Columbia University Finance Training

Training Guide: Manually Recording Payments in ARC

There are certain scenarios in which you will need to manually record a payment. These situations include:
e If a manual check is written for a payment, this will need be recorded as a manual payment inARC
e If a payment was mistakenly voided or stopped in ARC, you must manually record the payment
andreconcile the transactions in ARC.

Please follow these steps to manually record and reconcile payments:

1. Identify the voucher associated with the hand-written check or incorrectly voided transaction.
Access thePayment Inquiry Page with the following navigation

NavBar > Main Menu > Accounts Payable > Payments > Payment

2. Search for the Payment reference for which you need to locate the associated voucher.

Payment Inquiry
Search Name [aLL Q
From To

Vendor Name | Q [ aQ
*Amount Rule Any -

Amount |

Currency | &}

Bank SetiD [cuseT Q

Bank Code [ Q

Bank Account | Q

Bank Account # |

Reference |0000000145 | [
Payment Date = [ el
Payment Method System Check -

Pay Cycle | &}

Seq Num [ Q

Payment Status -

Remit SetiD [cuseT Q

Remit Vendor | Q

Settle By -

Settlement Status v

O Single Payment Vouchers
Max Rows '7300 Search Clear
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Columbia University Finance Training

Training Guide: Manually Recording Payments in ARC

3. Click on the Payment Reference ID link to see the associate voucher.

Pay Cycle | Q
Seq Num | Q
Payment Status hd
Remit SetiD |cuseT Q,
Remit Vendor | Q
Settle By h
Settiement Status A
["] Single Payment Vouchers
Max Rows [ 300 Search Clear
[C] show Chart *Chart Type:

1st sort: Bank Account - [ Descending

Payment Reference ID -

2nd sort:

[l Descending

Bar Chart hd

Sort

Payment Inquiry Result Customize | Find | View Al 5
Additional Info Vendor Detaik Einancial Gatew sy
Payment Payment . Paym ent Reconciliation .
Source Reference 10 Method Amount Currency Creation Date Payment Date Status Status Reconcile Date
System ) )
VCHR 0000000145 Check 325.00 USD 082712012 08/16/2012 Void Reconciled

4. See the associated voucher ID for which you need to manually record the payment.

Note: An icon will appear next to the Supplier name if placed on a Payment Hold.

Vouchers For a Payment

Back To Payment Inquind

Bank Name: JPMorgan Chase Pymnt Ref IDx 0000000145
Bank Account#  455-250162 Accounting Date: 05/27/2012
Pay Cycle: 051612 Seq Num: 5 Payment Date: 05M16/2012
Vendor Name: UNITED PARCEL SERV Days Outstanding: "
Address: PO BOX 7247-0244 Payment Clear Date:  05/27/2012
Reconcile Date:

PHILADELPHIA PA 191700001 Value Date: 05/16/2012
Payment Amount: 325.00 UsSD Payment Method: CHK
Description =

Business Voucher Advice Gross Paid Discount
Unit D seq Advice Date Invoice Number Amount Paid Amount Currency Taken
colum  Jooooszro f2 05M6/2012 112345 32500 32500 USD

=] Notify

Customize | Find | View 1] H

Late

5
Charge ouree

Accounts Payable Vouchers

oo
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Columbia University Finance Training

Training Guide: Manually Recording Payments in ARC

5. Once the voucher associated with the payment has been identified, you will locate the voucher in ARC
by following this navigation:
NavBar > Main Menu > Vouchers > Add/Update > Regular Entry

6. Search for the voucher using the Voucher ID

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

“Find an Existing Value [ CRaN G Az I

Limit the number of results to (up to 300): i300
jcoLum Q
begins with v [00004270]

begihs with 9[

Business Unit: = v

Voucher ID:

Invoice Number:

Invoice Date: = v | [

Short Vendor Name: begins with ¥ [

Vendor ID: begins with v | Q
Name 1: begins with v |
Voucher Style: = v v

Related Voucher: begins with ¥ [

Entry Status: = v v
Voucher Source: = v v
Origin: begins with ¥ Q

[[]case sensitive

Search || Clear |Basic Search [§ Save Search Criteria

7. Click on the Invoice Information Tab to gather information about the voucher.

Related Documents Invoice Information Payments Voucher Aftributes Error Summary
Business Unit: COLUM Invoice Date: 05/16/2012
Voucher ID: 00004270 Invoice No: 112345
Voucher Style: Regular Invoice Total: 325.00 usD
Contract ID:

Vendor Name: UNITED PARCEL SERV Pay Terms: Due Now
PO BOX 7247-0244 Voucher Source: Online
Entry Status: Postable Origin: RAD
Match Status: No Match Created: 05/16/2012
Approval Status: Approved Created By: k561
Post Status: Posted Modified: 05/16/2012
Modified By: np_st2692
ERS Type: Not Applicable
Budget Status: Valid Close Status: Open
Budget Misc Status: Valid
*View Related Payment Inquiry Go
B save | ReturntoSearch | [Z] Notify | | fls Refresh
Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary

8. Notice the Invoice Number and Vendor Information for the Voucher because you will need to enter all of
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Columbia University Finance Training

Training Guide: Manually Recording Payments in ARC

this information on a new voucher.

Line:

1 item: \

UOM:

Summary Related Documents Invoice Information Payments Voucher Attributes Error Summary
Business Unit: coLum Invoice No: Acion
Voucher ID: 00004270 Invoice Date: | EE—
Voucher Style: Regular Voucher Accounting Date: | Run
Procurement EDM View Documents
Vendoring GNP RG SEa *Date Dept Rec'd Invoice: [05/16/2012 3 Session Defaults
ShortName: PO BOX 7247-0244 *Service Location: us w Attachments (0)
Location: *Voucher Type: Invoice - L,
SiEss Approval History
Advanced Vendor Search -
Invoice Lines: 325.00 *Pay Terms: = Due Now
i i Basis Date Type: Inv Date
Currency: Meichandise's S §
- Non Merchandise Summary Printinvoice.
Difference: 0.00
Calculate

Copy From Source Document

PO Unit:

PO Number: CopyRG

Copy From: None v| Go

F'ndl\/ne-.\ All Frst n 10f1 n Last

9. Enter a new voucher with all the same information, but add an

indicate a manual payment voucher.

“M” at the end of the invoice number to

Voucher

Find an Existing Value Add a New Value

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

Vendor Location:

Invoice Number:

Invoice Date:

Add

Address Sequence Number: |

Gross Invoice Amount:
Estimated No. of Invoice Lines: 1

[coLum @

NExT

Regurlrérrﬂi/dticher v
[UNITED PARCEL @
[0000010593 |

[cHk01 @

T

[112345M

[05162012 |3

| 325.00|

10. Click on the “Payments” tab.
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Columbia University Finance Training

Training Guide: Manually Recording Payments in ARC

Invoice Information Payments Voucher Aftributes
Business Unit: COLUM Invoice No: [112345M Action:
Voucher ID: NEXT Invoice Date: [05/16/2012 By v
Voucher Style: Regular Voucher Accounting Date: 05/27/2012 B i Run |
ProcurementEDM | View Documents \
Vendor ID: 0000010593 Q@ UNITED PARCEL SERV *Date Dept Rec'd Invoice: [ Session Defaults
ShortName: UNITED PARCEL Q  pOBOX 7247-0244 *Service Location: us + Attachments (0)
Location: CHK-01 Q *Voucher Type: - Comments(0)
*Address: 1 Q
Advanced Vendor Search
Control Group: Q_ *PayTerms: 5 oo Q  Due Now
Invoice Lines: Basis Date Type: Inv Date
' 9.00 Non Merchandise Summary T
*Currency: usD/Q : \ Print Invoice |
Total: 325.00
Difference: 0.00
Calculate . Copy From Source Document
B PO Unit:
PO Number: ¢ Gopy o
Copy From: None v Go
Find | View All Fist Kl ors O oo
] ] =
Line: 1 Item Q yom: Q
s Amniint v PN, =

<3

Favorites
Payment Information

Payment: 1
*Remit to: IW Q=
Location: IW &}
*Address: |1— &}

UNITED PARCEL SERV
PO BOX 7247-0244

Main Menu > Accountgpawble > Voughers > Addfuvpdate > Regular Entry

Gross Amount: | 0.00 UsD Payment Inquiry

Discount: | EI.EHII| UsD Express Payment
Payment Comments(0)
Holiday/Currency

Scheduled Due: E

Net Due: |

|
|

Discount Due: | |
|

Accounting Date:

Payment Options

Message will appear on remittance advice.

*Bank: |CHASE @ Pay Group: Ad Vendor Bank
“Account: [pisB Q, *Handling: lus Q  essages
*Method: fcHk - Check *Netting: Mot Applicable -
LIC ID: | |5 Hold Reason: - [[THold Payment

O Separate Payment
Message: |

Schedule Payment

*Action: Schedule Payment

¥ Payment Date: | |

Pay: |

- | Reference: | |
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Columbia University Finance Training

Training Guide: Manually Recording Payments in ARC

12. Select Manual Check as the method.

Look Up

Look Up Method

Bank SetiD:
Bank Code:
Bank Account:
Payment Method: = -
LookUp | Ciear || Cancel |5asic Lookun
Search Results
Fitst (3] 12003 [§] Last
4 Qescuption
Automated Clearing House
n

Syatem Chack
Manual Manual Check

\ S Local intranet | Protected Mode: On G R100% v
. “« P “« ”
13. Click the “Action” drop down menu and select “Record a Payment
_ - P Z
*Remit to: (0000010503 QT Gross Amount: 000 ysp Payment Inquiry
Location: [cHK-01 Q Discount: 00| ysp Express Pavment
~Addross: I Q Payment Commentsi0;
UNITED PARCEL SERV e e g =~ HelidaCumancy
PO BOX7247-0244 Net Due: 1
Discount Due: ] i
‘Accounting Date:
J§ Payment Options
“Bank: [crase @ PayGroup: v VendorBank
*Account: [oisB @ *Handiing: [us & ssanes
“Method: [any Q Manual “Netting: Not Applicable -
e : JE  Hold Reason: = [T Hold Payment E
[Z] separate Payment
Message: [ |
7“'5330. will anpf;g{nnrr’ommranu advice.
Schedule Payment
“Action: ‘Schedule Payment 7] payment Date: [ | |
Pay: Ganceed Reference: | ‘
Escheated Payment
Prepayment Applied
———————————{Record a Payment [
B osove Sonowy G Retiesn Esasa 2] upsaesepey L
« [ 2
S Local intranet | Protected Mode: On f v ®100% v

14. You will add a Payment Reference that references the same Payment as the original Voucher. This will be
the Payment Reference you searched for at the beginning of this job aid.

FE

Payment: 1

*Remit to: 0000010593 =i} Gross Amount: \ 325.000 UsD Payment Inquiry
Express Payment

Location: CHK-01 Discount: ‘ 0 UUl UsD v Y

N . Payment Comments (0

Address: HalidayCurrency

UNITED PARCEL SERY Scheduled Due: ‘ |

PO BOX 7247-0244 ‘ |

Net Due:
|

0512712012 [a

Discount Due:

Accounting Date:

Payment Options

*Bank: [cHasE | Pay Group: [ - Vendor Bank

“Account: [oiss \ i [us |
“Method: MAN Manual “Netting: [Nt Applicable -]

["| Separate Payment

Messages

Message: | ‘

Message will appear on remittance advice.

Schedule Payment
*Action: Record a Payment ~ payment Date: [osi27r2012 El
Pay: Full Amount v Reference: |0000000145|
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Training Guide: Manually Recording Payments in ARC

15. Click Save.

Payment: 1 =
“Remit fo: 0 93 Gross Amount: | Payment Inquir,

Location: Discount: | Express Payment
*Address: Audit Logs

UNITED PARCEL SERV
PO BOX 7247-0244

Payment Comments(0)

Scheduled Due: | Holiday/Currency
|
|
|

[0s12712012
Net Due: [0511612012

|

|

Discount Due:

Accounting Date:

“Bank: [chasE | PayGroup: | v|  VendorBank
*Account: [Diss | *Handling: [us | Messanes
“Method: Manual *Netting: [Not Applicable -

LiC ID: | |Z  Hold Reason: | - ["I Hold Payment

["] separate Payment
Message: | ‘

Message will appear on remittance advice.

Schedule Payment
*Action: Record a Payment ¥ Payment Date: ‘
Pay: | Full Amount v| Reference: ‘

_E Save | _.Q Return to Search | _EI Netify | _f:; Refresh | E‘q- Add | _ UpdsisDiplay)|

16. You will now need to use Semi-Manual reconciliation to reconcile the payment you manually recorded.
Use the following navigation to access the Semi-Manual Reconciliation page:

NavBar > Main Menu > Banking > Reconcile Statements > Semi-Manual Reconciliation

17. Enter the Payment Reference ID you created for your manual payment.

Semi Manual Reconciliation

*Search By: From ReflD / To RefID -
Search Criteria
From Ref ID: 0000000145 To Ref ID: 0000000145 *Reconciliation Status: Unreconciled -

From Amount: To Amount:

Currency Code: uso

Advanced Search

7 [ System 3
Gus tomize | Find | View .:.ul'—El | i First 4] 10f1 L} Last Trynnmcﬁons Gustomize | Find | view .:.|||'-ﬂ irst 4] 10f1 )| Last
Select Reference Bank Date Tran Amt Type Select Referencea Tran Date Tran Amt Type Source
F 0000000145 0516/2012 325.00|CHK E% ] 0000000145 05/29/2012 325.00 MAMN  |Payables
Amount: 0.00 Amount: 0.00
Reconcile [ Refresh | Difference: 0.00

18. Check the boxes associated with the Bank Transaction and the System Transaction that have the
same Payment Reference and click “Reconcile”.
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Semi Manual Reconciliation *Search By: From Ref D/ To RefID -
Bank ID: 021309379 Q Account # 455250162 | Q Statement ID: % Q
From Ref ID: [oo00000145 To Ref ID: [o000000145 *Reconciliation Status: Unreconciled hd
From Amount: To Amount: Currency Code: UsD | Search |
Advanced Search
-?E:::;acuo“s Customize | Find | View All| Lz | B Fest Kl 1oea I ot .f:r:[:;"::m"s Customize | Find | View All| iz | #
Select Reference Bank Date Tran Amt Type Select Reference & Tran Date Tran Amt Type Source
0000000145 05/16/2012 325.00 CHK 0000000145 05/29/2012 32500 MAN  Payables
Amount: 0.00 Amount: 0.00
. Reconcile | ' Refresh Difference: 0.00

19. Click “Ok” to accept the warning that the payment methods do not match (as one is a manual payment).

20. Click “Ok” to accept the message that the transactions have beenreconciled.

Transactions successfully reconciled. (3450 1290)

The selected transactions were reconciled successfully.

21. See that no transactions currently appear in the transaction list, as you have reconciled
transactions associated with that Payment Reference.

Semi Manual Reconciliation ~Search By: From RefID/To RefID -
Bank ID: 021309379 A Account#: 455-250162 | Q Statement ID: % Q
From Ref ID: [oooo000145 To RefID: [oooo000145 *Reconciliation Status: Unreconciled h
From Amount: To Amount: Currency Code: UsD | Search |
Advanced Search
'Ir?‘raa“nksactions Customize | Find | View :.ul'—El H st Kl 1071 0 ot 'fryaslrewmctions Customize | Find | View Al H
Select  Reference :t": Tran Amt Type Select  References E:: Tran Amt Type Source
Amount: 0.00 Amount: 0.00
| Refresh | Difference: 0.00

Getting Help
Please contact the Finance Service Center
http://finance.columbia.edu/content/finance-service-center

You can log an incident or request a service via Service Now
https://columbia.service-now.com
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