll back to the left to access additional
information.
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Favnvr\tes'MalnvMenu > Vendors > vendor Information > Add/Update > Review vendors

[_EINEWW\TMDW “? Help Efcuammwze?age hrlp

=

Review Vendors

*SetiD: CUSET Q wendor ID: Q

Name: |Cuma|n5 j ‘E‘.upp\ler\f&ndm ShortName: |Equa|tu j ‘
\Withholding Name: [Equaito = ‘ Classification: [ [
DEA Name: I j ‘

Vendor Status: j' Type: I =
Sanctions Status: = Persistence: I j
Address: [Equalta = City: I

Customer Number: Country: Q

ID Type: |Tax Identification Murnber j ‘ State: Q

VAT Registration ID: Postal:

Withholding Tax ID: Bank Account #: ‘

Search Results

r >
Main Information

SetD  Vendor ID Hame 1 Shorthame DBA Hame Address Address Line 2 2""’9“ Line | ddress Line 4 City Stat
CUSET T000000003F  SUPPLIER YENDOR SUPPLIER-001 3280 BROADWAY \')'g;\{( Ny

| Clear |

Add Wendor

Adcltional Vendor Info | Ault Infarmation

3

Done

|
[T T 36 mieme [ - [ -

Step

Action

14.

In order to see additional Vendor Information, click the Additional Vendor
Info link.

|" Additional Wendar Info
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Favnvr\tes'MalnvMenu > Vendors > vendor Information > Add/Update > Review vendors

[_E’NEWW\TMDW “? Help BCUETD!’H\ZEF‘EQE hrlp

Review Vendors

“SetiD: CUSET Q Ventor ID: 2

Name: |Cumams j ‘E‘.upp\ler\fendur ShortHame: |Euua| o j ‘ Q
\Withholding Name: [Equaite H Classification: [ =l
DEA Name: I j ‘

Vendor Status: j' Tyne: I E
Sanctions Status: =2 Persistence: I ﬂ
Address: [Equalta = city: [

Customer Number: Countrny: Q

ID Type: |Tax|demmcalmn Murnber j ‘ State: Q

VAT Registration ID: Postal:

Withholding Tax ID: Bank Account #: |

| Gearch | | Clear | Add Vendar

Search Results g (B 3R ppe Eqort I Laet

Main Information Ault Information

Status Classification Persistence AR Humber Withholding withd Hame VAT Vendor Open For Ordering Sanctions Status

iAnproved | Supplier Regular = Walid

[T 36 mieme [ - [ -

Step Action

15. You can view additional information here, such as the approval status of a vendor,
whether or not withholding is required for the vendor, and if vendor is open for
ordering (indicating if they are eligible to be processed on Purchase Orders and
requisitions).

Page 27




Training Guide

Introduction to Accounts Payable in ARC m

ARC

Favgrites Mam_MenL;
Personalize Content | Layout

‘Menu 2] (=) [x]
Search:
®

[> Columbia Specific

> Supplier Contracts

[> Wendars

[> eProcurement

[» Services Procurement
> Accounts Payahle

> Banking

> Set Up FinancialsiSupply Chain
[» Enterprise Components
[ Warklist

[ PeopleTools

— Change My Password

=

R

Inttp:fFrtstweb.cc. columbia, edu: 1 7080/psp(fng 1 trd/EMPLOYEE/ERP/hy [T 3] meme

Step Action

16. You have successfully searched for a vendor in ARC. For more information on
viewing vendors, you can access the Vendor Processing Course. Now, you can

select the next lesson, Voucher Navigation Overview, where you will learn the
basics of voucher navigation.

End of Procedure.
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Introduction to Accounts Payable in ARC

Voucher Navigation Overview
This is the Voucher Navigation Overview lesson of the Introduction to Accounts Payable in ARC
course. Upon completion of this lesson, you will be able to:

e Access the voucher creation page
o Describe the various voucher styles and types
e Describe the different ChartFields

Estimated time needed to complete lesson: 10 minutes
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Voucher Styles

¢ Invoice

e Check Request
o Employee Reimbursement
e Travel Advance
e Cash Advance
¢« 0OGC

e Petty Cash

e Refund

e Stipend

e ACH Debit

e P-Card

e V-Pay

e Prepayment

Voucher Styles are used to process voucher transactions for specific purposes. The different
voucher styles are summarized here:

Regular Voucher Used to process PO and Non-PO vouchers,

- Regular Non-PQ Vouchers are most likely entered for
invoices, check requests, employee reimbursemesnts,
travel advances, cash advances, petty cash, stipends,
ACH Debit, OGC, and p-card Voucher Types.
Regular PO Vouchers are most likely entered for
invoices, refunds, and check requests.

Prepaid Vouchers Used to process prepayments and advances, Prepaid
Vouchers are most likely entered for travel advance, cash
advance, invoice, and check request Voucher Types.

Reversal Voucher Used to restore encumbrancesto a PO Voucher that

(Central Users Only) referenced the incorrect PO.

Adjustrment Voucher Used to process credit or debit memos against a voucher that has
been pested and thus cannot be modified and/for to relate one
voucher to another.

Journal Voucher Used to process an adjustment to a ChartString allocation
againsta voucher that has been posted and thus cannot be

modified.

Template Voucher Used as a template for generating regular vouchers that

share similar voucher data.

Single Payment Used to process a voucher for a one-time vendar that is not
Voucher maintainad in the master vendor file. Certain integrating systems
will have the ability to process Single Payment Vouchers via the
Inbound Voucher Interface process. Single Payment Vouchers
will not be processed online by departments.
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Introduction to Accounts Payable in ARC

When creating a voucher, you will need to complete distribution line information. The
distribution line is made up of the various ChartFields that exist in ARC. When each ChartField is
selected, the associated numbers/characters for that field are joined together with other
ChartFields to make up the ChartString. Each ChartField component has its own number of
characters. Joining these together creates a unique ChartString which dictates where the funding
for the voucher payment is coming from within the University. The different ChartFields that
comprise the dlstrlbutlon mformatlon on a voucher are as follows:

coum
Columbia

40000
umon

0102102
FREOffice af the

CAPTL
Coptal Projects

Activity

Initiative

01000001
PRE House

CP001005
ARAUDITORI

10001
Fayroll Susense.

01
AUDITORIUM

For the different ChartField definitions and the FAS components they are replacing, click this job
aid. Within ARC, the ChartFields are entered on the Distribution Line, which looks like this:

Select  Line

1

*Unit

Dept

PC Bus Unit

Project

Activity

Initiative

Segment site Fund  Funct

|COLUH Q (60010 Q [0102102Q [caPTL @ [cPoo100iQ o1

Q [10001 @ [01000001Q [1002Q [01/Q [010 |
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Creating Vouchers

Mark receives an invoice for services provided by a vendor. He needs to create a voucher in the
ARC system so that a payment can be generated and distributed to the vendor. The ARC voucher
process varies based on the type of voucher users create, however, in order to start the voucher
creation process, Mark needs to navigate to the voucher creation pages.

Voucher

Eind an Existing Yalue

Business Unit: fcoLum Q

Voucher ID: NEXT

Voucher Style: I Regular Voucher :]
Short Vendor Name: Q

Vendor ID: Q

Vendor Location: Q

Address Sequence Number: 0

Invoice Number:

Invoice Date: 3

Gross Invoice Amount: 0.00
Freight Amount: 0.00
Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

Add

Estimated time needed to complete topic: 5 minutes
Procedure
Welcome to the Creating Vouchers topic. If you have a Voucher Entry Role, you will have the

ability to create vouchers in ARC. In this topic, you will learn how to navigate to the voucher
creation page and complete basic voucher header information.
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Favorites  Main Menu

Personalize Content | Layout

‘Menu

[2] (=] %]

Search:

&

[> Columbia Specific

[> eProcurement

> Accounts Payahle

> Set Up FinancialsiSupply Chain
[ Enterprise Components

[ Warklist

[> PeopleTools

— Change My Pagsword

Training Guide

Introduction to Accounts Payable in ARC

? Help

http:, Fnkstweb cc.columbia. edu: 1 7080/ psp/ S 1 trd/EMPLOYEE/ERPIh

[

€ tnternet

RN

Step

Action

Click the Main Menu button.

ARC™

Favarites | Main Meru

Fersonalize Search Menu:

Menu I

Search: [

Calurnbia Specific
(3 eProcurement
b Columbis 31 accounts Payable
E:EP:SE';E' 0 set Up Financials/Supply Chain
[ et Lp Fit 03 Enterprise Components
I Entergrist £ Worklist
PeopleTools

D iorklist -
L P leT
CHAEY 5] change My Password

— Change b

- v v v v ow v A

? Help

-]

It fFntstweb. cc, columbia, &du: 17080/ psp{fria L trd|EMPLOVEE/ERPs/WEBLIE_PTPP_SC.HOMEFAGE. FisldFarmula. Iscript [

@ mntemet

7 - [Mio0w -
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Step Action

2. Click the Accounts Payable menu.

|*:}_'_‘I Arcounts Payable r

ARC

Favorites | Mair Menu

Fersonalize Search Menu:

Menu I @

Search: 3 Columbia Specific
3 eProcurement
[ Accounts Payable

3 Set Up Finandials/Supply © &9 vouchers
Control Groups

3 Payments
(01 Review Accounts Payable Info

- v "

[» Columbiz
[> eProcure;
[> Accounts
[ et Lp Fil 3 Enterprise Components
I Entergrisi (3 worklist

Piorist 0 pegpleTools

[ PeopleTa
P Cha‘:yggy\ =] hange My Passward

-

ctp: ffnkstweb.cc. columbia. dur1 7080jpsp/Fna1trd/EMPLOYEE [ERP,5/WEBLIB_PTPP_SC.HOMEPAGE FisldFormuls. 15eript L[ | [ |

@ Intemet

R

Step Action

3. Click the Vouchers menu.
|i'1'| Wouchers *
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Favorites  Main Meru
Personalize Is‘""’" Menu: ) ? Help
Menu B
Search: 3 Columbia Specific 4

£ eProturement 4
II;Cpo\umb\e (3 Accounts Payable

eFrocurel
©frtoonte. £ Set Up Financias/Suppy ¢ g VD“”‘T’S 30 addjupdate R
[> Set Up Fit 3 Enterprise Components o gomtro tGrDups 9 Maintain N
[ Enterprisi (3 Worklist o Ray.menAs 5 Payabh
3
I;\;Vurkl‘\s} 1 PeopleTooks Eview ACCounts Payable inmo
i Cig’; Eei D Change My Password
ictp: fFnikstweb.cc. columbia. edur1 7080/psp /g Ltrd/EMPLOYEE/ERP/s/WEBLIE_PTPP_SC.HOMEPAGE FigdFormulatseript s | [ [ [ [ | intemet RN

Step

Action

Click the Add/Update menu to add a new voucher or update an existing voucher.
Ba addfUpdate ']

ARC™

Favarites | Main Meru
Search Menu:

Persunauzel ) ? Help
Menu e
Search: 3 Calumbia Specific 4
3 eProcurement 4
I;C;\umh\a (1 Accounts Payable - x
eFrocurel Wouchers
[ Accounts & setip .Flnancla\sﬁupply[ 3 Contral Groups [0 AddfUpdate
[ et Lp Fit 03 Enterprise Components 0 Payments 3 Mantan D Regular Entry
I Enterpriss O Worklist v |5] woucher Search
PWiarklist ) peopieTook & Feview Accounts Payable o . | Quick Invoice Entry
[> PeopleTa
&_ﬂge_r\ 5] hange My Password [ Delete Voucher
Ity Fritstweb.cc. columbia, £du: 17080/ psp(fne 1 trd[EMPLOYEE/ERF|c/ENTER_WOLICHER _INFORMATI [ [T [3@meme [7a - [Foms -
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Step

Action

5.

Click the Regular Entry menu. You will always select Regular Entry when you are
creating a new voucher.

| [ Regular Entry |

ARC

Favnvr\tes’MainvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Enewwindow 7 Help B nmp

Youcher
I Find an Existing Value Inﬁnﬁwﬂl
Business Unit: COLUMC,
Voucher ID: MEXT
Voucher Style: Reqular Youcher j
Short Vendor Name: Adjustments
Journal Youcher
Vendor ID: Frepaid voucher
Vendor Location: Reqister Voucher

Address Sequence Number:  (Reversal Youcher
Single Payment Youcher

Imsice Number:
Template Youcher

Invoice Date: Third Party ¥oucher
Gross Invoice Amount: n.oo
Freight Amount: 0.0a

Misc Charge Amount: 0.00
Estimated No. of Invoice Lines: 1

Add

Eind an Existing value | Add a Mew Value

. \ o

pone T | mteme [“a = [®ao0w <

Step

Action

There are two tabs on the Add/Update Voucher screen -- the "Find an Existing
Value" tab and the "Add a New Value" tab. To create a new voucher, ensure the
"Add a New Value" tab is selected.
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Favnvr\tes'MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Erewwindow 7 Help B np

Youcher

Find an Existing Yalue

Business Unit: COLUMC,
Voucher ID: MEXT
Voucher Style: Reqular Youcher j
Short Vendor Name: Adjustrments
Journal Vaucher
Vendor ID: Frepaid voucher

Vendor Location: Reqisier Voucher

Address Sequence Number:  |Reversal Woucher
Single Payment Youcher
Template Youcher
Invoice Date: Third Party ¥oucher

Gross Invoice Amount: n.oo
Freight Amount: 0.0a
Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

Invoice Number:

Add

Eind an Existing Value | Add a Mew Value

. \ i

Done T |epmteme [Fa = [®aew <

Step

Action

In entering Voucher Header Information, there is a drop down list of voucher styles
you can choose from. The Voucher Processing Course will provide additional detail
on the different voucher styles.
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Favnvr\tes'MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Youcher

Find an Existing Yalue

Business Unit:
Voucher ID: MEXT

Regularoucher j
Adjustments

Journal Vaucher

Prepaid Voucher

Reqister Voucher

Voucher Style:
Short Vendor Name:

Vendor ID:
fendor Location:
Address Sequence Number:  |Reversal Woucher
Single Payment Youcher

Template Youcher
Third Party ¥oucher

0.0o0

Invoice Number:

Invoice Date:

Gross Invoice Amount:

Freight Amount: 0.0a
Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

Add

Eind an Existing Value | Add a Mew Value

A newwindow 7 Help B nip

neen

Done T T e meeme

R

Action

8. Select Regular Voucher from the Voucher Style list.

aucher

Favnvmtas rvaEnu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry

Youcher

Find an Existing Value ﬂiﬂiwﬂ
COLUMS,

Business Unit:

Voucher ID: ’W

Voucher Style: |Regu\ar\/uucher j
Short Vendor Hame: ’7 Q

Wendor ID: ’7 Q

. |
Vendor Location: Look up Wendor 1D (Al+5)

Address Sequence Number: [i[s}

Imsice Number: |
El
n.oo

Invoice Date:

Gross Invoice Amount:

Freight Amount: 0.0a
Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

Add

Find an Existing Value | Add a Mew Value

4

Erewwindow P Help B nitp

| 3

iavascript:pAction_wind(document. wind, VCHR _ADDSRCH_WW_YENDOR_ID$prompt’;

T T T e e mterne:

RS
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Step Action

9. Click the Look up Vendor ID (Alt+5) button.

Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

Look Up

SetiD: CUSET
Vendor ID: |begms wnhzj‘

Name 1:

Classification:

Persistence:

| LookUp | Clear [ Cancsl |gasic Lookup

Search Results

0000000002 SUPPLIER-001 Supplier vendor
0000000004 EMPLOYEE-DO1 |Employee Yendor
tudent vend

[ L[ [ [ofmeme [ o |

Step Action

10. The "Look Up" Function is indicated by a magnifying glass next to a text field, and
it allows you to locate information through a variety of search methods. In the case
of Vendor IDs, you can search for Vendor IDs or Vendor Short Names that contain
certain values. You can also type partial information to narrow the details returned
in the search .The "Look Up" function is available throughout all modules on a
variety of fields and is a good short cut when you are uncertain of the correct
information.
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Favnvr\tes'MalnvMenu » Accounts Payable > Wouchers » AddfUpdate > Regular Entry

Look Up

SetiD: CUSET
Vendor ID: I begins with %‘
Short Vendor Name:l heging with §‘
Name 1: I begins with__g‘
Classi Ei W |

Persistence: E =

. LookUp | Clear | Cancel Basiclookup

Search Results

Only the first 300 results of a possible 17624 can be displayed

00000000i WP A Yendar (Systemn Tesf]
000000 - on-UP A Wendor (System Test]
lier Vendor

| [ femm= T~ [~

Step Action

11. Select the appropriate vendor ID once you've identified it in the search results. Click
the 0000000003 vendor ID link.
0000000003
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Favnvr\tes'MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Youcher

Find an Existing Yalue

Business Unit:
Voucher ID:
Voucher Style:
Short Vendor Name:
Vendor ID:

fendor Location:

Address Sequence Number:

Invoice Number:
Invoice Date:

Gross Invoice Amount:
Freight Amount:

Misc Charge Amount:

Estimated No. of Invoice Lines: 1

o Add

Eind an Existing Value | Add a Mew Value

A newwindow 7 Help B nip

neen

COLUMQ,
NEXT

|Regu\ar\/uucher j
[sUPFLER DT |2
[oos0000003 |2,

A

Y

[

El
[ um
[ um
[ wm

\ i

Done

[ o - [waoe - g

| € meemet

Step

Action

12.

Click in the Invoice Number field to enter the Invoice Number.

ARC

Favuvmtes
Youcher

Eind an Existing Yalue N

Business Unit:
Voucher ID:
Voucher Style:
Short Vendor Name:
endor ID:

Vendor Location:

Address Sequence Number:

Invoice Number:
Imvoice Date:

Gross Invoice Amount:
Freight Amount:

Misc Charge Amount:

Estimated No. of Invoice Lines: 1

[ oagd

Find an Existing Value | &dd a MNew Value

Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

E ewwindow 7 Help B hitp

hitn

COLUMQ
NEKT

|Regu\ar\/nucher j
[eurrLER T |,
[posonoo03 |2,
ErTIY
e
I

)

| »

Dione

[ [ [ [ [ mnteme V5~ [Fiom -
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ARC™

Step Action

13. Enter the desired information into the Invoice Number field. Enter "Invoice No 1",

ARC

Favnvr\tes’MainvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Enewwingow 7 Help B nmp

Youcher

Find an Existing Value ﬂiﬂiwﬂ

Business Unit: MQ

Voucher ID: ’W

Voucher Style: |Regu\ar\/uucher j
Short Vendor Hame: ’m Q

Wendor ID: ’m Q

Wendor Location: W Q

Address Sequence Number: ,710\

Imsice Number: |\nvmce Mot

Invoice Date: ’|7EU

Gross Invoice Amount: I—UUU
Freight Amount: I—DDD
Misc Charge Amount: I—I]EII]

Estimated No. of Invoice Lines: 1

Add

Eind an Existing value | Add a Mew Value

4 | 3

pone T T [ mteme [“a = [®ao0w <

Step Action

14, Click in the Invoice Date field.

[
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Favnvr\tes'MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Youcher

Find an Existing Yalue

E newwingow 7 Help By

COLUMQ,

Business Unit:

Voucher ID: ’W

Voucher Style: |Regu\ar\/uucher j
Short Vendor Hame: ’m Q

Wendor ID: ’m Q

CHK-O1 aQ
1Q

fendor Location:

Address Sequence Number:

[Inwice mo 1

[
[ um
[ am
Misc Charge Amount: I—I]EII]

Estimated No. of Invoice Lines: 1

Invoice Number:
Invoice Date:

Gross Invoice Amount:
Freight Amount:

o Add

Eind an Existing Value | Add a Mew Value

\ i

Done

T T g e mteme e

Step

Action

15.

Enter the desired information into the Invoice Date field. Enter *3/13/2012".

Youcher

Find an Existing Value ﬂiﬂiwm

Favnvr\tes’MainvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Enewwingow 7 Help B nmp

COLUMQ,

Business Unit:

Voucher ID: ’W

Voucher Style: |Regu\ar\/uucher j
Short Vendor Hame: ’m Q

Wendor ID: ’m Q

Wendor Location: W Q

Address Sequence Number: ,710\

Imsice Number: |\nvmce Mot

EREI R
oo

Invoice Date:

Gross Invoice Amount:

Freight Amount: 0.0a
Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

o Add

Eind an Existing value | Add a Mew Value

| 3

T T g e mteme R
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Step

Action

16.

Click in the Gross Invoice Amount field.

.o

ARC

Favnvr\tes:MalnvMenu > Acmuntgﬂayahle > \Inushers > Addfhvlpdate > Regular Entry

Youcher

Find an Existing Yalue

Business Unit:
Woucher ID:

Voucher Style:

Short Vendor Name:
Vendor ID:

fendor Location:
Address Sequence Number:
Invoice Number:
Invoice Date:

Gross Invoice Amount:
Freight Amount:

Misc Charge Amount:

COLUM
NEXT

|Regu\ar\/uucher
SUPPLIER-DD1 @
nooooooo03 |G,

[eHKDT @

[

[inwaice Mo 1

[srzz02 =
—
[ oo
[ o

Estimated No. of Invoice Lines: 1

Add

Find an Existing Value | Add a Mew Value

E newwindow 7 Help B ity

3

[“5 - [ % 100%

T

Step

Action

17.

Enter the desired information into the Gross Invoice Amount field. Enter "500".
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Youcher

Find an Existing Yalue

Training Guide

Introduction to Accounts Payable in ARC

Regular Entry

D rewwindow 7 Help

Business Unit:

COLUMQ,

Voucher ID: ’W

Voucher Style: |Regu\ar\/uucher j
Short Vendor Hame: ’m Q

Wendor ID: ’m Q

Vendor Lacation: [eHKDT @

Address Sequence Number: ,710\

Invoice Number: [Inwice mo 1

Invoice Date: ’WEU

Gross Invoice Amount:
Freight Amount:
Misc Charge Amount:

500.00
0.on
n.on

Estimated No. of Invoice Lines: 1

Eind an Existing Value | Add a Mew Value

\ i

T T [3 e mieme e

Step

Action

18.

Click the Add button.

FavnvmtasEMainvMEnu > Accounts Payable > Wouchers > AddfUpdate

Reqgular Entry

EREIateanntent @Nemednw ? Help E{Custnm\ze?age htm ]

Payments Youcher Altributes

Business Unit: coLum Invoice No: finvoice Mo 1
Voucher ID: MERT Invoice Date: 031312012
Voucher Style: Regular Voucher Accounting Date: 031372012 [ I

| ‘iew Documents |
Wendor ID: pon00an003 U guppliervendar *Date Dept Rec'd Invoice: [5 Session Defaulls
Shorthiame: SUFPLIER-001 & 3208 Broadway *Service Location: us ~[Attachments (0
Location: CHICO1 Q. MewYork, NY 10027 “foucher Type: l—;[wmmemsgul
*Address: 1 Q

Advanced Vendar Search

Control Group: @ ‘'PayTerms: & oo A Due Now
Invoice Lines: 000 Basis Date Type: Inv Date
“Currency: ‘ Usola, Mon Merchandise Summary PrintInvaice
Miscellaneous: ]
Freight: =
Total: 500.00
Copy From Source Document

Difference: 0.00 PO Unit:

| Caloulate | PO Humber: Copy PO

Invoice Lines

Line: 1

SpeedChart:

Copy From:

(4]

First Ll 1oF1 O

Itern:
Amount :I' Unit Price; Quantity:
CU00000001 @ Line Amount: 500.00
Q Description: |

™ One Asset

Done

[ Fa~[Hooe - 4

| [ mtemet
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Step

Action

19.

On the Invoice Information tab you would then continue to enter voucher line and
voucher distribution information. For now, we are just going to highlight a couple
key fields on the Invoice Information page.

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

Business Unit: COLUM Invoice No: finvaice pio 1

[5] Retated content &0 Mewwindow 7 Help  [& customize Page B np <
Payments Youcher Atributes

Voucher ID: MEXT Invoice Date: 0311372012 &
Voucher Style: Regular Youchsr Accounting Date: 03/28/2012
View Documnents

Vendor ID: 0000000003 A gupplisrvendor *Date Dept Rec'd Invoice: 5 session Defaulls
ShortName: SUPPLIER-001 Q3208 Broadway *Service Location: U5 =]attachments (@
Lacation: CHK-01 Q. Mew York, MY 10027 “Woucher Type: lﬁ(ﬁﬂmmems 0
*Address: 1 &
Advanced Vendor Search
Control Group: @ ‘PayTerms: =il S Due How
Invoice Lines: 0.00 Basis Date Type: Inw Date
‘Currency: ’7USD a Mon Merchandise Summary Printinvoice
Miscellaneous: =]
Freight: =
Total: 500.00

Copy From Source Document
Difference: 0.0o PO Unit:

Invoice Lines

Line:

Calculate PO Number: Copy PO

Copy From:

1 tem:

“Distribute by: Amount :I' Unit Price:
Ship To: CLnoonnaot Q Line Amount:
SpeedChart: A pescription: -
One Asset
4 | » *
Done [ [ [ [ [ mnteme [7a - [Fio0m -
Step Action

20.

See the Voucher Type menu. This is where you would select the Voucher Type that
was discussed earlier in this lesson. The Voucher Type indicates the type of
transaction the voucher is being processed for. Click the Voucher Type list.

[ =
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Favnvr\tes'MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate

Regular Entry

ERelatenCnmem @NEWWmdnw ? Help Efcuammwze?age hrlp ]

([ Payments Woucher Affributes
Business Unit: COLUM Invoice No: Invoice Mo 1
Voucher ID: MEXT Invoice Date: 0311372012
Voucher Style: Regular Youcher Accounting Date: 032812012 [ )
| View Documents |
Wendor ID: pon00an003 R guppliervendar *Date Dept Rec'd Invoice: [5 Session Defaulls
ShortName: SUFPLIER-001 & 3208 Broadway *Service Location: us ~[Attachments (0
Lacation: CHK-01 Q Mew York, NY 10027 ~foucher Type: ﬂ-ﬁmems@
*Address: 1 Q Cash Advanceq
Advanced Yendor Search Check Request
Employves Reim|
Control Group: @ ‘'PayTerms: = oo QU Due Now Invoice
Invoice Lines: 000 Basis Date Type: Inw Date gﬁéﬁ;’;feenera
“Currency: ’7USD a kon Merchandise Summary Petty Cash =
" o] Refunds
Miscellaneous: 71 Stipends
Freight: = Travel Advance
Total: 500.00
Copy From Source Document
Difference: 0.00 PO Unit:

Caleulate |

Invoice Lines

Line: 1

Amount B

CL00000001 Q
Q

SpeedChart:

PO Number: Copy PO

Copy From:

(4]

First Ll 1oF1 O

Itern:
unit Price;
Line Amount:

Description:

™ One Asset

Done

RSN

[ femnm

Step

Action

21.

See the list of available Voucher Types.

Favnvr\tes’MainvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

ERelatenCnmem @NEWWmdnw ? Help Efcuammwze?age hrlp ]

([ Payments Youcher Altributes
Business Unit: coLum Invoice No: finvoice Mo 1
Voucher ID: MENT Imvoice Date: 03713/2012
Voucher Style: Regular Youcher Accounting Date: 037282012 [ )
| ‘iew Documents |
Wendor ID: pon00an003 R guppliervendar *Date Dept Rec'd Invoice: [5 Session Defaulls
Shorthiame: SUFPLIER-001 & 3208 Broadway *Service Location: us ~[Attachments (0
Location: CHK-01 Q. MNew York, MY 10027 “foucher Type: S armnments (o)
*Address: 1 Q
Advanced Yendar Search
Employes Reim)|
Control Group: @, "Pay Terms: = |oo QA pue Mow
Invoice Lines: 000 Basis Date Type: Inw Date gﬁéﬁ;’;feenera
“Currency: ‘ Usola, hon Merchandise Summary Petty Cash e
Refunds
Miscellaneous: = Stiende
Freight: = Travel Advance
Total: 500.00
Copy From Source Document
Difference: 0.00 PO Unit:

Caleulate |

Invoice Lines

Line: 1

Amount

“Distribute by B
Ship To: cuagooooot Q
SpeedChart: Q

PO Number: Copy PO

Copy From:

Itern:

Unit Price:
Line Amount: 500.00
Description: |

™ One Asset

Done

LT [ - [Swoe - 4

| € meemet
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Step Action

22. In order to create the PO Voucher style or create a voucher from an existing
Template Voucher, you can copy existing documents in ARC onto the Voucher. In
order to do this, you would select the Copy From list. Click the Copy From list.

|N|:|ne j|

Favnvr\tes’MainvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

ERelatenCnmem LE’NEWW\TMDW ? Help IL/Cuamm\zePagE hrlp -
Invaice Information Payments Youcher Afiributes

Business Unit: coLum Invoice No: finvoice Mo 1

Voucher ID: MEXT Invoice Date: 031372012
Voucher Style: Regular Voucher Accounting Date: 03/25/2012 [

Wiew Documents
Wendor ID: pon00an003 R guppliervendar *Date Dept Rec'd Invoice: [5 Session Defaulls
Shorthiame: SUFPLIER-001 & 3208 Broadway *Service Location: us ~[Attachments (0
Location: CHICO1 Q MewYork, Nv 10027 “foucher Type: [ Ecomments
*Address: 1 Q
Advanced Yendar Search
Control Group: G 'PayTerms: & oo QA pue Mow
Invoice Lines: 000 Basis Date Type: I Date
“Currency: ‘ Usola, hon Merchandise Summary Frint Invaice
Miscellaneous: =
Freight: o]

Total: 500.00

Copy From Source Document

Difference: 0.00 PO Unit: @
Caleulate PO Numnber: Q Copy PO
Copy Fromm: | =] Go ]

Invaice Lines i First Kl or1 O st
: a =
Line: 1 Item:
“Distribute by Amount :I‘ Unit Price:
Ship To: CL00o00001 Q Line Amount:
SpeedChart: < pescription: |
I One Asset
4 | » i
pone T T [ mteme R
Step Action
23. See the list of available documents you can bring into a voucher.
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Favnvr\tes i MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry
Location: CHK-01 Q. Wew vork, Nv 10027 “foucher Type: [ z]Cumments B
*Address: 1 Q
Advanced Vendar Search
Control Group: @ ‘'PayTerms: & oo A Due Now
Invoice Lines: 000 Basis Date Type: Inw Date
. Ilon Merchandise Summary i
*Currency: ‘ UsD Q Print Invaice
Miscellaneous: =
Freight: =
Total: 500.00
Copy From Source Document
Difference: 0.00 PO Unit:
Calculate PO Number: Copy PO
Copy From:
Invoice Lines i First Kl qor1 O Last
Line: 1 Item:
“Distribute by Amount :I‘ Unit Price:
Ship To: CL00o00001 Q Line Amount:
SpeedChart: Q Description:
I” One Asset
I Caleulate
~ Distribution Lines Customize | Find | e 20 | | B prot D aarn D Last
Exchanis Rate Statistics Assats
::v':"" Line Merchandise Amt Quantity “GLUNit  Account  Openitem  Fund  Dept Initiative Function :ﬁ:“s
= - 1 500.00 COLUNG, Q aQ [ |a Q Q Q Q
4| | D
B save |[S] Moty | |7l Refresh [E Add Updiate/Display |
\n‘umce Information | Pawments | Vaucher Attributes hd
4 3
[T T 3 e mieme [% - " -

Step

Action

24.

At the bottom of the Invoice Information page, you can see the Distribution Line
area. This is where you would complete the relevant ChartField information for this
particular voucher. The ChartFields you see in the actual ARC system may be in a
different order than they are in this training, but the meaning of the field is still the
same. For a reminder about what the different ChartFields mean and see what the
correct order is, you can reference this Job Aid.
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Favnvr\tes i MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry
E Related Content r_E’ MewWindow P Help IL/ Customize Page hitp 2
Infarmation Payments Youcher Alfributes
Business Unit: coLum Invoice No: Invaice Mo 1
Voucher ID: WEXT Invoice Date: 03302
Voucher Style: Regular Voucher Accounting Date: 031372012 [
View Docurments
Wendor ID: pon00an003 R guppliervendar *Date Dept Rec'd Invoice: [ gession Defaults
ShortName: SUPPLIER-001 @ 3208 Broadway *Service Location: us = |&ltachments (I
Location: CHK-01 Q. Mew vork Nv 10027 “foucher Type: [ ]Camments
*Address: 1 Q
Advanced Yendar Search
Control Group: @ ‘PayTerms: = oo QU Due Now
Invoice Lines: 000 Basis Date Type: Inw Date
“Currency: ’7USDQ Mon Merchandise Summary Erint Invoice
Miscellaneous: ]
Freight: =
Tatal: 500.00
Copy From Source Document
Difference: 0.00 PO Unit:
Caleulate PO Humber: Copy PO
Copy From: ]
Invoice Lines ) First K11 oF 1 D' Last
Line: 1 Item:
“Distribute by Amount :I' unit Price;
Ship To: CL00o00001 Q Line Amount:
SpeedChart: Q Description:
I One Asset
4 3
Done T T [ mteme [Fa = [®ew «

25.

You have successfully navigated to the Voucher Creation Page. For additional detail
on creating vouchers, please reference the VVoucher Processing course. Now, you can
select the next topic, Accessing Voucher Related Documents.
End of Procedure.
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Accessing Voucher Related Documents

When a voucher is entered within ARC, data is simultaneously fed to OnBase. Within OnBase,
data is organized according to voucher number. Once a voucher is saved in ARC, users can
navigate to the document management website to print a barcode, which will allow users to scan
documents to OnBase to be associated with the voucher. Once documents are scanned, users can
access the documents via the 'View Documents' button on the Voucher page in ARC. This feature
is frequently used for Reviewers and Approvers when validating voucher information and
deciding whether to approve or deny a voucher.

The following details explain the process for scanning documents:

e The Procurement EDM button -- If there are currently no documents associated with a
voucher number within OnBase, you can push the Procurement EDM button in ARC to
upload documents related to a particular voucher. Upon uploading these documents, they
will automatically be available in OnBase for other users to access

e The View Documents button -- When you push the View Documents button in ARC,

OnBase will generate and display all the documents associated with that particular
voucher number

Estimated time needed to complete topic: 3 minutes
Procedure

Welcome to the Accessing Voucher Related Documents topic where you will learn how to access
the Procurement EDM and View Documents buttons.

ARC|

Home | ‘Workist | AddtoFavortes | Signout
Favuvﬂtes Mavaenu

Personalize Content | Layout
[Menu (= ]

Search:
®

? Help

> Columbia Specific

[> eProcurement

[> Accounts Payahle

> Set Up FinancialsiSupply Chain
[ Enterarise Comparents

[ Warklist

> PeopleTools

— Change My Password

-

Ity Fribstweb.cc. columbia, &du: 1 7080 psp(fnd 1 trd|EMPLOYEE /ERF/hy [ [T [3@meeme [7a - [Foms -
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Step Action

1. Click the Main Menu button.

ARC

Favorites — Main Menu

Personalize Search Menu:

WI‘ ®

Search: [ Columhbia Specific
00 eProturement

ECPO‘Umb‘S 3 accourts Payable
eFrocurel S i

i 3 Set Up Financials/Supply Chain

> Set Up Fii [ Enterprise Components

[ Enterprisi 03 worklist

> iorklist ™ pagpleTools

I: P leT
- ﬁ;ﬁ [ Change My Password

v v e ow v v v A

Inttp:JiFrtstweb.cc,columbia, edu: 1 7080/psp o1 trd/EMPLOYEE/ERP{hy [T 36 meme [ - [ 100% -i
Step Action
2. Click the Accounts Payable menu.
| [ Accounts Payable r
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Favorites  Main Meru
Personalize Is‘""’" Menu: ) ? Help
Menu *
Search: 3 Columbia Specific 4
£ eProturement 4

ECPO‘Umb‘e 3 Accounts Payable

ERIEWEL ) got Up Fnancials/Supply ¢ &1 ouchers '
> Accounts 3 Contral Graups 4
[> Set Up Fit 3 Enterprise Components N
[ Enterprisi (3 Worklist & pay.mgms
E::mGl‘m} [ — 3 Review Accounts Payable Info »

sopleTo
. Charioh D Change My Password

ictp: ffnitstweb.cc. columbia. dur1 7080/psp /g 1trd/EMPLOYEE/ERP/s/WEBLIE_PTPP_SC.HOMEPAGE FigFormulatseript s | [ [ | [ |6 ttemet R

Step

Action

Click the Vouchers menu.
1 wouchers b

Favorites  Main Menu
Personalize Is“'"" Menu: ) 7 Help
Menu *
Search: 3 Columbia Specific 4
03 eProcurement 4

ECPO‘Umb‘e 3 Accounts Payable

eRrocurel 1 Wouchers

[
i iiins 1 Set Up Financials/Supply £ control Groups 5 addfpdate v
> SetUp Fir (& Enterprise Components g " 3 Maintain »
b Enlarprisi £1 Worklst O vt fecounts Pyt
v

I;vakl‘m} £ PeoplcTooks eview Accounts Payable 1o

eopleTo
Charioh D Change My Password

bkt fFnkstweb cc. columbia. edu; 17080 psp/fnd1trd{EMPLOYEE/ERP s/ WEBLIE_PTPP_SC.HOMEPAGE FislFormula.lseript, | | [ [ | 3 [@ ntemet ERErER
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Step

Action

4.

Click the Add/Update menu to locate an existing voucher.
[ 03 add/Update |

ARC™

Favarites | Main Meru

Fersonalize Search Menu:

I ® ? Help
Menu

Search: 3 Columbia Specific
3 eProcurement
[ Accounts Payable

03 set Up Finandials/Supply © 3 Wouchers
3 Control Groups [ AddfUpdate

3 Maintain [5] Regular Entry
I Entergriss 1 Worklist £ Payments

|5] woucher Search
Cworkist = peopleTool 73 Review Accounts Payable inmo 3 -
I PeapleTa P | Quick Invoice Entry

_ Change), =) Change My Password [ Delete Voucher

- v

[» Columbiz
[» eProcurel
[> Accounts
[> Set Up Fit 3 Enterprise Components

-

Inttp: fFrtstweh. oo, columbia. edu: 1 7080/ psp @1 trd[EMPLOYEE/ERP s/ WEBLIE_PTPP_SC.HOMEPAGE. FieldFormula. IScript_, [ [ & [ mnremet R

Step

Action

Click the Regular Entry menu.
| 5] Regular Entry
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry [5]

Enewwindow 7 Help B np

Youcher

e,
Find an Existing Yalue Add

Business Unit: FoLum e
Voucher ID: MEXT
Voucher Style: |Regu\ar\/uucher j

Short Vendor Hame: ’7 Q

Wendor ID: ’7 Q

Vendor Lacation: &

Address Sequence Number: liﬂo\

Invoice Number: [

Invoice Date: ’7@

Gross Invoice Amount: I—UUU
Freight Amount: I—DDD
Misc Charge Amount: I—I]EII]

Estimated No. of Invoice Lines: 1

Add

Eind an Existing Value | Add a Mew Value

4 |

3

avastript:submitAction_wind{decument, wind, #1CSwithMade); T |epmteme [% = [ ® 00m

M7

Training Guide
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Step

Action

search for an existing voucher.

|/ Find an Existing Value §

Click the Find an Existing Value tab. This is the page you will go to if you want to
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ARC

Youcher

Find an Ex

Add & Mew Value

Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry [5]

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

Limitthe number of results to (up 1o 3003 [200 |

oo @
|hegms wnhj|

[begins with =]

Business Unit: ==

Voucher ID:

Invoice Number:

Invoice Date: [= =l [

Short Wendor Name: [begins with =] |

\iendor ID: begins with j| Q

Name 1: hegins with j|

Woucher Style: = j | j
Related Voucher: | heains with j|

Entry Status: [= = =l
Voucher Source: |: j | j

™ Case Sensitive

Search Clear |pasic Search [ Save Search Criteria

Find an Existing value | Add a Mew Value

Enewwindow 7 Help B np

| 3

Done

[

€ tnternet

RN

Step

Action

Number field.

You can search by a variety of fields that comprise the Voucher Header Information.
For this example, we will search by Invoice Number and Date. Click in the Invoice
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Youcher

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

Add a New Value

Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry [5]

Limnit the number of results to (up to 300y (300

Business Unit: = - COLUM Q

Voucher ID: |hegms with j|

Invoice Number:  [beains with ]|

Invoice Date: [= =l [

Short Wendor Name: [begins with =] |

\iendor ID: begins with j| Q

Name 1: hegins with j|

Woucher Style: = j | j
Related Voucher: | heains with j|

Entry Status: [= = =l
Voucher Source: |: j | j

™ Case Sensitive

| Search || Clear |pasic Gearch [E) Save Search Critsria

Find an Existing value | Add a Mew Value

Training Guide

Introduction to Accounts Payable in ARC

A newwindow 7 Help B nip

neen

\ i

Done

| € meemet RSN

Action

Enter the desired information into the Invoice Number field. Enter "Invoice No 1",

Youcher

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

Add a New Value

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry [5]

Litnit the number of results to (up to 300y (200

Business Unit: = - COLUM Q

Voucher ID: |hegms with j|

Invoice Number:  [beains with =] inwaice Na 1]

Invoice Date: [= =l )

Short Vendor Name: [ begins with =] [

\iendor ID: begins with j| Q

Name 1: hegins with j|

Woucher Style: = j | j
Related Voucher: | beqins with j|

Entry Status: [= = |
Voucher Source: |: j | j

™ Case Sensitive

| Search || Clear |pasic Gearch [E) Save Search Criteria

Find an Existing Walue |Add a Mew Walue

A newwindow 7 Help B nip

niEn

| 3

Done

| € meemet

ERERR
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Step Action

9. Click in the Invoice Date field.

Favnvr\tes MalnvMenu > Atmuntg Payable > \Inushers > Addfhvlpdate > Reqular Entry  [5]
D ewtindow  ? Help B http
Youcher
Enter any information you have and click Search. Leave fields blank for a list of all values.
Add a New WValue
Limnit the number of results to (up to 300y (300
Business Unit: - = COLUM Q
Voucher ID: |hegms with j|
Invoice Number: |hegms wwiith jhnumce Mo 1
Invoice Date: [= = [
Short Vendor Hame: [ begins with =] |
Wendor ID: |hegms with j| Q
Name 1: hegins with j|
Woucher Style: = j | j
Related Voucher: | heains with j|
Entry Status: [= = =
Voucher Source: |: j | j
™ Case Sensitive
Search Clear |Basic Search [ Save Search Criteria
Find an Existing value | Add a MNew value
4 | 3
Done T T[4 e mteme ERESTTIEN

Step Action

10. Enter the desired information into the Invoice Date field. Enter *3/13/2012".
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Favnvr\tes MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate

Reqular Entry [g]
E newwindow 7 Help B nmp
Youcher

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

Add & Mew Value

Limnit the number of results to (up to 300y (300

Business Unit: = - COLUM Q

Voucher ID: |hegms with j|

Invoice Number:  [begins with =] [inwaice Na 1

Invoice Date: [= R ECE TR lE]

Short Wendor Name: [begins with =] |

\iendor ID: begins with j| Q

Name 1: hegins with j|

Woucher Style: = j | j
Related Voucher: | heains with j|

Entry Status: [= = =l
Voucher Source: |: j | j

™ Case Sensitive

| Search || Clear |pasic Gearch [E) Save Search Critsria

Find an Existing value | Add a Mew Value

. \ i

Done T T [ mteme [Fa = [®aew <

Step Action

11. Click the Sgarch button.

Favnvmtas 4t rvaEnu > Accounts Payable > Wouchers > AddfUpdate

Reqular Entry (3]
D rew window P Help hrlp =
Youcher

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

Add a MNew Walue

Litnit the number of results to (up to 300y (200

Business Unit: = - COLUM Q

Voucher ID: |hegms with j|

Invoice Number:  [beains with =] [Inwaice Na 1

Invoice Date: [= =] [oar3zoiz &)

Short Vendor Name: [ begins with =] [

\iendor ID: begins with j| Q

Name 1: hegins with j|

Woucher Style: = j | j
Related Voucher: | heains with j|

Entry Status: [= = =l
Voucher Source: |: j | j

™ Case Sensitive

| Search || Clear |pasic Gearch [E) Save Search Critsria

Search Results

Wiew All First [@] 1-2 of 2 [i] Last
Business Voucher Inuoice Grosslnwoice Payment  Invoice  ShortVendor | L Voucher  Related Entry ‘Voucher
n Humber Amount Amount Date Hame e Style Voucher Status  Source
00000572 |Invaice Mo 1 |-100 -1o0 03/132012 |SUPPLIER-001 0000000003 Supplier Vendor Reversal blank; Paostable Online
00000570 Invoice Mo 11500 s00 03/132012 SUPPLIER-001 0000000003 Supplier Vendor Adjustment 00000567 Recycle  Online -
CoLUM 00000567 Inwaice a1 100 100 03/1%2012 SUPPLIER-001 0000000003 Supplier Vendar Regular hlank) Postable |Online
4 |
iavascript:submitéction_winD{document wind, #ICRow1'); [ T | [3ememet ERErER
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ARC™

Step

Action

12.

the 00000570 voucher ID link.
000o00s7 0

Locate the desired voucher ID from the list of search results. Click

ARC

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry [5]

e

@ Related Documents Invoice Information Eayments Youcher Attributes En

[_E’NEWW\TMDW “? Help IL/Cuamm\zePagE hrlp
Tor Summary

Business Unit: COLUM Invoice Date: 03f13i2012

Moucher ID: 00000570 Invoice No: Invoice Mo 1

Woucher Style: Adjustment Invoice Total: 500.00 usD

Contract ID:

endor Name: Supplier Vendor Pay Terms: Due MNow

3208 Broadway ‘oucher Source: anline
Mew York, NY 10027

Entry Status: Recycle origin: OML

Match Status: Mo Match Created: 031362012

Approval Status: Pending Created By: AP_TEST_03

Post Status: Unposted Modified: 03/28/2012

Modified By: AP_TEST_D3
ERS Type: Mot Applicable

Budget Status: Mot Chk'd Close Status: Cpen

Budget Misc Status: Walid

“Wiew Related |Paymem Incjuiry j Go

B save | | ReturntoSesrch | 1] Previousinlist | [+ Mextinlist | [[Z] natity | s Refresh | By sda Upilate/Display,
Summary | Related Documents | Inwaice Information | Pavments | Voucher Attributes | Errar Summary
. | o
pone T T [ mteme [“a = [®aow «

Step

Action

13.

The voucher record has multiple tabs that contain different information. Most
commonly, you will use the Invoice Information tab, where you can edit header,
line, and distribution information. In this example, however, you will access the
Related Documents tab to view related documents.

Page 60




Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry [5]
[=] Retated content

[ Related Documents

1 Invoice Information

Payments || Woucher Attributes

0 Mew Window 7 Help
Error Summary |

Business Unit:
Moucher ID:
Voucher Style:
Contract ID:

endor Name:

Entry Status:
Match Status:
Appraval Status:
Post Status:

Budget Status:
Budget Misc Status:

*Wiew Related

CoLum
noooos7o

Adjustment

Supplier Wendar
3208 Broadway
Mew York, NY 10027
Recycle

Mo Match

Pending

Unposted

Mat Chk'd
Walid

Invoice Date:
Invoice No:

Invoice Total:

Pay Terms:

Woucher Source:

Origin:
Created:
Created By:
Modified:
Modified By:
ERS Type:
Close Status:

|F'aymem\nquiw

=

B) save | & ReturntoSearch | (15 PreviousinList | +E MextinList | =] Netity | |7 Refresh |
J | e J

Surnmary | Related Documents | nwoice Infarmation | Payvments | Woucher Attributes | Errar Surnmar

03nzzonz
Invoice Mo 1
500.00 usD
Due MNow

Online

oML
031362012
AP_TEST_D3
03/28/2012
AP_TEST_03
Mot Applicable
Cpen

Upriate/Display.

Training Guide
Introduction to Accounts Payable in ARC

=

E,/Cuamrmze Page hitp

3

Done

[ fewm

RS

Step

Action

14, Click the Related Documents tab.

Related Documents

Favnvr\tes : MalnvMenu > Acmuntgﬂayahle > \Inushers > Addfhvlpdate > Reagular Entry  [5]
E Related Content @ MewWindow P Help IZ,-/ Customize Page hitp
W" Ivoice Infarmation || Payments | Youcher Attibutes | Error Summary |
Business COLUM A Invoice No: [invaice Mo 1
unit: 00000570 Imvoice Date: 031372012
I\:’uuchel Adjustments
Voucher Yendor D: 0000000003 | PRUDUHEMENTEDM' | Wiew Documents J
Stvle:
~ Payment Details
Scheduledto  Payment Remit ) Remitting  Payment Gross Payment _ _
Payment Status Pay Reference SotiD Remit Vendor Address Method Amount Paid Amount Payment Ci
% Mot Selected for Payment 0232012 CUSET 0000000002 1 CHK 500.00 usD
Ll | 3
|E Sawe &\ Retunto Search | 1] Previousinlist 4 Mextinlist | |[=] Motity | Refresh
Summary | Related Documents | Invoice Infarmation | Payments | Youcher Attributes | Errar Summary
4 | 3
Done T T [ e mieme E R
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ARC™

Step

Action

15.

The Procurement EDM link is where you would go if you wanted to generate a
barcode for this particular voucher. The barcode generated by this button will be

associated with this voucher number and will act as a cover page when scanning
associated voucher documentation into OnBase.

Favnvr\tes MalnvMenu > Acmuntgﬂayahle > \Inushers > Addfhvlpdate > Reagular Entry  [5]
E Related Content r_E’ MewWindow P Help IL/ Customize Page hitp
m Invoice Information Eayments Youcher Attributes Errar Summary
Business COLUM A Invoice No: [invaice Mo 1
unit: 00000570 Imvoice Date: 031372012
I\:’uuchel Adjustments
N Wendor ID: PROCUREMENT EDM
Voucher R
Stvle:
- Payment Details Customize | Find N T
Scheduledto  Payment Remit ) Remitting  Payment Gross Payment _ _
Payment Status Pay Reference SotiD Remit Vendor Address Method Amount Paid Amount Payment C1
% Mot Selected for Payment 0232012 CUSET 00000000032 1 CHK 500.00 usD
a | |
B Save | {4 Returnto Search | 1E Previousinlist | +E MextinList | =] Motify | Refresh B eldl Update/Display
Summary | Related Documents | Invoice Infarmation | Payments | Youcher Attributes | Errar Summary
4 3
Done T T [ e mieme E R

16.

existing documents associated with this voucher.

Once documents have been uploaded into OnBase using the Procurement EDM
button, you can then use the View Documents button to open OnBase and view an
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< ﬁ'm:c Configuration - Windows Internet Explorer
Fa¥ [@] hetps: fonbasedevweb3.ais. columbia.edu/CB_P5_SS0jAnc[AccDocAttach, asp: =
- - 3
] - E Ea " E Loy 2 s
Select Folder Select Document Type
<< Select Folder Types: =1 = 57
Clear Al
M
OnBase Keyword Types
[
4
B
54/
Done T T [ 6 mternet [Fa - [Rwom -

Training Guide
Introduction to Accounts Payable in ARC

:!‘jstartH é | # requler Entry - windows... |[ @ acc configuration- W... !T:
Step Action
17. You have successfully learned how to navigate to the Procurement EDM and View

Overview.
End of Procedure.

Documents buttons. You can now select the next lesson, Accounts Payable Inquiry
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Accounts Payable Inquiry Overview

This is the Accounts Payable Inquiry Overview lesson of the Introduction to Accounts Payable in
ARC course. Upon completion of this lesson, you will be able to:

o Access the various inquiries available in the Accounts Payable Module
o View the Approval path and history of Accounts Payable transactions

Estimated time needed to complete lesson: 5 minutes
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Accounts Payable Inquiry

Within Accounts Payable, there are a variety of inquiries that can be accessed to review
transaction information. Most users will have the ability to perform inquiries on Vendors,
Vouchers, and Payment Information. The following topic will outline how to navigate to these
different inquiry screens.

In this scenario, Mark successfully processed a voucher for services rendered by a vendor. He
wants to inquire as to whether the voucher has been posted or not. In order to do so, Mark needs
to navigate to the voucher inquiry page. This page will provide voucher information to allow
users to determine whether a voucher has been posted. The Voucher Inquiry Page provides
additional voucher information to include voucher statuses, invoice information, and payment
information.

ORACLE"

Favorites = Main Manu Accounts Payable > Review Accounts Payable Info > Vouchers >  Voucher

Home | workist | Add to Faverites)

Enewwindow 7 Help [ Customize Pag

Voucher Inquiry

Search Name JALL
From
Business Unit COLUM

To
coLum
Voucher ID

Invoice Id

Vendor SetlD CUSET
Short Name

Vendor Name 1

Vendor Name 2

Lppp pLHO

Vendor ID

Vendor Location

Entry Status [
Accounting Dt

Imvoice Date |
Due Date

Hprrrpppppr R

HEE G
EEEE

Entered Date

Origin Set ID
Origin

2o EEEE

Estimated time needed to complete topic: 5 minutes

Procedure

Welcome to the Accounts Payable Inquiry topic. Most Accounts Payable users will have the
ability to inquire on a variety of information in the Accounts Payable Module. In this topic, you
will learn about the different Accounts Payable Inquiries and see an example inquiry.
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Introd

Lehon 0 A ARC™
uction to Accounts Payable in ARC

ARC

Favorites  Main Menu

Personalize Content | Layout ? Help
‘Menu 2] (=) [x]
Search:

&

[> Columbia Specific

> Employee Sel-Serice

> Supplier Contracts

[ Vendors

[» Procurement Contracts
> Purchasing

[> eProcurement

[> Services Procurement

[» Accounts Payahle

[ Enterprise Companents
[ Warklist

> Reporting Tools

> PeopleTools

— Change Wy Password

=

Inttp:JiFrtstweb.cc,columbia, edu: 1 7080/psp/fo1 trd/EMPLOYEE/ERP{h/ [T 36 meme R

Step

Action

Click the Main Menu button.

Favarites | Main Meru
Personalize IT“"" LD ® ? Help
Menu -
Search: 3 Columbia Specific 4
1 Employes Self-Service 3
:;g“‘”lmh‘i [ Supplier Contracts 4
mployee R
[> Supplier ¢ £ vendors
b yendors  CJ Procurerent Cantracts 4
I Pracurerr [ Purchasing 4
Ezg:z:ii’l 3 eProcurement 4
b Semvices| 1 Services Procurement 4
I Accounts [ Accounts Payable b
[» Enterprisi (] Enterprise Components 4
[ Worklist
Worklist: 4
[ Reparting o |s.
[ PeopleTo 1 Renorting Toals 4
- Changet (3 PeopleTools 4
D Change My Password
ity Fritstweb.cc. columbia, edu; 1 7080/ psp(fns 1 trd|EMPLOYEE /ERF]hy [ [T [3@meme [7a - [Foms -
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Step

Action

Click the Accounts Payable menu.

| [ Accounts Payable r

ARC™

Favorites | Mair Menu

Fersonalize Search Menu:

Menu I

Search: 3 Columbia Specific

1 Employes Self-Service
[ Columbiz 5 g peler Contracts

> Employes
[> Supplier ¢ £ vendors

[ Vendors
[ Procurerr (3 Purchasing
[> Purchasit
[ eProcurel
I Services | (3 Services Procurement

I Accounts [ Accounts Payabils

3 eProcurement

[ Worklist
[ 2 worklist

I FeopleTa 3 Reporting Tools
- Changeh (3 PeopleTools
D Change My Password

3 Procurement Contracts

[» Enterprisi (] Enterprise Components

v v v v v v v A

3 wouchers »
3 Review Accounts Payable Info

0
3

-]

ctp: ffnkstweb.cc. columbia. dur1 7080jpsp/Fna1trd/EMPLOYEE [ERP,5/WEBLIB_PTPP_SC.HOMEPAGE FisldFormuls. 15eript L[ | [ |

[ [ nternet

[Va - [ ® 00

T 4

Step

Action

Click the Review Accounts Payable Info menu to display the different categories
of inquiries in Accounts Payable.

| [ Review Accounts Payable Info k |
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ARC

Favorites  Main Meru
Personalize Is‘""’" Menu: ) ? Help
Menu a
Search: 3 Colurnbia Specific 4
0 Employes Self-Service 4
Ego‘ulmb‘e 03 supplier Contracts 4
rmplaye: )
- Supplier ¢ ) VENEDTS
[ Vendors - Procurement Contracts 4
[ Procurerr (3 Purchasing '
I;F;n:has\r 3 eProcurement 3
s ;E:slc;;rse: (3 Services Procursment 4
I Accounts 1 Accounts Payable
b Enterarisi (3 Enterprise Components | Woudhers '
DWarklist st [ Review Accounts Payable
> Reporting [ Payables Search Criteria
I PeopleTn ) Reporting Tools ' 3 Wouchers [5] AP search Citeria
— Changet (3 PeopleTools 4 £ Interfaces -
|=] Change My Password £ Payments N
3 Vendar »

=

T [ e meeme:

AR

Step

Action

Click the Payables Search Criteria menu. This will help define AP Search Criteria.
| [1 Payables Search Criteria |

Fawgrites ~ Main Menu
Personalize Ise'"" LD ® ? Help
Menu -
Search: 3 Columbia Specific 4
1 Employes Self-Service 3
:;g“‘”lmh‘i [ Supplier Contracts 4
mmployee »
[> Supplier ¢ £ vendors
b yendors  CJ Procurerent Cantracts 4
I Pracurerr [ Purchasing 4
Ezg:z:ii’l 3 eProcurement 4
b Semvices | 1 Services Procurement 3
I Accounts [ Accounts Payabile
b Enferprisi [ Enterprise Components | ¥ouchers 3
UWorkist ot (1 Review Accounts Payable
> Reporting ) (1 Payables Search Criteria 3
[ PeopleTo 1 Renorting Toals G 5 Vouchers
~ Change . £3 PeopleTooks ' 3 Interfaces [5] accounting Entries
[ change My Password 9 Payments [5] EE Joumal Entry Dril Down
& Vendor |] Document Status
[5] Jgurmal Oril Down
[5] Match waorkbench
D Unbalanced Accounting Entries
| waucher
Done [ [T [3@meme 75~ [Foes -
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Step

Action

| [ Wouchers

Click the Vouchers menu. Here you can inguire on voucher Document Status,
Voucher Status, Journal Entry Status, and Matching Status related to VVouchers.

ARC

Favorites  Main Meru

Personalize Search Menu:

o

Search: [ Columhbia Specific

0 Employes Self-Service
3 Supplier Contracts

03 wendors

3 Procurement Contracts
3 Purchasing

03 eProcurement

(3 Services Procurement

[ Accounts Payable

[0 Enterprise Companents
03 worklist

1 Reparting Tools

[ PeopleTools

|=] Change My Passward

[> Calumbiz
[ Employes
I Supplier ¢
[ Vendars

[ Procurem
[ Purchasir
[» eProcurer
[> Services |
[> Accounts
I Enterpris:
[ Warklist

> Reporting
> PeopleTo
— Change

v v v e ow v v v A

3 vouchers

] Rewiew Accounts Payable
b
»

»

3 Payables Search Criteria
3 vouchers

[0 Interfaces

3 Payments

3 Vendar

>
»

[ Purchase Order

¥

=

ictp: fFnistweb.cc. columbia. edur1 7080/psp /9 1trd/EMPLOYEE/ERP/s/WEBLIE_PTPP_SC.HOMEPAGE FisldFarmua seript o[ | [ [ |

| € meemet

|75 - [ 100

T 4

Step

Action

Click the Interfaces menu. Here you can inquire on the status of Purchase Orders as
they relate to PO Vouchers.

1 Interfaces
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— Change

ARC

Favorites  Main Meru

Personalize Search Menu:

o

Search: [0 Columbia Specific

0 Employes Self-Service
3 Supplier Contracts

3 Wendors

3 Procurement Contracts
3 Purchasing

03 eProcurement

(3 Services Procursment
[ Accounts Payable

3 Enterprise Components
03 worklist

1 Reparting Tools

[ PeopleTools

[5] hange My Password

[ Calumbiz
> Employes
I Supplier ¢
[ Vendors

[ Procurem
[ Purchasir
[> eProcure;
[> Services |
[> Accounts
[ Enterpris
[ Warklist

> Reportine
> PeopleTo

- v v e e v v v A

3 vouchers

3 Review Accounts Payable
»
»

»

(3 Payables Search Criteria
3 vouchers

3 Interfaces

1 Payments

3 Vendar

[5] Detail Data

[5] Summary Data
|] Document Status
[ Payment

[=] Prepayments

=

I B -1 - T

AR

Step

Action

Click the Payments menu. Here you can get detailed or high level information
regarding payments, prepayments, and Payment Document Status.
| [ Payments
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Favorites  Main Meru
Personalize Is‘""’" Menu: ) ? Help
Menu Y
Search: 3 Colurnbia Specific 4
0 Employes Self-Service 4
Ego‘ulmb‘e 3 Supplier Contracts 4
rmplaye: »
- Supplier ¢ ) VENEDTS
[ Vendors - Procurement Contracts 4
[ Procurerr (3 Purchasing '
I;F;n:has\r 3 eProcurement 4
b ;E:slc;;rse: (3 Services Procursment »
I Accounts 1 Accounts Payable
b Enterarisi (3 Enterprise Components | Woudhers g
DWarklist st [ Review Accounts Payable
> Reporting (3 Payables Search Criteria 3
b PeopleTa 1 Reparting Tools » 1 vouchers v
— Changet (3 PeopleTools 4 03 Interfaces N
| Change My Password £ Payments »
[ Wendor
5] Aging
[ Wendar Match Metrics
[ Contact
[=] Corwersation
Done [T T [ mteme R

Step Action

8. Click the Vendor menu. Here you can inquire on Aging, Vendor Conversations,
Vendor Contacts, and Vendor Match Metrics.

1 wWendor
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Favorites

Personalize

[ Calumbiz
> Employes
I Supplier ¢
[ Vendors

[ Procurem
[ Purchasir
[> eProcure;
[> Services |
[> Accounts
[ Enterpris
[ Warklist

> Reportine
> PeopleTo
— Change

ARC

Main Meru

Search Menu:

Columbia Specific
Employes Self-Service
Supplier Contracts
‘endors

Procurement Contracts
Purchasing
ePracurement

Services Procurement
Accounts Payable
Enterprise Components
Worklist

Reporting Tools
PeopleTools

(5] Change My Password

reroppoooopeoe e

“*

3 vouchers
3 Review Accounts Payable

»

(3 Payables Search Criteria
3 vouchers

3 Interfaces

3 Payments

3 Vendar

? Help

=

[ Y- T

RN

Step

Action

Click the Vouchers menu to see an example inquiry.

| 1 Wouchers

3

ARC™

Favarites | Main Meru

Search Menu:

Persunauzel ® ? Help
Menu -
Search: 3 Columbia Specific 4
1 Employes Self-Service 3
Eg:ﬂ‘”lmh‘i [ Supplier Contracts 4
DSupppﬁszf 01 vendars 4
b yendors  CJ Procurerent Cantracts 4
I Pracurerr [ Purchasing 4
Ezg:z:ii’l 3 eProcurement 4
b Semvices | 1 Services Procurement 3
I Accounts [ Accounts Payable
[» Enterprisi (] Enterprise Components £ Vouchers :
UWorkist ot [ Review Accounts Payable
> Reporting ) (1 Payables Search Criteria 3
[ PeopleTo 1 Renorting Toals G 5 Vouchers
~ Change . £3 PeopleTooks ' 3 Interfaces [5] accounting Entries
[ change My Password 9 Payments [5] EE Joumal Entry Dril Down
& Vendor |] Document Status
[5] Jgurmal Oril Down
[5] Match waorkbench
D Unbalanced Accounting Entries
| waucher
=
etp: ffnistweb. cc. columbia. edur1 7080jpsp g Ltrd/EMPLOYEE/ERP/S/WEBLIB_PTPP_SC.HOMERAGE FieldFormuatseript .| | [ [ [ [ [@ mneemer 7 - [Hio0w -
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Step

Action

10.

Click the Voucher menu.
| ] vaucher

worklist | Addto Favorites |

Favarites © Man Menu > Accoumgpayable > Rewewnccounvts Payable Info > Vaushers > woucher
D rewwindow P Help E,/Custum\zePage hrlp =

Voucher Inquiry

Search Criteria

Search Name ‘ALL
From
Business Unit [caLum

To

[coium
[
[

Voucher ID

Invoice Id
Vendor SetlD CUSET
Short Name

Wendor Name 1

Vendor Name 2
endor ID
Ventlor Location
Entry Status
Accounting Dt

LLLL pLLA

Invoice Date
Due Date

Entered Date

Origin Set ID ‘
Origin I
Control Group ID ‘
\
\

L L EEEE

Contract ID
Lease Number
PO Business Unit
Purchase Order |
item ID [
*Amount Rule Any
Amnnnt |

LH pLLLEEEENRLLLLLLLLL L
!

Ll

Done [ [ meme [7a - [Foms -

Step

Action

11.

There are a variety of ways to filter voucher information depending on what you are
looking for. In this scenario, voucher information will be filtered by the date the
invoice dates .Click in the Invoice Date From field. Enter the desired information
into the Invoice Date From field to enter the first date you would like to narrow the
results by. Enter "1/1/2012".
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Favnvr\tes'MalnvMenu » Accounts Payable > Review Accounts Payable Info > vouchers > Youcher

[_EINEWW\TMDW “? Help Efcuammwze?age hrlp -

=

Voucher Inquiry

Search Criteria

Search Hame JaLL
From
Business Unit CoLuUM

COLUN

Voucher ID
Imvoice Id
Vendor SetiD [cuseT
Short Name ‘
Vendor Name 1

RLpLLL LPP

\
Vendor Name 2 ‘
Vendor ID ‘

Vendor Location
Entry Status
Accounting Dt
Invoice Date 10112012
Due Date

[z (= = =

Entered Date
Origin Set ID
Origin

Control Group ID
Contract ID
Lease Number
PO Business Unit
Purchase Order
ttem ID [
“Amount Rule Any

Amnunt |

Done T T [ e mteme R

felyel

LL LLoLEHEENLLLLLLLLL L
l

Kl

Step Action

12. Click in the Invoice Date To field.

Favarites | Main Menu > Accountgpayable > RewewAccounvts Payable Info > Vaushers > Woucher

Enewwindow 7 Help & customize Page Blnmg ]

neen

Voucher Inquiry

Search Criteria

Search Name oL
From
Business Unit [caLum

Te

[T
[
[

Voucher ID
Invoice Id
Vendor SetlD CUSET
Short Name
Wendor Name 1

Vendor Name 2
endor ID
endor Location
Entry Status
Accounting Dt
Imwice Date 1012012
Due Date

LLLL pLL

Entered Date

L L EEEE

Contract ID
Lease Number
PO Business Unit
Purchase Order [
Item ID [
*Amount Rule Any

Armnunt |

Done [ [ [ [3@meeme [7a - [Fiom -

\
\
Control Group ID ‘
\
\

LL pLoLoEEEELLLLLLLLL L
!

Ll
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uide
ARC

Step

Action

13.

Enter the desired information into the Invoice Date To field. Enter *1/31/2012".

ARC

Favnvr\tes’MainvMenu > Accounts Payable > Review Accounts Payable Info > vouchers > Youcher
Invoice Date (101020712 (1412012

Due Date

Entered Date

Origin Set ID
Origin [
Control Group 1D [
Contract ID
Lease Number
PO Business Unit
Purchase Order |
ttem ID [
“Amount Rule Any
Amount

pPL LLoPLpEEE

L]

currency
“Woucher Style All Vouchers
Post Status
Approval Status
Voucher Balance

Ll 2

Voucher Source
User ID
GL Business Unit

Account
Department
VAT No
Process Instance ‘
Match Status | |

Sanctions Status | j

Max Rows 300 Search Clear | |

“Sort By: [woucher i =1 [ Sort Display

PSP [#crending ~1

=

[T 36 meme Y

Step

Action

14.

Click the Search button.
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Favnvr\tes'MalnvMenu » Accounts Payable > Review Accounts Payable Info > vouchers > Youcher

epanunsn

‘ “
VAT No [ El
Process Instance [
Match Status I ﬂ
Sanctions Status [ =l
Max Rows 300 Search Clear
“Sort By [woucher 1D =l Sor Dispiay
“Sort AsciDesc: |A55E"Um§l =1

Amounts | More Details | endor Details
VoucherID  Invoice Humber Invoice Date  Vendor ID Entry Status A':E”r:'t':i'g;“g E :“';'; wD’:':é':['mh In';::’m;'i';n spzzf:i'
COLUM 00000001 APGRTLGPSDISTEP? 01/04/2012 0000000003 Postable :;I;‘]\mah\e B
COLUM 00000002 APCRTLGPSO!STEP3a 01/04/2012 0000000003 | Postable Eg';”cab‘e El
COLUM 00000003  APGENPYMTOSTEPTA 01/04/2012 0000000003 Postable :;I;‘]\mah\e B
COLUM 00000004 APGENPYMTO1 STEPTAT 01/04/2012 0000000003 | Postable Eg;ucame El
COLUM 00000005  APGENFYMTO!STERTAZ 01/04/2012 0000000003 Fostable :;:mab‘e B
COLUM 0000000 test datal 01/05(2012 0000000003 | Postable B Ep”;utame ]
COLUM 00000007  testpayiment 1 01052012 0000000003 Fostable = :;:mab‘e
COLUM 00000008 test payment 2 01/05/2012 0000000003 | Postable B Epﬂé”came £
‘COLUM 00000003 APENTRVCHROZETER2 01/05/2012 0000000003  Postakle | L\‘" ol _‘Eﬂ
4 »
Done T T [ e mteme [Fa = [®ow «
Step Action

15.

In the area below the search fields, all the vouchers that meet your search criteria are

displayed. In addition to seeing basic voucher data, such as voucher ID and vendor
ID, you can see things such as whether a VVoucher has been Matched or not or is
waiting to be Matched.
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Favnvr\tes : MalnvMenu > Acmuntipayah\e > Review AE[DIJI‘\vtS Payable Info > \fuughers > voucher
Zore . : —_ "
*Sort AsciDesc: |Ascandmg = =
[ Display Curreney Criteria
Amourts | ore Detels | endor Details
5::"'“5 Voucher ID  Invoice Humber Invoice Date  Wendor ID Entry Status A°E°:t':i'§;"g ;‘t:t‘z'; wn':':;g['wh ";::’::;m“ iz;?:
COLUM  nooonnt  APGRTLGPSN1STER: OUN4ZM2  0N00DANO0E  Fostable :’f’;“came E
COLUM 0000DD0Z  APCRTLGPSO1STEPZa 01042012 DO0ODOOD03 | Postable :;‘]“Eamg E
COLUM  N0ODAD3  APGENPYMTO1STERTA 0422 0N00DAN00E  Fostabls E’f’;‘icame E
COLUM  0000DD04  APGEMPYMTO1STEPTAT 01042012 DOOODOOO0Z  Postable :E:]“Eamg E
COLUM  N0ODADS  APGEMPYMTO1STERTAZ OUBA2I2  DN0ODANO0G  Postabls ,Tg';”came E
COLUM  0000DD0S  test datal D0SE01Z | D00ODOO003 | Fostable :E:]“Eamg
COLUM  0n000A07  test payment 1 OUNSE02  0N0ODAOO0G  Postabls B E;:ﬂicah\e
COLUM  00DODOOS  test payment 2 D0SE01Z | D00ODOO003 | Fostable B :;:mab‘e E
COLUM  0n000AnS  APENTRYCHRAZSTEP2 OUNSE02  0N0ODAOO0G  Postabls E;é”camg &
COLUM 00000010 APEWTRYCHROZSTER3 00SE01Z | D00ODOO0OE | Fostable :;:mab‘e E
COLUM  OnoODmi2  YausherSscurity! DSR2 DN00D0O002  Postabls E;é”camg &
COLUM 00000013 Testinvaice 2 DUDSROIZ 0000000002 e Memicable B
COLUM  ON0OD014  APENTRYCHROZSTEPS DSR2 DN00nnoon3 Em“:f :;é”mme B
. ‘COLUM 00000015 APENTRYCHROZSTERS 01052012 0000000003 | Fostable | P E,ﬂ
] [a - [®i0e -
Step Action

16.

In addition, you can see Payment Information and Scheduled Payments.

Favnvr\tes ! MainvMenu > Accounts Payable > Review Accounts Payable Info > Wouchers > Youcher
Suivuy. T r— =l
“Sort AsciDesc: [Azcending = |
D Display Curreney Criteria
Amourts More Details Wendor Details
Business . _ Accounting  Match Match Payment Schedt
= Voucher ID  Invoice Humber Invoice Date  Vendor ID Entry Status e Exts WorkBench | Information  Payme
COLUM anpoonant - APCRTLGPSD1STERE 01/04/2012 0000000003 Pastable Applicale El
coLum aoooonnz - APCRTLGPSO1STER2a 017042012 0000000002 | Postahle :{?{:\IEEME [5
COLUM anpoonn3  APGENPYMTO1STERTA 01/04/2012 0000000003 Pastable Applicale e
coLum a00oonnd  APGEMPYMTO1STERTAL 01/04/2012 0000000002 Postahle :{?{‘]\IEEME [5
COLUM anpoonns  APGENPYMTO1STERTAZ 01/04/2012 0000000003 Pastable Elgl;\itab\e e
= Mot
CoLum aoooonos  test datat 017052012 0000000002 Postahle F@ applicable @
COLUM anpoonan? - test payment 1 01/05/2012 0000000003 Pastable r:;l;\itab\e
= Mot
CoLum aoooonog  test payment 2 01092012 0000000003 | Postahle r‘E applicable E
CoLUmM anpoonns  APENTRYCHRO2STEP2 01/05/2012 0000000003 Postable E;:ﬂitah\e [
coLum ao0oon10 APENTRVCHROZSTERS 01/05/2012 0000000003 | Postakle :;;‘mab‘e El
Mot
CoLum onpooni12 - VoucherSecurity! 01/05/2012 0000000002 Postable Applicable El
COLUM 00000013 Testimoice 2 sz ooooooogoz R ot E
Woucher Applicahble
Template Mot
CoLum onpoon14  APENTRYCHRO2STERS 01/05/2012 0n0oonnoos e - Applicable ]
‘COLUM 00000015 APENTRVCHROZETERS 01/05/2012 0000000002 |Postahle | ’:‘,ULH,L_ Bl
4 3
[T T T [ meme [%5 - [0 -
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Step

Action

17.

To see additional details on a certain payment, click the Payment Info button
associated with the Voucher you would like to view.

=

ARC™

Favarites © Man Menu > Accuumir—‘ayab\e > Review Accourlts Payable Info > Voughers > youcher
ENewwindow  ? Help  [F Customize Page hrlp
Back To Yaucher Inguiry

Business Unit: coLum Voucher ID: 00000006 Invoice Number: testdatat

Wendor Name: SUFPLIER VENDOR Vendor Location: CHK-01

Gross Invoice Amount: 100.00 Transaction Currency: Ush

H ' First K1 0r1 L aat

Bank  Bank Bank Payment ::2:::35 Applied Ibayrment Date Payment Payment Voucher Paid e

Setll  Code Account  Reference D Voucher ID & Amount Currency Amount Y™

CUSET CHASE DISB 0000000001 01/05i2012 45000 USD 100.00 Paid

[ [T [ meme [7a - [Foms -

Step

Action

18.

See the amount that was paid, payment status, and payment date.
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Favnvr\tes i MalnvMenu > Accounts Payable > Review Accounts Payable Info > Wouchers > Youcher
[_EINEWW\TMDW “? Help Efcuammwze Page hrlp
Back To Youcher Inguiry
Business Unit: COLUM Voucher ID: 00000006 Imvoice Number: test datal
WVendor Name: SUPPLIER YENDOR Vendor Location: CHE-M
Gross Invoice Amount: 100.00 Transaction Currency: ush
Applied . 5
Bank  Bank Bank Payment " Applied Payment Payment ‘oucher Paid
Setll  Code Account  Reference ID ﬁ::'“e“ Voucherip eyment Date Amount Currency Amount Feyment Status
CUSET CHASE  DISB 0000000001 01/0%¢2012 450.00 USD 100.00 Paid
[T 36 mieme [% - [®Rwr -

Step Action

19. Click the Back To Voucher Inquiry link.
[Back To Youcher Inguiry

Favarites © Man Menu > Accuumir—‘ayab\e > Review Accourlts Payable Info > Voughers > youcher

Process Instance ‘ ﬂ
Match Status | j

Sanctions Status | ﬂ

Max Rows 300 | Search | o Clear |

SSertCriteria
“Sort By: [Voucher o =l | SoDisplay |
“Sort Asc/Desc: [Ascending =

Voucher Inquiny Results

Amourts lors Details

Business § § Accounting  Match Match Payment Sched:
e Voucher ID  Invoice Humber Invoice Date  VendorID  Entry Status el Wty | ot | o
COLUM 00000001 APCRTLGPS01STERE 01/04/2012 0000000003 Postakle :;;;Hcab\e E
CoLumM 00000002 - APCRTLGPSO1STEP3a 01/04/2012 0000000003 Postable :;:ﬂicah\e E
COLUM 00000003 APGENPYMTO1STERTA 01/04/2012 0000000003 Postakle :;;;Hcab\e E
CoLumM 00000004 APGEMPYMTO1STEPTAT 01/04/2012 0000000003 Postable :;:]\iuah\e Bl
COLUM 00000005 APGENPYMTO1STEPTAZ 0150472012 0000000003 Postable :;:’l\ltab\e [&

= Mot
coLum 00000006 test datal 01052012 0000000002 Postahle ré applicable
COLUM 00000007 test payment 1 01/05/2012 0000000003 Postable Applicable
coLum 00000008 testpayment 2 01/05/2012 0000000002 Postahkle B hiot e
par = applicable
COLUM 00000008 APENTRYCHROZSTER2 01/05/2012 0000000003 Postable E;l;\itab\e E
[t tonmoen_lhecurnouoniczee AtmERAT AanAnaanna | Bactmi | Mot ohd
4 »
[0 [ [ [ meeme 7o~ [Foms -
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Step Action

20. Click the Acctg Entries button.

<

{2 Accounting Entries - Windows Internet Explorer
Fa

——
(=

N ™ e
e [ et rtstuveb. o columbia,edu; 170801pspifna1trd_ziEMPLOYEE ERPicENTER_vaucHeR_ThFormaTiZ] | 44| X | [ 2 Lve search e
| Fle Edt Vew Favories Took Hep

| ¢ Favorkes ‘ 95 & SuggestedSites = & Web Slice Gallery =

(& hccounting Entries

s| ARC™

Favarites

Main Menu > Accoumgpayable > Rewewnccounvts Pavable Info > Vaushers > ACCOUNting Entries

D Mews Window P Help E{‘Cuslum\zePage hnp =

neEp

Voucher Accounting Entries

B
| 'Business unit: COLUMQ, Voucher ID: oonoonng (& jypice Mumber: test datat
l *Accounting Line View Option: Standard d I™ Show Foreign Currency Searc
B
u
Invoice Date: 011052012 Vendor ID: 0000000003 Vendor Name: Supplier Vendor
qd
Accounting Information
[«
Posting Process: AP Accrual GL Dist Status: Distributed
qd
Chartfields Journal
[«
Monetary Amount Currency Code Ledger 6L Unit
C test datal 100.00 UsSD ACTUALS CoLUm
Intra Fund Receivahle/Payable -100.00 USD ACTUALS COLUM -
| | »
o [pane [T T 6 meeme [~ [®Rwmw -
P
coLum aoooonoe  test payment 2 01/0%/2012 0000000002 | Postahle £ et El
Py = Applicable

COLUM anpoonns  APENTRYCHROZETER2

Mot
01/05/2012 0000000003 Postable Applicable E
ot nmnnaninsoewTencusaerees 0ozroo loonononoos loio L 57
Histart| | & | @ voucher - windows Inter... |[ @ Accounting Entries - .. [«

Step Action

21.

See the Accounting Entry information for this voucher.
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Bl /7 Accounting Entries - Windows Internet Explorer =
Fay ey |E http: ffntstweb. cc columbia.edu; 17080jpspjfn1trd_2{EMPLOYEE JERPIC/ENTER_YOUCHER_INFORMATI 7] \5\ \z‘ |,O Live Search \EB |
: Fle Edt View Favorites Tooks Help
| S Favorkes | ol | SuggestedSites | Wb Sice Gallery +
/@ Accounting Entries - - [ @ v Page~ Sefety+ Took+ @
o ARC™ |
Favnvr\les : Mall‘\vMEﬂLl > Acmuntgﬂayahle > Review Atmurlts Payable Info > Vnushers > Accounting Entries
*Accounting Line View Option: | S1andard ] | Show Foreign Currency Im—
Invoice Date: 01/056/2012 Vendor ID: 0000000003 Vendor Name: Supplier Vendor
‘ Accounting Information
' Posting Process: AP Accrual GL Dist Status: Distributed
v
d [ Chartfisis | Journal |
Description Monetary Amaount Currency Code Ledger 6L Unit
g test datal 100.00 USD ACTUALS COLUM
q Intra Fund Receivable/Payahle -100.00 UsD ACTUALS COLUM
q Intra Fund ReceivableiPayable 100.00 USD ACTUALS COLUM
Accounts Payable -100.00 USD ACTUALS COLUM b
C
L |
liavasript:submitaction_winz{document.wing, EE_ACCTL_FSgtabl2§0; [T T [ mteme [7 « [®Ri0% - 4
T
COLUM anpoonng  test payment 2 01/06/2012 0nno0o0nno0o: Postable % QJUI " El
ilicable
COLUM 00000009  APENTRVCHRO2STEPZ 01/05/2012 0000000002 Postable :s;‘]\mah\e E
Jeatimlannceain eewreneuenseress imzrnis lonnnonanns loocn et 5
@start| | & | & voucher - windows Tnter... |[ 2 Accounting Entries - .. [«

Step Action

22. Click the Chartfields link to see information about the Chartfields associated with

the voucher.
Chiartfield

S
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Bl /7 Accounting Entries - Windows Internet Explorer =]
Fav Wratra)
res = |E http‘HFrvtstweh.cc‘(nlumhla‘edu‘lFDSDiDSDiFnQItn:LZiEMFLOYEEfERFiciENTERJOLICHERJNFORMATIj \‘1H X \ |,Q Live Search \P ~| J
| e ke R

File Edit Visw Favorites  Tools  Help

| S Favorkes | ol | SuggestedSites €| Wb Sice Gallery +

& Accounting Entries

ARC

Favnvr\les'MalnvMEmu » Accounts Payable > Review Accounts Pavable Info > Youchers > Accounting Entries

“AccnumingLine\ﬁewOminn: Tblanuaru ] | Show Foreign Currency [l
Invoice Date: 01/056/2012 Vendor ID: 0000000003 Vendor Name: Supplier Vendor

Accounting Information
i Posting Process: AP Accrual GL Dist Status: Distributed
B
u
q " Main Information L Journal |

Tax Authority Account  Department  PC Business Unit Project Activity Initiative Segment Site 2‘;"‘1‘: Function  Affi
C

6B305 5502102 GEMRL GTO01008 o1 aooon 00000000 30 010
c 18870 30 cC
d 18870 a1 cC
20000 o1
C 4
| —
< |
)| [T [6@mm P [ =
T
Mat

COLUM anpoonng  test payment 2 01/06/2012 0nno0o0nno0o: Postable Applicable El
CoLum 000ooo0e  APENTRYCHRO2STEPZ 01/05/2012 0000000002 Postahle :{?{‘]\IEEME E
oo loannonin lioeumoucusnaeren, imzrnis lonnnonanns loocn et 57

@istart| | & | & vousher - windows Inter... |[ 1@ Accounting Entries - .. [«

Step Action

23. Below you can see the ChartField information for the voucher.

Favnvr\tes’MainvMenu > Accounts Payable > Review Accounts Payable Info > vouchers > Youcher

\ =

Process Instance

K1

Match Status
Sanctions Status ﬂ
Max Rows [ s | Searmh | [ clear|

SSortCriteria
Sony [Vaucher 0 = [ sonisplay |
“Sort AsciDesc: |A55E"Um§l =1

‘Voucher Inquiry Results

Business ’ ! Accounting  Match Match Payment  Sched:
s Voucher ID Invoice Humber Invoice Date  Vendor D Entry Status el et | ot | o
COLUM 00000001  APCRTLGPSO1STEP3 010472012 0000000003  Postable :s:mamg B
COLUM 00000002 AFCRTLGPSO1STERZa 01042012 0000000003 Poctable Eg;;\icab\e E
COLUM 00000003 APGENPYMTOTSTERTA 010472012 0000000003 Postable :s:mamg B
COLUM 00000004 APGENPYMTOTSTERTAT 010472012 0000000003 Postable E;:?;;\icab\e E
COLUM 00000005  APGENPYMTOTSTERTAZ 01042012 0000000003  Fostable :s:mamg B
COLUM 00000006 test datat 0152012 0000000003 Postable E;L‘itame |

Mot
COLUM 00000007  test payment 1 01052012 0000000003  Fostable Applicable
COLUM 00000008 test payment 2 0152012 0000000003 Postable Ep”;”came [
COLUM 00000008 APENTRVCHROZSTER2 01§/2012 0000000003 Postable e e B
< | »
pone T T [ mteme [“5 = [®a00w «
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Step

Action

24,

You have successfully completed a Voucher Inquiry. More about the Accounts
Payable Inquiries can be found within the individual Accounts Payable courses. You
may now proceed to the next topic, Approval History to learn how to see the
approval history of different Accounts Payable transactions.

End of Procedure.
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Approval History

Vouchers go through multiple approval steps before they are eligible to be Posted and Paid. In
order to understand where a voucher is in the approval process as well as the various approvers a
voucher has been routed to through workflow, you can access the Approval History page.

Throughout the following topic, imagine a time you have faced a similar scenario: Mark has
submitted a voucher for approval and wants to know whether it has been approved or not and
where it sits in the approval process.

Estimated time needed to complete topic: 5 minutes

Procedure

Welcome to the Approval History topic where you will learn how to access and view the approval
history for a voucher.

Fawgrites - Main Menu
Personalize Content | Layout ? Help
[Menu =J
Search:
[» Columbia Specific
[> eProcurement
[> Accounts Payahle
[» Set Up FinancialsiSupply Chain
[ Enterprise Companents
[ Warklist
> PeopleTools
— Change My Password
ity Fritstweb.cc. columbia, edu; 1 7080/ psp(fns 1 trd|EMPLOYEE /ERF]hy [T [ [@neeme [7a - [Foms -

Step Action

1. Click the Main Menu button.
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Favorites  Main Menu
Personalize I‘s‘""’" Menu: ) ? Help
Menu *
Search: (1 Columbia Specific 4
£ eProturement 4
ECPO‘Umb‘S 3 Accounts Payable 4
ePracurel
»
b 3 Set Up FinancialsfSupply Chain
> SetUp Fir (& Enterprise Components 4
[ Enterprist (3 Worklist '
';::V”’kl“ﬁ} 3 PeopleToolks 4
eopleTo
i [ change My Password
Inttp: fFnkstweb.cc, columbia. edu: 1 7080/ psp{fro L trd/EMPLOYEE/ERP{h [T e meme [Fa = [Baew «

Step

Action

Click the Accounts Payable menu.

[ Accounts Payable

Favorites | Mair Menu
Personalize Ise“"" L1 &) ? Help
Menu -
Search: 3 Columbia Specific 4
3 eProcurement 4
I;C;\umh\a [ Accounts Payable
SPTSEUIEL gt Up AinancialsfSupply © £ vouchers '
[ Accounts Contral Groups »
[ et Lp Fil 3 Enterprise Components )
[> Enterpriss 3 Worklist g anment: 5 Payable Info )
eview ACCoUnts Payable I
E!\gonrlgl‘f_}_n 3 PeapleTools ¥
" Change, =) Change My Password
ttp: ffnkstweb. cc. columbia. edur1 7080jpsp/Fra1trd/EMPLOYEE/ERP/s/WEBLIB_PTPP_SC.HOMERAGE FieldFormua.tseript .| | [ [ [ [ [ ntemet [7a - [Fos -
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ARC™

Step

Action

3.

Approval History is accessed from an individual transaction, so you first need to
locate the transaction you would like to see the approval history for. For this
example, we will use a voucher. Click the VVouchers menu.

| [ Wouchers 4 |

ARC

Favorites  Main Menu

Personalize Search Menu:

e

Search:

[0 Columbia Specific

03 eProcurement

b Golumble £ accounts Payable

B BRIOCUEL () oot | FinanciasSupply ¢ ) OUEhers

I Accounts 3 Cantral Groups 3 AddfUpdate
[> Set Up Fit 3 Enterprise Components 0 Payments 3 Maintain

[> Enterprisi [ Warklist
D Worklist ™ pegpisTaols (3 Review Accounts Payable tnmo

I P leT
- ﬁ;ﬁ [=] Change My Password

- -

=l

http:/ fFnkstweb.cc. columbia. edu; 17080 psp/fn91trd/EMPLOYEE/ERP s/ WEBLIE_PTPP_SC.HOMEPAGE FicldFormula.1seript| | [ |

| 'd @ ntemet

Fa~[®ww - 4

Step Action

4, Click the Add/Update menu.
| [ &dd/Update k
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Favorites  Main Meru
Personalize Is‘""’" Menu: )
Menu *
Search: 3 Columbia Specific 4
£ eProturement 4

ECPO‘Umb‘e 3 Accounts Payable

ERIOEUEL ) got Up Fnancials/Supply | 1 Wouehers
> Accounts 3 Contral Graups
[> Set Up Fit 3 Enterprise Components
b Enlerprisi £1 Worklst & Paments
b workist PeopiTaoks 3 Review Accounts Payable 1o
> PeopleTo
. Charioh D Change My Password

3 AddfUpdate
3 Maintain

Training Guide
Introduction to Accounts Payable in ARC

? Help

[5] Regular Entry

[ woucher Search
[=] Quick Invaice Entry
|5] Delete voucher

=

ittp: fFnistweb.cc. columbia. dur1 7080/psp /g Lrd/EMPLOYEE/ERP/s/WEBLIE_PTPP_SC.HOMEPAGE FisldFormua tseript o[ | [ [ |

| €9 meemet

AR

Step

Action

Click the Regular Entry menu.

| |=] Regular Entry

ARC™

Youcher

Eind an Existing Yalue

Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

=

& New Window P Help

hitp

Business Unit:

eoLum S

Voucher ID: ,W

Voucher Style: |Regu\ar\/nucher j
Short Vendor Name: ’7 Q

Vendor ID: [ &

Vendor Location:

[ a
[ oa

[
£l

Address Sequence Number:

Invoice Number:

Invoice Date:

Gross Invoice Amount: I—DDD
Freight Amount: I—UUU
Misc Charge Amount: [—UDU

Estimated No. of Invoice Lines: 1

Add

Find an Existing alue | Add a MNew Yalue

| »

Done

[T [T [ @ mneeme

7 - [Hio0w -
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Step Action

6. Click the Find an Existing Value tab to search for an existing voucher.

| Eind an Existing Walue

Favnvr\tes MalnvMenu > Atmuntg Payable > \Inushers > Addfhvlpdate > Regular Entry
D ewtindow 7 Help B http
Youcher
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Ex Add a New WValue
Limnit the number of results to (up to 300y (300
Business Unit: - = COLUM Q
Voucher ID: |hegms with j“
Invoice Number: | begins with j|
Invoice Date: [= =l [
Short Vendor Hame: [ begins with =] |
Wendor ID: |hegms with j| Q
Name 1: hegins with j|
Woucher Style: = j | j
Related Voucher: | heains with j|
Entry Status: [= = =
Voucher Source: |: j | j
™ Case Sensitive
Search Clear |Basic Search [ Save Search Criteria
Find an Existing value | Add a MNew value
4 | 3
Done T T [ mteme ERESTTIEN

Step Action

7. Enter the desired information into the Voucher ID field. Enter "00000570".
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Favnvr\tes MalnvMenu » Accounts Payable > Vouchers »

Youcher

Add & Mew Value

Regular Entry

AddfUpdate

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

Training Guide
Introduction to Accounts Payable in ARC

E newwingow 7 Help By

Limnit the number of results to (up to 300y (300
Business Unit: ==

COLUM aQ

Voucher ID: [beginz with x][oono0s7of

Invoice Number:  [begins with =] |

Invoice Date: [= =l [

Short Wendor Name: [begins with =] |

\iendor ID: begins with j| Q

Name 1: hegins with j|

Woucher Style: = j | j
Related Voucher: | heains with j|

Entry Status: [= =

==

Voucher Source:

™ Case Sensitive

| Search || Clear |pasic Gearch [E) Save Search Critsria

Find an Existing value | Add a Mew Value

Ll

o

Done

[

RN

Step Action

Click the Sgarch button.

| save | &4 Retunto Search | =] Wotify | @ Refresh |

Summary | Related Documents | Invoice Infarmation | Payments | Woucher Attributes | Errar Summary

4

Favnvmtas i MainvMEnu > Acmunt& Payable > \Inushars > Addfhvlpdata Reqgular Entry
[=] Related Content & Newwindow P Help  [& Customize Page http
| Related Documents || [nvoice Information Payments | Woucher Attibutes || Error Summary
Business Unit: coLUm Invoice Date: 03 3iz012
Voucher ID: 00000570 Invoice No: Inwaice Mo 1
WYoucher Style: Adjustment Invoice Total: 500.00 usD
Contract ID:
Vendor Name: Supplier Wendor Pay Terms: Due MNow
3208 Broadway Youcher Source: Online
Mew York, NY 10027
Entry Status: Recycle Origin: ONL
Match Status: Created: 031362012
Approval Status: Approval Histary Created By: AP_TEST_03
Post Status: Unposted Modified: 03r2ei2012
Modified By: AP_TEST_DZ
ERS Type: Mot Applicable
Budget Status: MNot Chk'd Close Status: Open
Budget Misc Status: Walid
*View Related |Faymem Inguiry j o

3

iavascript:hAction_win0(document.wind, ‘AP _WF_WRK_PB_SHOW_SUMMARY', 0, 0, ‘Approval History, False, truel;

Y B )

RS
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Step

Action

9.

See that the Approval Status is 'Pending' meaning that the voucher has not gone
through all required Approvals.

Favarites © Man Menu > Accoumg Pavable > Voughers > Add]uvpdate > Regular Entry
[=) Retated Content 0 Mewindow P Help |L/ Gustomnize Page hitp
Related Dacumnents Imvoice Information Payrments Woucher Attributes Errar Surnrmary
Business Unit: COLUM Invoice Date: 03113i2012
Moucher ID: 00000570 Invoice No: Irwaice Mo 1
Voucher Style: Adjustment Invoice Total: 500.00 usD
Contract ID:
Vendor Name: Supplier Vendaor Pay Terms: Due Mow
3208 Broadway Youcher Source: Online
Mew York, MY 10027
Entry Status: Recycle Origin: ORL
Match Status: Mo Match Created: 0332012
Approval Status: Fending Approval Histary Created By: AP _TEST_03
Post Status: Unposted Modified: 0372802012
Modified By: AP_TEST_DZ
ERS Type: Mot Applicable
Budget Status: Mot Chk'd Close Status: QOpen
Budget Misc Status: Walid
“iew Related [Paymentinquiry S
& save | | RetuntoSearch | [T Netifty | | s Refresh | By add| [ Upoete Display.
Summary | Belated Documents | [nvoice Information | Pavments | Woucher Aftributes | Error Summar
4| | »
[javascript:haction_winO(document. Win, AP_WF_WRK_PB_SHOW_SUMMARY', 0, 0, ‘Approval History', False, true); [ [ [ [ [3mneme 75~ [Fomm -

10.

Click the Approval History link to see a more detailed Approval History.
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Favnvr\tes'MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry
ERelatenCnmem LE’NEWW\TMDW ? Help IL/Cuamm\zePagE hrlp ]

Approval History

Business Unit CoLuM Total:
oucher ID 00000570
Approval Status Fending

Departmental Approval

= BUSINESS_UNIT=COLUM, VOUCHER _ID=00000570, VOUCHER_LINE_NUM=1, DISTRIE_LINE_NUM=1:Pending %.%

Departmental Approval

Pending

Multiple Appravers
Ogrorsion pc

[* Comments

Adhoc Approval
~ BUSINESS_UNIT=COLUM, YOUCHER_ID=00000570: Awaiting Further Approvals [F]start |

Ad Hoc Approval
Not Routed

g, Youcher Entry
=

Central AP Approval

~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000570: Awaiting Further Approvals [#]start|
Central AP Approval - Hon PO
Not Routed —

g Central Youcher Approver
ZCUVDucherApproverS(ROLEJ -4
4| | o

Done T T [ mteme [Fa = [®aow « )

Step Action

11. This is the Approval Path screen where you can view all the approvers
(Departmental, Ad Hoc, and Central) the transaction has been routed to.

Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

ERelatedCumem D rewwindow P Help E,/Custum\zePage hrlp =
Lelated bontent )

Approval History

Business Unit CoLum Total:
Voucher ID 000ons7o
Approval Status Pending

Departmental Approval

GedMiewHide C
[#]Start Mew Pa

~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000570, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1 {Pending|

Departmental Approval

Pending
T Comments
Adhoc Approval
~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000570: Awaiting Further Approvals [#]start|
Ad Hoc Approval

Not Routed
g, Youcher Entry
S #paroval Step tgnare)

Central AP Approval

~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000570: Awaiting Further Approvals [#]start |
Central AP Approval - Hon PO
Not Routed 1.

g, central Woucher Approver
B ZCLIVDuchErApprnvers(ROLE) ael
a] S| f

Done [ [ [ [ [ [ mneme [7a - [Fomm -
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Step

Action

12.

The approval outcome will be in the top row under all applicable approvers. This
approver has yet to approve or deny the voucher, so it is in Pending status.

Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

ERelatedCumem (B0 Mews tWindow ?He\p E,/CusturmzePage M%hrlp =

Approval History

Business Unit

CoLUmM Total:
Voucher ID 000ons7o
Approval Status Pending

Departmental Approval

~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000570, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Pending g;gm‘sf;;
Departmental Approval

Pending
» Multiple Approvers
.

[ Comments

Adhoc Approval

~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000570: Awaiting Further Approvals [#]start|
Ad Hoc Approval

Not Routed
g, Youcher Entry
= -

Central AP Approval

~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000570: Awaiting Further Approvals [+start|
Central AP Approval - Hon PO

Not Routed
g, central Woucher Approver
= B

= o]
Done [ [ [ [ [ mneme [7a - [Fomm -
Step Action
13.

You have successfully navigated to the Approval History page.
the next lesson, Accounts Payable System Integration.
End of Procedure.

You can now select
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Accounts Payable System Integration

This is the Accounts Payable System Integration lesson of the Introduction to Accounts Payable
in ARC course. Upon completion of this lesson, you will be able to:

o Describe the integration between ARC's Accounts Payable module and other ARC
modules (PO, Commitment Control, GL, and PC)

o Describe the integration between ARC and external systems such as OnBase

Estimated time needed to complete this course: 10 minutes
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ARC Module System Integration
The Accounts Payable module interfaces with the modules in ARC in a variety of ways:

Purchasing (PO)  Voucherscan be built from various sources in ARC Purchasing, including purchase orders and
receipts. Matching is performed when vouchers are associated with POs and receipts to improve
control and accuracy. Users have the ability to view system related documents across the entire
procure-to-pay process.

Commitment ARC's Commitment Contral Module tracks encumbrance and expenditure information when
Control (KK) transactions are budget checked

General Ledger ARC's AP maodule sends accounting entries to the GL in the form of a journal through an
(GL) automated process.

Project Costing The voucher chartfield information entered and maintained through ARC's AP module can
(PC) associate with sponsared and capital projects so that it can be picked up by ARC Project

Costing. In this way, project managers using ARC's Project Costing Module can review costs to
maintain financial control over a project.

The following visual represents these different integrations:

— p—
PEOPLE@COLUMBIA FINAMCIAL FRONT
A:‘r‘“ggmgﬂ; & /LABOR ACCTG END (FFE) e T e e et
+ Budget Tool Web Form
Wﬂ = CashModule
O + ZT time entries, stc. ﬁ

1

Y

STUDENT INFO
Electronic Document

SYSTEM (SIS)

] Management

E-PRO/PURCHASING
' i =
ARC GENERAL = <

INFO ED {GRANT PRE- LEDGER P-Card, Physician Sales &

AWARD s’\‘gti% . ACCOUNTS PAYAELE Service, Staples

— . i -
gl (P &

PATIENT CARE FEEDS

Commitment Control (KK
N KK includes budget
checking &

PROJE! OSTING

MANY OTHER encumbrance
EXTERNAL FEEDS management
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OnBase System Integration

Accounts Payable will utilize OnBase's queue management and electronic document management
capabilities throughout the vendor and voucher lifecycles. Below is a summary of how OnBase is
integrated throughout the vendor and voucher processes:

Vendor Processes and OnBase:

| OnBase | I ARC |
-~ ‘onBase| | | ARC
i@ ‘@\ Ap?:erxed || New/Updated | | ‘% ‘@\ ‘@\

Wendor 1 View Vendor Vendor Wendors will Query 1 Review 1 Approve
Request/ Request/ Information load in “Unapproved” Updated Wendorsin
Update Forms Update Farms to ARC Unapproved Vendors Vendor Info, ARC
Statusin ARC In ARC

Vendor can
da this as well

Voucher Processes and OnBase:

|0nBase‘ ‘ ARC ;ﬁ ‘ | OnBase wil ‘

Electronic
Document Approve Deny Approve Deny Hold
Management
Notification of
Use View Docs' Automatic £ Hold Sent to
Ise View Docs'
Button In ARC to Voucher Sent Delete Update Approval Status Mail Processor so
to Central Voucher and Notification of they can
View Relevant Voucher Updated in ARC Denial S N
Documentation Approval Re-Route enial Sent to QObtain
Processor Additional
Information
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Course References

Please find links to all the Job Aids, Policies, and Procedures that were referenced throughout this
course:

1. Getting Started With the Web-Based Training Tool

2. Accounts Payable Terms

3. Accounts Payable End-To-End Process

4. ChartField Definitions

5. Introduction to Accounts Payable in ARC Training Guide

Page 96



ARC™

Key Terms

Training Guide

Introduction to Accounts Payable in ARC

For a full list of relevant Accounts Payable terms, you can reference this job aid. The following

terms will be helpful throughout this course:

Definition

Where Process/Term

Appearsin Business

Budget Checking  Enables users to contral commitments and expenditures
automatically by chacking them against predefined,
authorized budgets and managing any impact the
transaction has on the encumbrance andior sxpense
ledgers.

Matching A system-perfarmed process that is used to compare
details hetween vauchers, purchase ardars and
receiving documents. The system will automatically
perfarm the appropriate document comparisans when &
purchase order is associated te a voucher (PO Voucher)
and indicate whether the documents do ar do not match

Post The process of balancing voucher accruals and
payment entries. The voucher and payment posting
processes genarate the appropriate ascounting entries
thatwill be passed to the General Ledger in the form of
a journal during the Joural Generation batch process,

Workflow Workflowis the reuting of transactions to users roles
based on predefined rules.

Security Controls what lavel of access a user can have to pages
and data in the system. Secunty ensures that users
havethe apprapriate page access and access fo data
required to perfarm their job functions.

Entry Status Indicates whether a voucher has bean deleted, is
postable or has a recycle ermor that needs to be
carrested

Process

Butget checking coeurs after
vouchsr creation and approval.

The Matching Process cccurs for PO
Vouchers after they have been
antered and saved in the ARC
system before approval and budget
checking.

Voucher Posting occurs after a
voucher has been approved and
budget checkad. Payment posting
acoursafter a payment has been
creatad through the payment ereation
process.

Warkflowwill ke used in ARC to
abtain apprevals on transactions. For
axample, it will be used throughout
the requisition and vourcher creation
pracesses.

Users only have accessto certain
screensfactions based on their
assigned security access rights.
Systemadministrators should be
contacted if additional acoess neads
1o be granted.

Once avoucher has been saved in
ARC. itwill have an entry status,

The ARC system performs a series of automatic data validations to ensure data consistency and

accuracy throughout the Accounts Payable module:

System Validations De

Duplicate Invoice Checking

Duplicate Vendor Checking

Combination Edit

Financial Sanctions

on

Ensuresthat vouchers do not reference the
same vendor, invaice number, invoice date,
and gross amount (and thus the payment is
not processed twice).

Ensuresthe same vendor is not entered
more than once in the system.

Ensures the appropriate ChartField
combinations are being entered on
transactions.

Ensuresvendors are validated against the
Federal Government Financial Sanctions
List.
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Check Your Understanding

Congratulations! You have completed the Introduction to Accounts Payable in ARC course.
There is no required Knowledge Assessment associated with this course, however, you can check
your understanding of the material by reviewing the following questions:

1.

2.
3.

4,
5

is a process that is only performed on vouchers that are associated with a

Purchase Order

New vendor and modification requests will be initiated by .

True or False: OnBase integrates with ARC for both Electronic Document Management
and Central Approvals of Vouchers

True of False: Vendors can initiate and submit online modification requests

The functionality is symbolized by a magnifying glass and allows users to
locate information during a transaction (vendor ID, voucher ID, etc.) by using a variety of
search criteria.

Answers to these questions can be found in the following topic.
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Answer Key
Below are the answers to the Check Your Understanding Questions:

1. Matching is a process that is only performed on vouchers that are associated with a
Purchase Order

2. New vendor and modification requests will be initiated by the online vendor request web
form.

3. True or False: OnBase integrates with ARC for both Electronic Document Management

and Central Approvals of Vouchers

True of False: Vendors can initiate and submit online modification requests

The Look-Up functionality is symbolized by a magnifying glass and allows users to

locate information during a transaction (vendor ID, voucher ID, etc.) by using a variety of

search criteria.

o ks
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Glossary

ARC

Budget
Checking

ChartFields

ChartString
Commitment
Control
Electronic
Document

Management
Encumbrance

ERP
Expenditure
FAS

Field

Financial
Sanctions
General Ledger
Inquiries
Journal Entry

Matching

Pay Cycle

Accounting and Reporting at Columbia. Columbia University's new financial
system.

Enables users to control commitments and expenditures automatically by
checking them against predefined, authorized budgets.

The fields that make Columbia's Chart of Accounts and provide it with an
overall structure. ARC has a total of eleven ChartFields which are recorded
on every transaction.

The combination of ChartFields and the level at which accounting charges
and credits are applied.

Functionality in ARC that enables users to manage expenditures actively
against predefined, authorized budgets. An example is budget checking.
Ability to scan, submit, and view documents through the Requisition and
Purchase Order pages.

A commitment to pay for goods and/or services reflected in a budget (i.e.
purchase order commitment).

Issuance of a purchase order to a vendor is a typical encumbrance transaction.
Enterprise resource planning. ERP refers to a category of business software
that is designed to integrate functions across an organization into a single
computer system.

An amount that has been disbursed and expensed.

Financial Accounting System - the University’s existing accounting system
that will be replaced by the FIN ERP solution in July 2012.

An area on a page that displays or requires data.

Ensures vendors are validated against the Federal Government Financial
Sanctions List.

The ‘Book of Record’ which holds all financial transactions in detail or
summary and is used for financial reporting and financial management.
Online search engine used to view data on a real-time basis within ARC, not
intended for printing/formatting.

The recording of financial data pertaining to business transactions in a journal
such that the debits equal credits.

A system-performed process that is used to compare details between
vouchers, purchase orders and receiving documents. The system will
automatically perform the appropriate document comparisons when a
purchase order is associated to a voucher (PO Voucher) and indicate whether
the documents do or do not match.

Generates payments through a standard process:
1. Selection

2. Creation

3. Approval

4. Process Generation
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Purchase Order Based on a request by a Department indicating good/service, catalog number,
price and quantity. When accepted by a supplier, a purchase order forms a
binding contract.

Queries A request against the ARC, ARC Reporting, or UDS database to obtain a set
of data that match a specified search criteria.
Security Controls what level of access a user can have to pages, dollar thresholds,

data, and allowable actions in the system. Security ensures that users have the
appropriate page access and access to data required to perform their job
functions.

Vendor Users have the ability to record past vendor conversations/interactions in the

Conversations ARC system to help inform others users of important relationship history
with a particular vendor

Voucher Styles ~ The voucher style will vary based on transaction type and purpose of the
voucher. Voucher styles include: PO voucher, non-PO voucher, adjustment
voucher, template voucher, reversal voucher, journal voucher, and single pay
voucher.

Workflow Automatic, rule-based routing to pre-determined users based on criteria such
as role, department, commaodity, account and dollar amount. Workflow
manages and tracks the flow of work.
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