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Managing Procurement Approvals
This is the Managing Procurement Approvals course within the Purchasing 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.

Purchasing
= Managing - -
anaging After completing the Managing Procurement
Procureant Approvals course, you will be able to:
Approvals .
mew + Explain howthe ARC modules will utilizeworkflow and
B security to manage the approval process
¢ I Managing 3
Procurement + Access aworklistin ARC and review the primary
Approvals — functionality
Overview 2. Procurement
\ 10 Minutes || Approval Basic + Insert ad-hoc approvers for Vouchers when necessary
— Navigation + Explainthe role ARC and OnBase will have in the
3. R:wewmg and \__12Minutes ) approval of requisitions and vouchers
pproving
Requisitions | ( 4 Reviewingand Y | * Approve vouchersand requisitionsin ARC at the
8 Minutes Approving departmental level and in OnBase at the central
coamee Ny
Change Orders administration level
5. Reviewing and \ 5 Minutes / | * Delineate which vouchers require central approval and
Approving - which do not. Any vouchers that are 2-way or 3-way
) 2 -
Vouchers 6. Knowledge matched will not require central approval; Any
15 Minutes , y equisitions referencing a UWPA contract do not
gL LR S Assessment requisition: rencing t n
10 Minutes require central purchasing approval
+ Reviewand approve change orders
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Managing Procurement Approvals Overview

This is the Managing Procurement Approvals Overview lesson of the Managing Procurement
Approvals course. Upon completion of this lesson, you will be able to:

o Describe the life cycle approval process in ARC, highlighting key changes and benefits

e Explain how ARC modules will utilize workflow and security to manage the approval
process

e Explain the integration between ARC and OnBase for central approvals of requisitions
and vouchers

o Access the worklist and approval search pages in ARC and review the primary
functionality

o Insert ad hoc approvers for vouchers

Estimated time needed to complete this lesson: 10 minutes
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Requisition and Change Order Roles and Responsibilities

Within ARC, there is a process called workflow. Workflow is the automatic, rule-based routing to
pre-determined users based on criteria such as role, department, commodity, account, and dollar
amount.

Throughout this course, we will use the following characters to help inform you on how
responsibilities align to roles throughout the requisition and change order approval process:

This is Jennifer. She is a Requisitionerin the
Arts and Sciences Department. She is in
charge of creating requisitions and change
orders for her department.

This is Brian. He works in the Arts and
Sciences Department. He is responsible for
approving requisitions and change orders
at the department level.

This is Maria. She works in the
Controller's Office and is responsible for
approving capital equipment purchases.

This is Diane. She is in the Central
Purchasing group. She is responsible for
approving requisitions and change
Orders at the Central Purchasing level.
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Voucher Roles and Responsibilities

Throughout this course, we will use the following characters to help inform you on how
responsibilities align to roles throughout the voucher approval process:

" Thisis Mark. He works in the
Psychology Department and

is responsible for entering online
vouchers and correcting

matching and budget checking errors.

This is Sean. He works in the
Psychology Department as well.
He is responsible for approving
vouchers at the department
level.

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

This is Jesse. He is Mark's supervisor
and acts as an Ad Hoc Approver when
necessary.

This is Lorraine. She is a Travel
Approver for certain dollar thresholds.
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Procurement Approval Process

Approvals will be completed at different times within the requisition, change order, and voucher
business processes. The processes below illustrate where the approval process occurs in the
requisition, change order, and voucher lifecycles. Approvals at this point in the lifecycle can be
just departmental approval or could include multiple approvals such as ad hoc, prior, and/or
central.

Requisition Lifecycle:

Budget o System
el J= D Wil o
a Requisition PR PO

Change Order Lifecycle:

ystem
Create Change Budget Change Order b System
Order ch Approvals Dispatches PO

Voucher Lifecycle:

Systern System _
Matches Voucher Budget System
° . Generates
Voucher (PO Approvals Checks [t
Only) Voucher Y
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Segregation of Duties

Segregation of duties dictates whether the same user who initiates a transaction can also approve
the transaction. For requisitions, change orders, and vouchers, there are rules regulating what
types of transactions require segregation of duties:

Requisitions

e Segregation of duties is required on all requisitions for goods above $500

e Requisitions for goods under $500 are not required, however, if a requisition is
completed, segregation of duties is necessary

o Segregation of duties is required for all services, regardless of dollar amount

+ Requisition not required
Requisition required

<$500 If a Requisition is created, it
must have a different + Must have different Requisition
Requisition Initiator vs. Initiator vs. Requisition Approver
Requisition Approver
Requisition is Required + Requisition Required

> $500 ) _— ; .
Must have different Requisition + Must have different Requisition
Initiator vs. Requisition Approver Initiator vs. Requisition Approver

Vouchers

e For PO vouchers, segregation of duties is not required for any dollar amount -- this is
because it has already occurred as part of the requisition process

e For non-PO vouchers under $500, segregation of duties is not required

e For non-PO vouchers above $500, segregation of duties is required

PO Vouchers Non-POQ Vouchers

< $500 Voucher Initiator can be same +  Voucher Initiator can be same as
as Voucher Approver Voucher Approver

> $500 Voucher Initiator can be same + Voucher Initiator cannot be same as
as Voucher Approver Voucher Approver
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What's Changing?
Transitioning to the ARC system will impact procurement approvals. While the new system will
bring considerable changes, it will also bring the following benefits:

o Rationalize approvals based on a predefined transaction approval routing path
e Streamline requisition and voucher approval processes
o Eliminate Central Purchasing Approvals for requisitions associated with a
UWPA contract or for purchases that have already been approved in interfacing systems
e Eliminate Central Audit and Review approvals for PO VVouchers

I+ Transactions will automatically route to
, allapplicable approvers via the

* Users select departmental approvers 1 workflow functionality

+ Ad Hoc Approvers will need to be
inserted into the approval path for
employee reimbursement and when a
supplemental approver is needed

+ No Ad Hoc Approvers exist

+ There will be a specific approver role
for all travel and business related
expenses

|
1
1
1
1
|
1
|
1
1
I + Departmental approval routing will be
: determined by department dollar

1 thresholds-- requisition dollar

1 thresholds will be determined by the

I total requisition value, whereas

: voucher dollar thresholds will be
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Procurement Approval Basic Navigation

This is the Procurement Approval Basic Navigation lesson of the Managing Procurement
Approvals course. Upon completion of this lesson, you will be able to:

e Access aworklist in ARC and review the primary functionality
e Access approval transaction search pages and review the primary functionality

Estimated time needed to complete lesson: 12 minutes
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Accessing the Worklist

A Worklist maintains a list of ARC transactions (requisitions, change orders, vouchers, etc.) that
a person (or group of people) has to approve. In ARC, departmental users will need to access the
Worklist to determine which transactions require their approval.

Worklist for AP_WF_TEST_02: Dept Voucher Approver Level 2

Work List Filters: Feea

\orked Dy Actiity

Qatefrom Yok Bem

Voucher Entry 01062012 Approval Routng | Approval Workflow 3Low -
Voucher Entry 0102012 Approval Routng Approval Workfiow 3Low -
Voucher Entry 012802012 Approval Reutng Approval Workflow How -

Voucher Entry wio

00 012772012 Approval Routng Approval Workflow Mow v

Throughout the following topic, consider a time you have faced a similar scenario: Sean needs to
access the Worklist to identify transactions that are pending his approval.

Estimated time needed to complete topic: 3 minutes

Procedure

Welcome to the Accessing the Worklist topic where you will learn how to access the worklist.

Fawgrites

Personalize Content | Lavaut ? Help
Menu [=)

Search: ®

> Columbia Specific

> Purchasing

> eProcurement

I Servites Procurement

[ Accounts Pavahble

[ Set Up FinancialsiSupply Chain
> Enterprise Components

[ Warklist

> PeopleTools

|~ Change My Password

-]

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

Action

1.

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.

Favorites | Main Meru
Fersonalize Content | Lavout ? Help
[Menu =
Search:
> Columbia Specific
[» Purchasing
[ eProcurement
I Semvites Procurement
[ Accounts Pavable
[ Set Up FinancialsiSupply Chain
> Enterprise Components
[ Wiarklist
> PeopleTools
— Change My Password
Ity Fribstweb.cc. columbia, &du: 1 7080 psp(fnd 1 trd|EMPLOYEE /ERF/hy [ [ [ meeme [7a - [Fiom -

Step

Action

There are two ways to access the worklist. The first is through the main menu. Start
by clicking the Main Menu button.

Eain e

Page 12




Training Guide
Managing Procurement Approvals

ARC

Favorites  Main Menu

Search Menu:

Personalize

—Changeh =] Change My Passward

] ) ? Help

Menu .

e 3 Columbia Specific »

3 Purchasing »

Egm”;nb‘e 3 eProcurement 3
urchasic

»

I eProcurel (3 Services Procursment

[ Semices | - Accounts Payable »

[> Accounts (3 Set Up Financials/Supply Chain 3

I; E'E: UpFIl 09 Enterprise Companents »
nterarist

b orklist | ) Worklst »

I PeopleTo (J PecpleTooks »

=

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

[

| € meemet

R

Step

Action

Click the Worklist menu.
| 1 worklist r

ARC™

—Changeh [ Changs My Password

[ warklist Detals

Favorites | Mair Menu
Personalize Ise“"" L1 &) ? Help
Menu e
Search: 3 calumbia Specific 4
£ Purchasing 4
Eg“‘”;ﬂh‘i 3 eProcurement 4
urchasic N
3
P 3 Services Procurement
I Semices| (0 Accounts Payable 4
[ Accounts [ Set Up Finandials/Supply Chain 4
Egi:§SrEI (3 Enterprise Components »
' 3
brklist ) Worklst 0 warklet
I PeopleTo 3 PeopleTooks Ol

-]

ctp: ffnkstweb.cc. columbia. dur1 7080jpsp/Fra1trd/EMPLOYEE[ERP/5/WEBLIB_PTPP_SC.HOMEPAGE FisldFormus. Iseript L[ | [ [ |

[ [ ternet

75 - [ w100 -
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Step Action

4, Click the Worklist menu.
[ ] worklist

Favgrites : MainMenu > Worklist > warklist

D rewwindow P Help E{Custum\ze?age hrlp =

Worklist for AP_WF_TEST_02: Dept Voucher Approver Level 2

Detail View Work List Filters: had D Feed

Worklist
From Date From  Work tem Worked By Activity

Link
voucherdpproval, 43, ZCUVoucher,

2011-12-20 1. 0 -

BUSINESE UNIT.COLLIM Markiorked Reassion
VOUCHAE“RAID n0ponntg :

Woucher Entry 01/08i2012 Approval Routing Approval Wiorkdow

voucherfpproval, 117, ZCUWoucher,
2011-12-20, 1, 0
Woucher Entry 01/0952012 Approval Routing  Approval Wiorkflow 3-Low ~| BUSINESE UNIT:COLUM e rkdiforked, Reassion
YOUCHER 10:00000011 :
ROCRATA
Youcherdpproval, 1123,
ZCUWoucher, 2011-12-20, M, 0,
Woucher Entry 01/2602012 Approval Routing  Approval Wiorkflow 3-Low ~| BUSINESS UNIT.COLUM e rkdi/orked, Reassion
YOUCHER 10:00000247 :
ROCRATA
woucherfpproval, 1233,
ZCUVoucher, 2011-12-20, M, 0,
Voucher Enywio g4 79012 approval Routing | Approval Wiorkiiow Tlow =] BUSINESS UNITCOLUM Warkworked Reassion
E’%%CRHAEWRAID 00000278

Youcherfpproval, 2091
ZCUVoucher, 2072-01-21, 1, 0,

Woucher Entry 0202142012 Approval Routing Approval Workflow 3-Low «| BUSINESS UNIT.COLUM e rksiorked, Reassign
YOUCHER 10:00000487

ROCRATA
Youcherfpnroval, 2084,
ZCUWVaucher, 2012-01-31, M, 0,

“Woucher Entry 0202452012 Approval Routing  Approval Workdflow 3-Low «| BUSINESS LINIT.COLLIM Markiiorked, ] Reassign
WOUCHER _1D:00000533

YoucherApproval, 2107,
ZCUWaucher, 2012-01-31, M, 0,
Woucher Entry 02252012 Approval Routing Approval Workflow 3-Low = | BUSINESS LN
YOUCHER _1D:00000538
BDCRATA
WoucherAppraval, 2124
ZCUWoucher, 2012-01-31, M, 0, .
Woucher Entry 0225902012 Approval Routing | Approval wiarkaow Low | BLUSINESS UNIT.COLLIN arksiorked, Reassign
YOUCHER 1000000540
EDCRATA

WoucherApproval, 2173,
4| | »

Done [T [T [ @ mneeme [¥5 - [#100% -

Marorked, ] Reassign

N

Step Action

5. Click the Work List Filters list. Worklist filters are different ways to filter the
pending transactions in your worklist.

=
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Favarites -

Deetail View

From

Woucher Entry

Woucher Entry

“Woucher Entry

Woucher Entry win

Woucher Entry

Woucher Entry

Woucher Entry

“Woucher Entry

4

Main Menu > Worklist

Worklist

Worlist for AP_WF_TEST_02: Dept Voucher Approver Level 2

Work List Filters:

Date From Work Hem ‘Worked By Activity

01/08i2012 Approval Routing Approval Workflow

01/092012 Approval Routing  Approval Workflow

01/2602012 Approval Routing Approval Wiorikdow

0142702012 Approval Routing  Approval Workelow

0212102012 Approval Routing Approval Wiorkfow

0202452012 Approval Routing  Approval Wiorkflow

0202502012 Approval Routing  Approval Wiorkflow

0202502012 Approval Routing  Approval Workflow

Priority

3-Low >

FLow -

FLow 7

LINIT.

YOUCHER [0.001
RDCRATA

youcherApnroval, 117, ZCUWoucher,
2011 0,1, 0,

BUSIMESS UNIT,

WOUCHER 1D:0000007T

RDCRATA

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

Bhin |

=

| Markitorked | |

Reassign

000018

coLum | warkwarked | |

Reassign

WoucherApproval, 1123,

ZCUMoucher, 201
BUSIMESS UNIT,

YOUCHER 1D:00000247

1-12-20, M, 0,

CoLUM | marewarked— | |

Reassign

WoucherApbroval, 1233,

UCHER 10.000;

EDCRATA

Markarked \ |

Reassian,

0027

voucherfppraval, 2021

ZCUNoucher, 201
BUSIMEEE LIMIT.

YOUCHER 1000000487
RDC.RATA

2-01-31, N, 0,

COLUM [ arared | |

Reassion

voucherbpproval, 2084,

ZCUWoucher, 2012-01-21, M, 0,
BUSINESE UNITCOLUM
\éOUCHER 1D.00000533

| Marestored | |

Reassion

voucherApproval, 2

ZCUWoucher, 2012- U1 31, M, 0,
BUSINESS UNIT-C
YOUCHER 1D UUUUUﬁEE

ROCRATA

Markiiorked | ||

Reassion

woucherfpproval, 2124,

ZCUVoucher, 201
BUSINESS UNIT

YOUCHER 10:00000540
ROCRATA

Youcherapnroval

Z01-31, 1.0

COLUM | Markiworked .| ||

Reassign

2173

il

Done

[

| 4 € mtemet

RN

Action

Click the Approval Routing list item.
[4pproval Routing

Favarites

Worklist for AP_WF_TEST_02: Dept Voucher Approver Level 2

Detail View

Worklist

From

Woucher Entry

Woucher Entry

Woucher Entry

Woucher Entry wio

Woucher Entry

“Woucher Entry

Woucher Entry

Vaucher Entry

4

1Main Merid > Worklst

Worklist

Work List Filters:

Date From  Work item Worked By Activity

01/08i2012 Approval Routing Approval Wiorkdow

01/0942012 Approval Routing  Approval YWiorkflow

01/2602012 Approval Routing  Approval Wiorkflow

01/2752012 Approval Routing  Approval Workflow

0202142012 Approval Routing Approval Workflow

0202452012 Approval Routing  Approval Workdflow

02252012 Approval Routing Approval Workflow

02252012 Approval Routing | Approval vinrkdow

ENewwindow  ? Help  [F Customize Page

Priority

ILow -

ILow -

3-Low -

3-Low >

FLow >

FLow -

Low 2

Link

voucherdpproval, 43, ZCUVoucher,

2011-12-20 1. 0
BUSIMESS LMIT.

YOUCHER 1D:00000018
ROCRATA

B <

niEn

COoLUM [ arared | |

Reassion

VnucherApgmva\ 117, ZCWVoucher,

2011-12-20, 1, 0
EIUS\NESB UMIT:

\éOUCHER 10.00000071

COLUM | Marestored | |

Reassion

voucherApproval, 1

ROCRATA

ZCLWoucher, 2011~ 12 20, M, 0,
3-Low ~| BUSIMESS URIT.C

YOUCHER 1D UUUUUZlﬂ

Markiiorked | ||

Reassion

woucherfpproval, 1233,

ZCUVoucher, 2011-12-20, M, 0,

BUSINESS UNIT

YOUCHER 10:00000276
ROCRATA

COLUN | Markiworked .| ||

Reassign

Youcherfpproval, 2|

ZCUVoucher, 2012 01 31, M, 0,
UNIT.COLLIM

BUSIMESS

VOUCHER 1000000437

| Markitorked | |

Reassign

Vuuchemggrwa

ZCUWaucher, 2012- D1 31, M, 0,

BUSIMESS UNIT,

WOUCHER _1D:00000533

RDCRATA

COLUM | warkworked—| |

Reassign

YoucherApproval, 2107,

ZCUWaucher, 2012-01-31, M, 0,

BUSIMESS UNIT,

YOUCHER _1D:00000538

COLUM | warkworked | |

Reassign

Woucherdpproval, 2124,

YOUCHER 1000000540

EDCRATA
VoucherApnroval,

Markwarked | ||

Reassion

2173,

Done

L

[ [ [ meeme:

7 - [Hio0w -
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Step Action

7. From the worklist, you can select the transaction which you wish to approve.

Favorites : Main Menu > Worklist > Worklist

& NewWindow 7 Help IL/Cuamm\zePagE =

Worlist for AP_WF_TEST_02: Dept Voucher Approver Level 2

Detail View Work List Fitters: Approval Routing = ) Feed

Worklist First 1 4.1 of 11 1 (o]
From Date From  Work tem ‘Worked By Activity Priority Link

YoucherApproval, 43, ZCUVoucher,
207T1-12-20, M, O,
Woucher Entry 01/08i2012 Approval Routing Approval Workflow 3-Low «| BUSINESS UNIT.COLUIM e rksiorked, Reassign
YOUCHER 10:00000078
ROCRATA
youcherApnroval, 117, ZCUWoucher,
20711220, 1, 0 .
“Woucher Entry 01092012 Approval Routing  Approval Workflow 3-Low *| BUSINESS LINIT.COLLIM Markiiorked, Reassign
WOUCHER _1D:0000007T
RDCRATA
YoucherApporoval, 1133,
ZCUWaucher, 2011-12-20, M, 0, -
“Woucher Entry 01/2602012 Approval Routing Approval Wiorikdow 3-Low =| BUSIMNESS LNIT.COLLIM e raiorked, Reassign
YOUCHER 1D:00000247
BDCRATA
WoucherApbroval, 1233,
ZCUWoucher, 2011-12-20, N, 0,

0102712012 | Approval Rauting | Approval oo Flow v BUSINESS UMIT.COLUM maniorked—| [ Reassian
YOUCHER 1D:00000275

Woucher Entry win

YoucherApbroval, 2021
ZCUWoucher, 2012-01-31, N, 0,
Woucher Entry 0212102012 Approval Routing Approval Wiorkdlow ILow ¥ | BUSINESE URIT.C
YOUCHER 1D:00000487
RDCRATA
voucherbpproval, 2084,
ZCUWoucher, 2012-01-21, M, 0,
Woucher Entry 0202452012 Approval Routing  Approval Wik o 3-Lowr | BUSINESE URIT:COLLUM e reddforked, Reassian,
g!%%CRHAE‘\RAID 00000533 :

Markiorked Reassion

Youcherdppraval, 2107,
ZCUWoucher, 2012-01-31, M, 0,

Woucher Entry 0202502012 Approval Routing  Approval Wiorkflow 3-Low ~| BUSINESS UNIT.COLUM e rkdi/orked, Reassion
g?%%CRHAE‘\RAID 00000538 :

voucherfpproval, 2124,
ZCUVoucher, 2012-01-31, M, 0,
MIT COLLIT

Woucher Entry 020252012 Approval Routing  Approval Workflow 3-Low «| BUSINESS UNIT.COLI e rki/orked, Reassign
YOUCHER 10:00000540
ROCRATA
Youcherapnroval. 2173, hd
< | »
avascript:submitAction_wind{decument, wind, #1CHorklem§ 1); I T T [ mteme [Fa = [Ha0w «

Step Action

8. There is another way to access the Worklist from the home page. We will navigate
back to the home page now to demonstrate this. Click the Home link.
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Favorites

Main Menu

Personalize Content | Layout

Menu

[2] (=] %]

Search:

[ ®
[> Columbia Specific

> Purchasing

[> eProcurement

[> Services Procurement

> Accounts Payahle

[> Set Up FinancialsiSupply Chain
[> Enterprise Components

[ Warklist

[» PeopleTools

— Change by Passward

Training Guide
Managing Procurement Approvals

? Help

=

Done

[

€ tnternet

RN

Action

Click the Worklist link.

Favarites : Main Mend > Warklist

Worklist

Worklist for AP_WF_TEST_02: Dept Voucher Approver Level 2

Detail View

Worklist

From

Date From  Work item

Work List Filters:

‘Worked By Activity

Woucher Entry

Woucher Entry

Woucher Entry

Woucher Entry wio

Woucher Entry

“Woucher Entry

Woucher Entry

Vaucher Entry

4

01/08i2012 Approval Routing Approval Wiorkdow

01/0942012 Approval Routing  Approval YWiorkflow

01/2602012 Approval Routing  Approval Wiorkflow

01/2752012 Approval Routing  Approval Workflow

0202142012 Approval Routing Approval Workflow

0202452012 Approval Routing  Approval Workdflow

02252012 Approval Routing Approval Workflow

02252012 Approval Routing | Approval vinrkdow

Approval Routing hd

ILow -

ILow -

Zl
3-Low -

3-Low -

3-Low >

FLow >

FLow -

Low 2

ENewwindow  ? Help  [F Customize Page B hitp

) Feed

Link

voucherdpproval, 43, ZCUVoucher,
2011-12-20, M. 0

BUSIMEEE UMIT.COLLIM
YOUCHER 1D:00000018
RDCRATA

voucherfpproval, 117, ZCUWoucher,
2011-12-20, 1, 0

BUSINESE UNIT-COLUM
YOUCHER 10:00000011
ROCRATA

Youcherdpproval, 1123,
ClLiWoucher, 2011-12-20, 1, 0
BUSINESS UNITCOLLUIM
YOUCHER 10:00000247
ROCRATA

woucherfpproval, 1233,
ZCUVoucher, 2011-12-20, M, 0,
BUSINESS UNIT COLLUIM
YOUCHER 10:00000276
ROCRATA

Youcherfpproval, 2091
ZCUVoucher, 2072-01-21, 1, 0,
BUSIMESS UNIT COLLIM
YOUCHER 10:00000487
ROCRATA

Youcherfpnroval, 2084,
ZCUWVaucher, 2012-01-31, M, 0,
BUSIMESS UNIT.COLLIM
WOUCHER _1D:00000533
RDCRATA

YoucherApproval, 2107,
ZCUWaucher, 2012-01-31, M, 0,
BUSIMESS UNIT.COLLIM
YOUCHER _1D:00000538

Woucherdpproval, 2124,

YOUCHER 1000000540
EDCRATA

WoucherApproval, 2173,

niEn

Markiorked

| [ Reassian

MarkWorked,

| [ mmReassion

MarkWorked,

| [mmReassion

arkWorked,

| [+ Reassian

MarkWorked,

| |[smreassion:

Iarkorked,

||+ Reassion

Markorked,

| |[- Reassion

arksiorked,

| |[--Reassion

Done

1 o o

@ mntemer

7 - [Hio0w -
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Step

Action

10.

From the worklist, you can select the transaction which you wish to approve.

Favorites : Main Menu > Worklist > Worklist

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

Worlist for AP_WF_TEST_02: Dept Voucher Approver Level 2

Detail View Work List Fitters: Approval Routing = ) Feed

Worklist First 1 1.1 of 11 1 o]
From Date From  Work fem ‘Worked By Activity Priority Link

voucherapproval, 43, ZCUVoucher,
207T1-12-20, M, O,
Woucher Entry 01/08i2012 Approval Routing Approval Workflow 3-Low «| BUSINESS UNIT.COLLIM e rksiorked, Reassign
YOLUCHER 10:00000078
ROCRATA
youcherApnroval, 117, ZCUWoucher,
20711220, 1, 0 .
“Woucher Entry 01092012 Approval Routing  Approval Workflow 3-Low *| BUSINESS LINIT.COLLIM Markiiorked, Reassign
WOUCHER _1D:0000007T
RDCRATA
YoucherApporoval, 1133,
ZCUWaucher, 2011-12-20, M, 0, -
“Woucher Entry 01/2602012 Approval Routing Approval Wiorikdow 3-Low =| BUSIMNESS LNIT.COLLIM e raiorked, Reassign
YOUCHER 1D:00000247
BDCRATA
WoucherApbroval, 1233,
ZCUWoucher, 2011-12-20, N, 0,

0102712012 | Approval Rauting | Approval oo Flow v BUSINESS UMIT.COLUM maniorked—| [ Reassian
YOUCHER 1D:00000275

Woucher Entry win

YoucherApbroval, 2021
ZCUWoucher, 2012-01-31, N, 0,
Woucher Entry 0212102012 Approval Routing Approval Wiorkdlow ILow ¥ | BUSINESE URIT.C
YOUCHER 1D:00000487
RDCRATA
voucherbpproval, 2084,
ZCUWoucher, 2012-01-21, M, 0,
Woucher Entry 0202452012 Approval Routing  Approval Wik o 3-Lowr | BUSINESE URIT:COLLUM e reddforked, Reassian,
g!%%CRHAE‘\RAID 00000533 :

Markiorked Reassion

Youcherdppraval, 2107,
ZCUWoucher, 2012-01-31, M, 0,

Woucher Entry 0202502012 Approval Routing  Approval Wiorkflow 3-Low ~| BUSINESS UNIT.COLUM e rkdi/orked, Reassion
g?%%CRHAE‘\RAID 00000538 :

voucherfpproval, 2124,
ZCUVoucher, 2012-01-31, M, 0,
MIT COLLIT

Woucher Entry 020252012 Approval Routing  Approval Workflow 3-Low «| BUSINESS UNIT.COLI e rki/orked, Reassign
YOUCHER 10:00000540
ROCRATA
Youcherapnroval. 2173, hd
< | »
pone T cpmteme [“a = [maow «

Step

Action

11.

You have completed the Accessing the Worklist topic. You can now move on to the
next topic, Accessing the Approval Search Pages.
End of Procedure.
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Accessing the Approval Search Pages

Sometimes, users need to locate a specific requisition, change order, or voucher based on certain
criteria (i.e. by vendor, dollar range, origin, etc.). In this case, it is more efficient to search for a
transaction via the approval search pages as opposed to accessing the worklist. This functionality
is especially useful for approvers that have a large worklist and would like to be able to sort the
transactions that need his/her approval.

Voucher Approval AF

Enter any information you have and click Search. Leave fields blank for a list of all values
Limit the number of results to (up to 300): |300

Business Unit = - COLUM 4
Voucher ID: begins with ~

Invoice Number: begins with

Origin: begins with + g

PO Number: begins with 2

Last Updated By: begins with 2

Gross Invoice Amount: = v

Short Vendor Name: begins with

Vendor ID: begins with Q

Name 1: begins with

Voucher Type: = - ~

Case Sensitive

Search Clear B3 garch & Save

Throughout the following topic, consider a time when you have faced a similar scenario: Sean
knows that Mark has created a voucher for services provided to the Department of Arts and
Sciences. He wants to search for the voucher in the voucher approval search page so he can
approve it.

Estimated time needed to complete topic: 3 minutes
Procedure

Welcome to the Accessing the Approval Search Pages topic where you will learn to access the
approval search pages.
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Favorites  Main Menu

Personalize Content | Layout
Menu 2] (=) [x]

Search:
®

? Help

[> Columbia Specific

> Purchasing

[> eProcurement

[> Services Procurement

> Accounts Payahle

[> Set Up FinancialsiSupply Chain
[> Enterprise Components

[ Warklist

[» PeopleTools

— Change by Passward

=

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

Step

Action

Click the Main Menu button.

Favarites | Main Mend
Personalize T“"" LD ® ? Help
Menu -
Search: 3 Columbia Specific 4
3 Purchasing 4
Eg“‘”;ﬂh‘i 3 eProcurement 4
urchasit
»
& aPropure ) SEMvices Procurement
b Semices| (O Accounts Payable 4
[ Accounts [ Set Up Finandials/Supply Chain 4
Egi:;ﬁsﬂi_" (3 Enterprize Components 4
1 -
b workist | £ Worklst '
I PeopleTo 3 PecpleTooks 4
—Changeh [ Changs My Password
ity Fritstweb.cc. columbia, edu; 1 7080/ psp(fns 1 trd|EMPLOYEE /ERF]hy [T [ [@mneeme [7a - [Foms -
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Step Action

2. For this example, we will show you the Voucher Approval Search Pages. Click
the Accounts Payable menu.

| (1 Accounts Payable * |

ARC™

Favgrites . Main Meru

Fersonalize Search Menu:

Menu I

Search: [ columbia Specific
3 Purchasing

Eg“‘”;ﬂh‘i 3 eProcurement
urchasit

R (3 Services Procurement

I Semices| (0 Accounts Payable

I Accounts £ Set Up Financias/Supply ¢ 1 Wouchers

P 8etUp Fil = Enterprise Components 0 Contral Groups

[> Enterpris: B workist 3 Payments

> Workdist (3 Review Accounts Payable Info

I PeopleTo [ PecpleTooks

~ Changeh 5] Change My Password

? Help
®

- v v v A

=
4

Inttp: {Frtstweb.cc.columbia. sdu: 1 7080/ psp {91 trdEMPLOYEE/ERP/s/WEBLIE_PTPP_SC.HOMEPAGE. FieldFormula. IScript_, [ [ [ [ mmeemet [75 - [ % 100w -

Step Action

3. Select the VVouchers menu.
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ARC

Favorites

Personalize

Main Meru

Search Menu:

[0 Columbia Specific 4

3 Purchasing 4
Egmu;nb‘; 3 eProcurement 4

urchasic
»
b s (3 Services Procursment
[ Semices | L Accounts Payable - "
[ Accounts [ Set Up Finandials/Supply ¢ Vouchers
3 AddfUpdate

B SetUpFil 75 Ertaprise Components &3 Contral Groups o
[: Enterpris: £ worklist 3 Payments (1 Maintain
LI £ Review Accounts Payable [ Apprave
I PeopleTo (J PecpleTooks

—Changeh =] Change My Passward

? Help

3
3

D Approval Framework - Wouchers
| Mass Waucher Approval

=

ictp: ffnitstweb.cc. columbia. dur1 7080/psp /g 1trd/EMPLOYEE/ERP/s/WEBLIE_PTPP_SC.HOMEPAGE FigFormuatseript s | [ [ | [ €D tntemet

AR

Action

4, Select the Approve menu.

ARC

Favorites  Main Meru

Personalize Search Menu:

Menu I a

Search: 3 Colurnbia Specific 3

3 Purchasing 4
Ego‘u;ﬂb‘; (3 eProcurement r

urchasic .
s
o 3 Services Procursment
I Semices | J Accounts Payable - "
[ Accounts [ Set Up Financials/Supply ¢ Vouchers
3 AddfUpdate

B SetUpFil 75 Ertaprise Components &3 Contral Groups o
[+ Enterpris: 5 workint 3 Payments (1 Maintain
LI £ Review Accounts Payable ) ApArove
I PeopleTo (J PecpleTooks

—GChangeh =] Change My Password

? Help

3
b

D Approval Framework - Wouchers
D Mass voucher Approval

=

ictp: ffnikstweb.cc. columbia. edur1 7080/psp {9 1trd/EMPLOYEE/ERP/c/ENTER _vOUCHER _INFoRMATION.vCHR_approvez| | | [ | [ @D miemet

ERERR

Page 22




ARC™

Training Guide

Managing Procurement Approvals

Step Action

5. Click the Approval Framework - Vouchers menu.This button will lead you to the

individual voucher search pages.

| |_'1 Approval Frarmewark - Wolchers

Favarites © Man Menu > Accoumgpayable > Voughers > Appvrove > Approval Framewark - viouchers
& New Window P Help hrlp

Youcher Approval AF

Eniter any infarmation you have and click Search. Leave fizlds blank for a list of all values

Find an Ex

Lirnit the nurmber of results to (up to 300); |300

Business Unit: = - lcoLum a,

Woucher ID: |hegms withj|

Invoice Number: |hegms wnhj|

Origin: [begins with =] Q

PO Number: |hegms wnhj| Q

Last Updated By: hegins thj| Q

Gross Invoice Amount: | = j |

Short Vendor Name: | begins wnhj|

Wendor ID: |hegms withj| Q

Name 1: |hegms wnhj|

Voucher Type: [= =l =l

I” case Sensitive

: Search Clear  |Basic Search [§ Save Search Criferia

4 | »
Done R @ mntemet o~ [Foms -

Step Action
. . R ' .
6. You will then need to enter search criteria to locate the voucher you're looking for.

In this example, we will search by Vendor ID. Click in the Vendor ID field.
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers > Approve > Approval Framework - Youchers

A newwindow 7 Help B nip

neen

Youcher Approval AF

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

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

Business Unit: IE [coum @
Voucher ID: |hegms with j|
Invoice Number: [begins with =]
Origin: |hegms wigith j| Q
PO Number: begins with ¥] | Q
Last Updated By: begins with | Q
Gross Immice Amount: | = j |
Short Vendor Name: | begins with j|
Vendor ID: begins with x| a,
Hame 1: [begins with =]

Voucher Type: |: j | j

™ Case Sensitive

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

| 3

T T g e mteme [ - [®wr -

Step Action

7. Enter the desired information into the Vendor ID field. Enter *0000000003".

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers > Approve > Approval Framework - Youchers

A ewwindow 7 Help B nip

niEn

Youcher Approval AF

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

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

Business Unit: IE [coum @

Voucher ID: |hegms with j|

Invoice Number: [beqins with =]

Origin: |hegms wigith j| Q

PO Number: begins with 7| Q

Last Updated By: begins with | Q

Gross Invoice Amount: | = j |

Short Vendor Name: | begins with j|

Vendor ID: begins with »| (0000000003 Q

Name 1: [tegins with =]
Voucher Type: lﬁ I[I[I[I[I[I[I[I[I[Iﬂ 2011-12-30 SUFP%R-DDW
™ Case Sensitive
‘SWHCTHEESE Search [ Save Search Criteria

| 3

T T g e mteme Ry
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Guide

Action

Click the Search button.

ARC™

Favgrites - Main Menu > A::uuntapayable > VUuEhErS > Appvruve »  Approval Framewrark - Youchers  [5]

Youcher Approval AF

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

Limit the number of results to (up to 3003 [300

Business Unit: m [cooow T
Woucher ID: |hegms wifith j|

Invoice Number: | begins with j|

Origin: [begins with =] Q
PO Number: | begins with j| Q
Last Updated By: hegins with j| Q
Gross Invoice Amount: | = j |

Short Vendor Name: | begins with j|

Vendor ID: [beqins with 7] [o0nn00a003 Q
Name 1: |hegms with j|

Voucher Tyne: [= = =l

I” Case Sensitive

Search Clear  |Basic Gearch [E Save Search Criteria

Search (Al+1)
Search Results

E ewwindow P Help Bl np 2]

=

Miew All First [4] 1-100f 10 [3] Last
mjmess Ivgﬂumer e %i—"%mber Last Updated By i:ﬂs:r:\umce :EEE ::::\r;venﬂnr VendoriD  Hame1 ﬁner
CoLLm 00000547 PROCVCHR11 4 OKL ((hlank) AP TEST 03 MO 50D 1000 02/27/2012 SUPPLIER-001 0000000003 Supplier Yendor Invoice

CoLum 000004545 PROCVCHR11 3 OML (hlank) AP TEST 03 MO 50D GO0 0272772012 SUPPLIER-001 0000000003 Supplier Yendor Invoice
CcoLum 00000540 PROCVCHROS 4 OML (hlank) AP TEST 03 1000 02/25/2012 SUPPLIER-001 0000000003 Supplier Yendor Invaice

coLLm 00000538 FROCVCHROS 2 DL ((hlank) AP TEST 03 550 02/25/2012 SUPPLIER-001 0000000003 Suppliet Yendor lhvoice

CoLum 00000533 Testing Ad Hoc OML ((hlank) AP TEST 03 1000 027242012 SUPPLIER-001 0000000003 Supplier Yendor Invoice =
< _gp_'_ 3
Done [ [ [ [ [ mnteme [7a - [®iom -

Step

Action

00000547

Select the appropriate Voucher ID hyperlink to access that voucher's approval page.
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Favnvr\tes MalnvMenu > Accounts Payable > Wouchers > Approve > Approval Framewrork - Youchers [2]

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

=

Line Information Charge Information

Business Unit: CoLUM Invoice Number: FROCVCHRT1_4
\oucher: 00000547 Vendor: Supplier Yendor
Invoice Date: 02277202 ID: 00o000o0o00n:

View Documents
Voucher Details
Transaction Currency: usD Terms: Due Immediately
Totak: 1,000.00 Approval Status: Pending
Misc Amt: 0.00
Freight: . Added By: AP_TEST_03_NO_S0D
Sales Tax: 0.0 Waucher Entry wio 0D
Use Tax: 0.00 Attachrments (I ]
Entered VAT: 0.00

Remit Remit . Scheduledto  Gross Payment Payment
SetiD Vendor FEERARNES R Amount Currency ez
CUSET 0000000003 Remitting Address 0202702012 1000.00 UsSD Supplier vendor

i

Departmental Approval

Start
~ BUSINESS_UNIT=COLUM, YOUCHER_ID=00000547, VOUCHER _LINE_NUM=1, DISTRIB_LINE_NUM=1:Fending E%

Departmental Approval

Pending
Deptyouther Appraver Level |

Voucher Department Approval

|
T T [ e meeme [ - [ -

Step

Action

10.

You will then see that voucher's approval page from which you can review
documents and approve the transaction.

Favarites

Business Unit: CoLuUmM Imvoice Number: PROCYCHR11_4
Vioucher: anoons47 Vendor: Supplier Yendor
Invoice Date: 020271201 2 D: 0000000003

View Documnents
Transaction Currency: usD Terms: Due Immediately
Total: 1,000.00 Approval Status: Pending
Misc Amt: 0.00
Freight: 0o Added By: AP_TEST_03_MO_S0D
Sales Tax: 0.00 Woucher Entry wio 50D
Use Tax: 0.00 Attachrnents (0 .
Entered VAT: 0.00

Remit Remit o Scheduledto  Gross Payment Payment
SetiD Vendor [FERpAETEEs |y Amount Currency =4
CUSET 0000000003 Remitting Address 0202702012 1000.00 USD Suppliervendor

§ Main Menu > Accoumgpayable > Voughers > Appvrove » Approval Framewark - vouchers  [5]

D rewwindow P Help E{Custum\ze?age hrlp =
Line Information Charge Information

| I

Departmental Approval

Starf
= BUSINESS_UNIT=COLUM, VOUCHER_ID=00000547, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Fending EE:‘vx
Fl
Departmental Approval

Pending
G)DemVnuEhErAggmverLevel1 £+

Voucher Department Agprovel

|
[ [ [ [ [ [3@mneme [7a - [Fom -
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Step

Action

11.

You have successfully completed the Accessing the Approval Search Pages topic.

You may now move on to the Approval Actions Notification topic.
End of Procedure.
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Approval Action Notifications

If a requisition or voucher is incorrect or if the associated purchase should not be approved,
departmental approvers can deny requisitions and/or vouchers in ARC. Denials and holds from
the central level will generate a notification to the requisitioner or voucher processor. No email
notification will be sent when a transaction has been routed for approval or approved, however,
the approval will be visible on the transaction page in ARC. The following table summarizes the
various notifications that will occur given the approval outcomes:

Transaction  Approvals System in Outcome  Notification Provided
Type Needed which
Approval
Takes Place
Requisition Departmental ARC Approve Status updated in ARC
Deny Status updated in ARC
Frior ARC Approve Status updated in ARC
lif applicable) Deny Status updated in ARC
Central OnBase Approve Status updated in ARC
(if applicable] Deny E-mail notification automatically sent to
Processor
Hold E-mail notification automatically sent to
Processor
Change Order Departmental ARC Approve Status updated in ARC
Deny Status updated in ARC
Prior ARC Approve Status updated in ARC
(if applicable) Deny Status updated in ARC
Central OnBase Approve Status updated in ARC
(if applicable) Deny E-mail notification automatically sent to
Processor
Hald E-mail notification automatically sent to
Processor
Voucher Departmental ARC Approve Status updated in ARC
Deny Status updated in ARC
Ad Hoc ARC Appraove Status updated in ARC
[if applicable) Deny Status updated in ARC
Central OnBase Approve Status updated in ARC
lifapplicable) Dery E-mail notification automatically sent to
Processor
Hold E-mail notification automatically sent to
Processor
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ARC™

Preliminary Approval for Requisitions and Vouchers

The "Notify" function within ARC allows users to add a preliminary reviewer or approver to
review the requisition/change order/voucher prior to the transaction being submitted for approval.
The notify function can follow various processes depending on whether the user being
notified/reviewing the transaction is the person who needs to approve the transaction. When the
Initiator is notifying a co-worker who is not an approver of the transaction, the process follows
this flow:

e User creates requisition/change order/voucher, but does not submit it into workflow

e User clicks "Notify" to request applicable reviewer to review transaction

e The reviewer receives email notification with a link to access the transaction. The user
reviews and submits transaction into workflow. The user may insert comments on the
transaction if necessary

Notify Co- Co-worker Co-worker
Worker, so > (not a future saves and
they can approver) submits

validate/ validates/ transaction
Complete completes
information transaction

When the Initiator is notifying a co-worker who is an approver of the transaction, the process
follows this flow:

e User creates requisition/change order/voucher, but does not submit it into workflow

e User clicks "Notify" to request applicable approver to review/validate transaction

e The approver receives an email notification with a link to access the transaction. The
approver reviews the transaction, inserts necessary comments, but does not save/submit
the transaction

e The approver clicks "Notify" to indicate to the initiator that he/she has reviewed the
transaction and it is ready to be submitted

e The initiator will save and submit the transaction into workflow

S & S .
- : ) ' SN A

Notify future N Future N Initiator .| Approver

approver, so Approver saves and approves
they can validates and submits transaction
validate notifies transaction

information initiator

Page 29



Training Guide m
Managing Procurement Approvals

Throughout the following topic, imagine a time you have faced a similar scenario: Jennifer has
created a voucher, but would like her co-worker to take a look at the transaction before it is
submitted into workflow. She needs to use the notify function to alert her co-worker that the
voucher is available for review.

Estimated time needed to complete topic: 3 minutes
Procedure

Welcome to the Preliminary Approval for Requisitions and Vouchers topic where you will learn
how to notify another user that a requisitions and/or voucher has been created.

m Haime Workiist Addto Favortes | Sign out
Favorites — Main Menu
Personalize Content | Layout 7 Help
‘Menu ==X
Search:
®
I Golurnbia Specific
[> eProcurernent
> Accounts Payahle
> Set Up FinancialsiSupply Chain
> Enterprise Components
[ Warklist
> PeopleTools
— Change My Password
K
Inttp:JiFrtstweb.cc,columbia, edu: 1 7080/psp o1 trd/EMPLOYEE/ERP{hy T e meeme ERERR
Step Action
1. To use the Notify function, you will first need to locate the transaction about which

you need to notify someone. In this example, we will use a voucher, although the
process is very similar for Requisitions. Click the Main Menu button.

:Main vr'-fler‘n_J
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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

2. Click the Accounts Payable menu.
| [ Accounts Payable r

Favorites | Mair Menu
Personalize Ise“"" L1 &) ? Help
Menu -
Search: 3 Columbia Specific 4
3 eProcurement 4
I;C;\umh\a [ Accounts Payable
SPTOCUTEL ) ot Up Financials/Supply © £ vouchers 4
[ Accounts Contral Groups »
[ et Lp Fil 3 Enterprise Components )
b Enterprist () Workist e it Pyl o .
eview ACCoUnts Payable I
E!\gonrlgl‘f_}_n 3 PeapleTools ¥
~ Change, =) Change My Password
Ictp: ffnkstweb. cc. columbia.edur1 7080jpsp/Fra1trd/EMPLOYEE/ERP/s/WEBLIB_PTPP_SC.HOMEFAGE FieldFormua.tseript .| | [ [ [ [ [ intemet [7a - [Fioms -

Page 31




Training Guide M
Managing Procurement Approvals

Step Action

3. Click the Vouchers menu.
| [ Wouchers 4

Favarites | Main Menu
Personalize Ise'"" LD ® 2 Help
Menu -
Search: 3 Columbia Specific 4
3 eProcurement 4

I;C;\umh\a [ Accounts Payable - %

eFrocurel ouchers
[ Accounts & setip .Flnancla\sﬁupply[ Contral Graups 0 AddfUpdate »
[ et Lp Fit 3 Enterprise Components g " 3 Mantan »
> Enterprist C3 Worklist Aments
Lorklist (4 peopieTocls (3 Rewiews Accounts Payable o 4
> PeopleTo
_ Change), =) Change My Password

etp: ffnstweb. cc. columbia. dur1 7080jpsp g Ltrd/EMPLOYEE/ERP/S/WEBLIB_PTPP_SC.HOMEFAGE Fieldrormua.tseript .| | | [ [ [ [@ ineemer 75~ [Foms -

Step Action

4, Click the Add/Update menu.
| 03 addiUpdate 5
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Favorites  Main Meru
Personalize Is‘""’" Menu: )
[Menu 2
e 3 Columbia Specific 4
£ eProturement 4
II;Cpo\umb\e (3 Accounts Payable
eFrocurel
©frtoonte. £ Set Up Financias/Suppy ¢ g ‘C’UD:;ZT’GSW : £ Add/Update
> SetUp Fir (& Enterprise Components Payronts & 3 Maintain [5] Regular Entry
REnleEie] O7 Workist 2 Re:iew Accounts Payable 1nmo 4 ] voucher search
Ez‘gﬂgkl“s}u 3 PeopleToolks [=] Quick Invaice Entry
| Lﬁfggﬂ\ [=] Changs My Password || Delste Youcher

? Help

Training Guide
Managing Procurement Approvals

=

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™

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

& New Window P Help

Youcher

Eind an Existing Yalue

Business Unit:

COLUMQ

Voucher ID: Business Unit Description

CcOoLUM Columbia University
Voucher Style: | e LT e -
Short Vendor Name: Q
Vendor ID: Q

Vendor Location:

Address Sequence Number:

Invoice Number: |
Invoice Date:

Gross Invoice Amount:

Freight Amount: 0.00
Misc Charge Amount: 0.0

Estimated No. of Invoice Lines: 1

A |

Find an Existing alue | Add a MNew Yalue

‘ |

=

hitp

3

Done

[T [T [ @ mneeme

7 - [Hio0w -
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ARC™

Step

Action

6.

| Eind an Existing Walue

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

ARC

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

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: | 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: |: j | j
Voucher Source: |: j | j
™ Case Sensitive
Search Clear |Basic Search [ Save Search Criteria

Find an Existing value | Add a Mew Value

E newwindow 7 Help B ity

| 3

L

|'d @ ntemet

ERAENTTN

Step

Action

Click in the Voucher ID field.
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Favnvr\tes'MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

D rewwindow 7 Help
Youcher
Enter any information you have and click Search. Leave fields blank for a list of all values.

Add a New Value

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

Business Unit: = - COLUM Q

Voucher ID: [beginz with x| (00000291

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

™ Case Sensitive

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

Find an Existing value | Add a Mew Value

. \ i

T T [ mieme e

Action

Enter the desired VVoucher ID, *00000291"

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

D rewwindow 7 Help
Youcher
Enter any information you have and click Search. Leave fields blank for a list of all values.

Add a New Value

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

Business Unit: = - COLUM Q

Voucher ID: [beginz with x| (00000291

Invoice Number:  [beains with =] |

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

4 | 3

[T T 36 mieme [ - [R1oew -
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Step Action

9. Click Search button.

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

Surnmary Related Dacurnents Irwoice Information Payments Woucher Attributes

Enewwingow P Help & customize Page B

[=] Retatea Content
Errar Surnrmary

Business Unit: COLUM Invoice Date: 0142302012

Moucher ID: anoonzat Imvoice No: 2

Voucher Style: Regular Invoice Total: 350.00 usD

Contract ID:

Vendor Name: 1ZZ0 CONSTRUCTION Pay Terms: Due MNow

537 West 125 Street Youcher Source: EDI
Mew York, MY 10027

Entry Status: Postahle Origin: SMs

Match Status: o Match Created: 01r31i2012

Approval Status: Approved Approval History Created By: AP_TEST_ 032

Post Status: Posted Modified: 0173142012

Modified By: PO_TEET_04
ERS Type: Mot Applicable

Budget Status: Walid Close Status: Open

Budget Misc Status: Walid

“View Related [PaymentInquiry | 5o

& save | | RetuntoSearch | [T Netifty | | s Refresh | By Add UpitateDisplay,
Surnrmary | Related Docurments | lnvaice Information | Paymerts | Youcher Attributes | Error Summar
4 | »
Done [ [ [ [ [ mneme 75~ [Fomm -

Step Action

10. Locate the Notify button at the bottom

is used for the same purposes. Click th

of the page to notify another user about the

transaction. This notify button is also found on Requisitions and Change Orders and

e Notify button.
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Favnvr\tes'MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry
[_E’NEWW\TMDW “? Help BCUETD!’H\ZEF‘EQE hrlp

Send Notification

Type names or email addresses inthe To, CC, or BCC fields, using a semi-colon as a separator.
Click LOOKUP RECIPIENT ta search for a name. Click DELIVERY OPTIONS fo view ar change the method of the send

Lookun Recipient

HNaotification Det:

To: || Delivery Options
I™ RichText
o I

BCC: |

Priority: B

Subject: |=Emer Subject here=

LI Y

Template: [orkfow Motification
Priority: % NotificationPriority

®RlL

Message:

Click OK to send this notification and exit this page. Click Cancel to exitthis page without sending a notification
Click Apply to send this notification and remain on this page.
| ok | cancel | Appy

[T 36 meme [% - [ -

Done

Step Action

11. Click in the To field to select a recipient of the notification.

Favnvr\tes’MainvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry
[_E’NEWW\TMDW “? Help BCUETD!’H\ZEF‘EQE hrlp

Send Notification

Type names or email addresses inthe To, CC, or BCC fields, using a semi-colon as a separator.
Click LOOKUP RECIPIENT ta search for a name. Click DELIVERY OPTIONS fo view ar change the method of the send

Notification Det: Lookup Recipient
Lookup Recipient
TD:|| Delivery Options
™ RichText
cc:l

BCC: |

Priority: B

Subject: |=Emer Subject here=

(B Y

Template: [orkfow Motification
Priority: % NotificationPriority

® L

Message:

Click OK to send this notification and exit this page. Click Cancel to exitthis page without sending a notification
Click Apply to send this notification and remain on this page.
| ok | cancel | mppy |

| € meemet BRI

[

Done
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Step

Action

12.

Enter the email address into the To field. Enter "tspark@columbia.edu™.

Cli
Cli

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

Hotification Details

Home | %

ENewwindow  ? Help  [F Customize Page B hitp

niEn

Send Notification

Type names or email addresses inthe To, CC, or BCC fields, using a semi-colon as a separator.
Click LOOKUP RECIPIENT to search far a name. Click DELIVERY OPTIONS to wiew or change the method of the send

Lookun Recipient

To: Itspark@cnlumhia Enu| Delivery Options

[~ RichText

cc |

BCC: I

Priority: B

Subject: |<Enter Subject here=

o &

Template: [Workflow Motification

Priority. %MNotificationPriority

&l

Message:

rk OK to gend this notification and exit this page. Click Cancel to exitthis page without sending a nofification
ck Apply to send this notification and remain on this page.

ok Cancel J Apply

Done

[ [ [ meme [7a - [Foms -

Step

Action

13.

Click the Priority list to determine of what importance the notification is.
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Favnvr\tes'MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate

Send Notification

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

Type names or email addresses inthe To, CC, or BCC fields, using a semi-colon as a separator.
Click LOOKUP RECIPIENT ta search for a name. Click DELIVERY OPTIONS fo view ar change the method of the send

s

HNaoti

n D

To: |Ispark@culumma edu

o I

BCC: |

Priority: B

Subject: ere=
1-High

Template: | 2 Med ation
3-Laiw

Priority: % NotificationPriority

Message:

| ok | cancel | Appy

LI Y

®RlL

Lookun Recipient

Delivery Options
I™ RichText

Click OK to send this notification and exit this page. Click Cancel to exitthis page without sending a notification
Click Apply to send this notification and remain on this page.

Training Guide
Managing Procurement Approvals

Done

[0

| € meemet

RN

Step

Action

14.

Click the 2-Med list item.

Send Notification

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

ENewwindow  ? Help  [F Customize Page hrlp

To: Itspark@cnlumhia edu

cc |

BCC: I

Priority: [EAT0MIE ~ |

Subject: |<Enter Subject here=

Template: [Workflow Motification

Priority. %MNotificationPriority

o &

&l

Message:

Type names or email addresses inthe To, CC, or BCC fields, using a semi-colon as a separator.

Lookun Recipient

Delivery Options
[™ RichText

Click OK to gend thig notification and exit this page. Click Cancel to exitthis page without sending a nofification

Click Apply to send this notification and remain on this page.

[ ok | Cancel | Apply

Done

]

[ [ eermet

7 - [Hio0w -
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Step Action

15. Enter the desired information into the Subject field. Enter "Voucher Created".

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

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

=

Send Notification

Type names or email addresses inthe To, CC, or BCC fields, using a semi-colon as a separator.
Click LOOKUP RECIPIENT ta search for a name. Click DELIVERY OPTIONS fo view ar change the method of the send
Notification Details

To: |Ispark@culumma edu

Lookup Recipient

Delivery Options
[™ RichText

o I

BCC: |

Priority: [ 2-Med -
Subject: IVnuEhar Creamn\

Template: [workflow Motification

(B Y

Priority: % NotificationPriority

® L

Message:

Click OK to send this notification and exit this page. Click Cancel to exitthis page without sending a notification
Click Apply to send this notification and remain on this page.

Ok Cancel| ] Apply

pone T T [ mteme [Fa = [®aoow «

Step Action

16. Click in the Message field.
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Favnvr\tes'MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

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

=

Send Notification

Type names or email addresses inthe To, CC, or BCC fields, using a semi-colon as a separator.
Click LOOKUP RECIPIENT ta search for a name. Click DELIVERY OPTIONS fo view ar change the method of the send

HNotification Details Lookup Recipient

To: |Ispark@culumma edu

Delivery Options
I™ RichText

o I

BCC: |

Priority: [ 2-Med -
Subject: IVuucher Created

LI Y

Template: [workflow Motification

Priority: % NotificationPriority

®RlL

Message: |

Click OK to send this notification and exit this page. Click Cancel to exitthis page without sending a notification
Click Apply to send this notification and remain on this page.

Ok Cancel| ] Apply ]

Done T T [ e mteme [Fa = [®aew « )

Step

Action

17.

Enter the desired information into the Message field. Enter "I have created a travel
advance voucher and would like you to look at it before it is submitted. Thank
you.".
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Favnvr\tes'MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Send Notification

Type names or email addresses inthe To, CC, or BCC fields, using a semi-colon as a separator.
Click LOOKUP RECIPIENT ta search for a name. Click DELIVERY OPTIONS fo view ar change the method of the send

HNotification Details Lookup Recipient

To: |Ispark@culumma edu Delivery Ontions

I™ RichText
o I

BCC: |

Priority: [ 2-Med ~

Subject: IVuucher Created

Template: [orkfow Motification il
Priority: % NotificationPriority

Message: || have created a travel adwance woucher and would like @
fyou to look at it before it is subritted. Thankynu\

Click OK to send this notification and exit this page. Click Cancel to exitthis page without sending a notification
Click Apply to send this notification and remain on this page.

Ok Cancel| ] Apply

Done

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

=

I -1 T

R

Step

Action

18.

Click the OK button.

Note: The information in the template box should not be removed or altered.

Page 42




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

Training Guide

Managing Procurement Approvals

[=] Retated Content

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

Eelated Documents Invoice Information Eayments Youcher Attributes Errar Summary

Business Unit: coLUm Invoice Date: 014232012

Voucher ID: 00000291 Invoice No: 2

Voucher Style: Regular Invoice Total: 350.00 usD

Contract ID:

endor Name: 1ZZ0 CONSTRUCTION Pay Terms: Due Mowr

537 Wesl 125 Street Woucher Source: EDI
Mew York, NY 10027

Entry Status: Postahle Origin: SMS

Match Status: Mo Match Created: 0173102012

Approval Status: Approved Approval Histary Created By: AP_TEST_02

Post Status: Posted Modified: 0112012

Modified By: PO_TEST_04
ERS Type: Mot Applicable

Budget Status: Walid Close Status: Open

Budget Misc Status: Walid

*View Related |Faymem Inguiry j Go

B Save | {4 ReturntoSearch | [] Matity | | Refresh B Add UpdeteiDisplay,
Summary | Related Documents | Invoice Infarmation | Payments | Woucher Aftributes | Errar Summar
. | i
Done T |3 | mtemet [Fa = [®aew «

Step Action

19.

End of Procedure.

You have completed the Procurement Approvals Navigation lesson. You can now
move on to the next lesson, Reviewing and Approving Requisitions lesson.
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Reviewing and Approving Requisitions

This is the Reviewing and Approving Requisitions lesson of the Managing Procurement
Approvals course. Upon completion of this lesson, you will be able to:

o Approve requisitions in ARC at the departmental level and in OnBase at the Central
Purchasing level

e Know the role ARC and OnBase will have in the approval of requisitions
e Approve change orders

Estimated time needed to complete this lesson: 8 minutes
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Requisition Approval Overview

When a requisition has been entered with required lines, additional data entered, and has been
budget checked, the Requisitioner will submit the requisition for approval. Departmental approval
and prior approval (if applicable) will occur in ARC. Central approvers will approve applicable
requisitions via OnBase. Departmental approvers for a requisition are systematically determined
based on the total dollar amount of the transaction and the departments defined on the distribution
line. Prior approvals are determined based on the combination of category code, account code,
and dollar thresholds.

The requisition approval process flow is as follows:

ARC OnBase
w Gppflv_ers 2% ’1
= se “View f | ARC
\ Docs” Button @A c
in ARC to e . 5 Creates
[ 3 g ——>| Department [~ Prior > Central [—>|
Requisition Review Approval A I A ] Purchase
ey o Relevant PRIOVS pp(_ov,a, " pp?v,a, . Ordersfrom
Complete (If A (If A
Documents Approved
and Budget in OnBase Requisitions
Checked 4
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Review and Approve Requisitions

Requisitions will be approved by departmental users in ARC and by central users in OnBase
(approvals or denials in OnBase will automatically be updated in ARC). Requisitions in ARC can
either be approved or denied. Requisitions in OnBase can either be approved or denied. If a
requisition is denied, an email notification will be sent to the Requisitioner. Users will be able to
monitor the status of their requisition transaction through the Manage Requisition page in ARC.
For those transactions that are placed on hold in OnBase, go to the Procurement Electronic
Document Management web page to obtain details on the central approval status.

‘ OnBase& ‘

Approve Deny ‘ Approve Deny

i = i !

‘OnBase‘ ‘ ARC f!

Electronic
Document
Management

Automatic E-

Approval Status
Update Updated in ARC
Requisition &PO
and Re-Route | | Generated from
Requisition

Requisition
Sent to Central Delete

Approval Requisition
(if applicable)

updates or
delete req.

Throughout the following topic, imagine a time you have faced a similar scenario: Brian reviews
his Worklist and identifies the requisition that Jennifer has created. He reviews the requisition
and associated documents. He needs to approve the requisition.

Note: Approvers are responsible for managing their Worklist consistently on a daily basis--
approvers will not receive notifications when new transactions have been routed to their worklist

Estimated time needed to complete topic: 4 minutes

Procedure

Welcome to the Reviewing and Approving Requisitions topic where you will learn how to
approve requisitions.
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Favorites  Main Menu

Personalize Content | Layout

‘Menu

Search:

&

[> Columbia Specific

> Employee Sel-Serice
> Supplier Contracts

[ Vendors

[» Procurement Contracts
> Purchasing

[> eProcurement

[> Services Procurement
[» Sourcing

[ Accounts Pavahble

[ et Up FinancialsiSupply Chain
> Enterprise Components
[ Warklist

> Reporting Tools

> PeopleTools

> Development Utilities

— Change My Password

[2] (=] %]

Training Guide

Managing Procurement Approvals

=

Done

[

€ tnternet

RN

Step

Action

To approve a requisition, you will first navigate to the Worklist to identify the
transaction. Click the Main Menu button.
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ARC

Favorites  Main Menu

Personalize Search Menu:

[0 Columbia Specific 4

0 Employes Self-Service 4
Eg:ﬂ‘”mb‘e 3 Supplier Contracts 4
b Suppiar¢ O veniors '
[ Vendors - Procurement Contracts 4
[ Procurerr (3 Purchasing '
b PUrehasit o5 aprocyrement 4
I;;z::lc‘:l;rse: (3 Services Procursment »
I Sourcing = Sourcing 4
[ Accounts (3 Accounts Payable 4
E gi:;ﬁr\z‘: 3 Set Up Financials/Supply Chain 3
I Warklist (1 Enterprise Compaonents r
> Reporting (£ Worklist 3
[: PeopleTo 75 Reporting Tools 4
Iigﬁ\;ilnsq 1 PeopleTools 4
= [ Development Utiities r

5] Change My Password

? Help

=

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

[

€ tnternet

AR

Step Action

2. Click the Worklist menu.
| 1 worklist r

ARC

Favorites | Mair Menu
Personalize Ise“"" L1 ®
Menu -
Search: 3 Columbia Specific 4
1 Employes Self-Service r
';g“‘”lmh‘i 3 Supplier Contracts 4
mployes K
[> Supplier ¢ £ vendors
b yendors  CJ Procurement Cantracts 4
1> Frocurerr (3 Purchasing 4
Ezg:z:ii’l 3 eProcurement 4
Eoanicosd (3 services Procurement 4
I Sourcing (3 Sourcing 4
[ Accounts (3 accounts Payable »
:i Ei:;srg: [0 Set Up Financials/Supply Chain 4
> Worklist 1 Enterprise Components L2
I Reporting £ Worklist
I PeapleTs 5 Reporting Tools 5] warkst
Egﬁ\;iln;e:r': 3 PeopieTonks D Warklist Details
—=—— [ Developrment Utiities 4

D Change My Password

? Help

-

o

@ Intemet

75 - [ w00 -
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Step

Action

Click the Worklist menu.

[ ] worklist

Favgrites : MainMenu > Worklist > warklist

Worklist for PO_WF_TEST_02 Dept Approval $500 - $2500

Detail View

Worklist

From

Requisition Entry

Requisition Entry

Renquisition Entry

Requisition Entry

Requisition Entry

Requisition Entry

Requizition Entry

Requisition Entry

Requisition Entry

Requisition Entry

4

Date From  Work item

Work List Filters:

‘Worked By Activity

01/08/2012 Approval Error

01/08i2012 Approval Error

01/0612012 Approval Error

011852012 Approval Error

01/18/2012 Approval Errar

01/1842012 Approval Error

01182012 Approval Error

01192012 Approval Error

01192012 Approval Error

01/192012 Approval Error

Approval viorkdow

Approval Workflow

Approval Wik o

Approval Wiorkflow

Approval Workilow

Approval Wkl ow

Approval Wiorkflow

Approval Wiorkflow

Approval ko

Approval Workflow

ENewwindow  ? Help  [F Customize Page hrlp

| [ Feed

Link
Requisition, 201, FCURequisition,
2011-11-23 B 0

BUSIMEEE LIMIT.COLLIM

REQ 1D:0000000030

Requisition, 203, ZCLRequisition,
2071-11-23 M, 0

BUSIMESS UMNIT.COLLIM

REGQ D:0000000020

Requisition, 211, FCURequisition,
2011-11-23 M. O

BUSINESS UNIT-COLLIM

EEGQ 1D:0000000032
Reduisition, 621, ZOUReguisition,
2071-11-23 1 0

BUSIMEEE LINIT.COLLIM

REQ [D:00000000RT
Requigition, 703, ZCLIRequisition,
2071-11-23 1, 0

BUSIMESS UNIT.COLLIM

REGQ [D:0000000062
Requisition, 711, FCURequisition,
2001-11-23 M. 0

BUSIMESE UMIT-COLLUIM

REG 1D:0000000063

Reuuisition, 721, ZCUReguisition,

lmZﬂﬂZBND

BUSINESS LMNIT.COLLIM
REGQ [D:00000000f4

Requisition, 751, FCURequisition,

[z-madiom =] £

-Mediumn | x
2-Medium =

Z071-11-23, M, 0
LUSIMESS UNIT.COLUM
REGQ 10:0000000067

Requisition, 801, FCURequisition,
2011-11-23 M. 0

BUSINESE UNIT-COL UM

REQ 1D:0000000067

Eequisition, 813, ZCLRequisition,
2071-11-23 FW 0

BUSIMESS UNIT.COLLIM

REGQ D:0000000072

Mark Worked

Mark Worked

Mark Worked

Mark Worked

Mark Worked

Mark Worked

Mark Worked

Mark Worked

Mark worked

Mark Worked

Reassign

Reassign

Reassion

Reassign

Reassign

Reassian,

Reassign

Reassion

Reassion

Reassign

Done

[T [T [ [ mneeme

[75 - [ % 100w -

N

Step

Action

Click the Work List Filters list.

=
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Favorites : Main Menu > Worklist Worklist

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

=

Warklist for PO_WF_TEST_D2: Dept Appraval $500 - $2500

Deetail View Work List Filters:

‘Worked By Activity Pri

Requigition, 201, ZCLIRequisition,
Requisition Entry 01/08/2012 Approval Errar Approval Workilow 2-Medium = éugm'}g'sg U COLUM | Mark Worked H Reassign
REQ

Requisition, 203, FCURequisition, .
Requisition Entry  01/06/2012 Approval Error Approval Wior kil ow 2-Medium = WI\@S&ITWCOLUM | Mark Warked H Reassian,
REG 1D:0000000020
Reguisition, 211, ZCUReguisition,
Requizition Entry 01/08i2012 Approval Error Approval Wiorkflow 2-Medium = éﬁg”\]gé@ L’J\‘NIDTCOLUM | Mark Worked H Reassign
REGQ [D:0000000032
Requisition, B&1, ZCUReguisition,
Requisition Entry 011852012 Approval Error Approval Wiorkflow 2-Medium = é?)ﬁj\[\‘]‘éé@ UNIDTCOLUM | Mark Worked H Reassion
REQ 000000067

Requisition, 703, FCURequisition, .
Requisition Entry 017182012 Approval Error  Approval Workfow Tedin 7] SEEEEE R | markworked | | Reassion

REQ 1D:0000000062

Eequisition, 711, ZCLURequisition,
Requisition Entry 01/18/2012 Approval Error Approval Workflow 2-Medium = %‘U‘WCOLUM | Mark Worked H Reassign

REGQ D:0000000063

Requisition, 721, FCURequisition,
Requisition Entry 011852012 Approval Error Approval Wiorkflow 2-Medium = mCOLUM | Mark Worked H Reassion
00064

Requisition, 751, FCURequisition,
Requisition Entry 01192012 Approval Error Approval Wiorkdow 2-Medium = %%COLUM

REQ 1D:0000000067

Requisition, 801, ZCLIRequisition,
Requisition Entry 01/192012 Approval Error Approval Workflow 2-Medium = é%gu\]éézsa UNIDTCOLUM | Mark Worked H Reassign

REGQ [D:0000000067

Requisition, 813, FCURequisition,
Renquisition Entry 011852012 Approval Error Approval Wik o 2-Medium |- %‘UN‘V\TID'I"COLUM | Mark Worked H Reassion

REGQ 1D:0000000072

MarkWorked | | Reassion

-

4

|
Done T e mteme [Fa = [®aew «

Step Action

5. Click the Approval Routing list item.
[4pproval Routing |

Favarites : Main Mend > Warklist Worklist

ENewwindow  ? Help  [F Customize Page B hitp

niEn

Worklist for PO_WF_TEST_02 Dept Approval $500 - $2500

Detail View Work Li

iters:

Worklist
From Date From  Work item Worked By Activity Priority Link
PurchaseOrder, 405 . .
Richard Susanto  01/19i2012 Approval Routing Approval ¥arklow Z-Medium = %Sg'm%ﬂﬂ. | Marsinorked | |- Reassign |
PO 10:0000000027
PurchaseOrder, 463
Requisition Entry  |01/23i2012 Approval Routing | Approval Wiorkdow 2-Medium |« %m‘%ﬂg | Markitorked | |- Reassign |

FO 100000000008
Requisition, 833, ZCURequisition,
Renquisition Entry 012452012 Approval Routing  Approval Wik o 2-Medium |- %‘UN‘V\TID'I"COLUM | e reddforked, H Reassion \
REQ 10:0000000083
Reguisition, 1265, ZOUR: . .
Requisition Entry | 02/01/2012 Approval Routing | Approval ¥arklow 2-Mediurn = %‘U‘WCOLUM | tariitiorked | | Reassign—|
REQ 0:00000001T08
Requigition, 1269, ZCUR
Requisition Entry | 02/01i2012 Approval Routing Approval Wiorkdlow -Medium v émjﬁg'ﬁ‘g LerIDTCOLUM | iarkorked | || RESEI0N |
REQ 0:00000001a7
Requisition, 1303, ZCUR
Requisition Entry  02/02/2012 | Approval Routing | Appraval Wior ki ow 2-Medium = é%gﬁg';g UNIUTCOLUM | Markdiarked, H Reassian, \
REQ 10:0000000113
Reguisition, 1313, ZCUR:
Requisition Entry  02/08i2012 Approval Routing Approval ¥iarklow -Mediurn = é?ﬁﬁé?@] L’J\‘NIDT coLun | aritiorked | | Reassign——|
REQ 10:0000000114
Requisition, 1353, ZCUR
Reguisition Entry | 0202102012 Approval Routing | Approval Wiorkdow Z-Mediurm |- mCOLUM | Marktorked | | Reassinm|
REQ [D:A000000718

| Reitesh \

4 | »

Done [ [ [ [ [3@mneme 5~ [%omm -
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Action

Click the Requisition, 893, ZCURequisition, 2011-11-23, N, 0,

BUSINESS_UNIT link to access the approval page for that particular transaction.

ARC™

Favgrites : MainMenu > Worklist > warklist

Regquisition Approval

Business Unit: coLum

Requisition ID: 0naoonaons:

Requisition Name: sericeReqTest

Requester: Eeguisition Entry

Entered on: 017242012

Status: Pending Total Amount: 1,600.00 USD
Priority: Mediurn

Budget Status: Valid

Requester's Justification:

No justification entered by requester.

& Edit Requisition iew Documents | Yiew printable version

~ Line Information

Line Information Customize |Find | B Fiet 51061 D st

Schedule Distribution Requester's

Line [ZElE e Item Description Vendor Hame uant UOM  Price Commaets
rile] 1 1 1 Cleaning NONUWPAYND-001 4.0000 EA 40000000 USD =3
¥ Select Al Desslect All
L View Ling Details &z Approve le Deny
~ Review Edit Approvers
Department Approval
= Line 1 Schedule 1 Distribution 1:FPending Estan Tewr
tem:Cleaning ‘Fath
2 Between $500 & $2500
Pending
G)DemApmuval 4500 - §2500 -
Rex Department Approver Level2
4 | »
Done [ [ [ [ meme [7a - [Fomm -

Step

Action

the Deny button.
W Anprove

Click the Approve button. If you wanted to deny the transaction, you would click
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Favorites : Main Menu > Worklist > Worklist

Requisition Approval

Business Unit: COLUN

Requisition ID: 0ooooooog:

Requisition Name: SeniceReqTest

Requester: Requisition Entry

Entered on: 0172462012

Status: Fending Total Amount: 1,600.00 USD
Priority: Mediurm

Budget Status: alid

Reguester's Justification:

No fustification enteredd by requester.

[ Edit Requisition | ! iew Documents 1 Wiew printable version

~ Line Inforrnation

Line Information o Find | BV First KD g 071 D Lot
. Schedule  Distributi o . ) Requester's Sl
Line ot Lie Item Deseription Vendor Mame Quantity ~ UOM Price p el
v @ 1 1 1 Cleaning NONUYWPAYND-001 4.0000 EA 400.00000 USD @

W Select Alli Deselect All
L ‘igw Line Details || & Approve @ Deny |

~ ReviewEdit Approvers

Department Approval

= Lihe 1 Schedule 1 Distribution 1:Pending Eﬁaan MNew

tem:Cleaning

2-Between $500 & $2500

Pending
GDEQIAggmvaI 400 - $2500 £+

Rex Departmert Approver Level2

|
Done T T [ mteme [“5 = [ ® 100w

N

Step Action

8. If you are going to deny the transaction, you will need to enter Approval Comments
at the bottom of the page. Please ensure your comments are clear and actionable.

Favgrites : MainMenu > Worklist > warklist

Saved } |

Regquisition Approval

"4 ServiceReqTest has been routed for further approval.

Review Edit Approvers

Department Approval

= Line 1 Schedule 1 Distribution 1:Approved

Hem:Cleaning
2-Between $500 & $2500

Approved

o Dept Approval $500 - 2500

Req Department Appraver Level2
03432 - 0112 P

Central Purchasing Approval

~ ServiceReqgTest:Fending
Central Purchasing Approval

Pending

G) Central PO Appraval (OMNBASE:

Central Purchasing Appravel

Return to Worklist

|

Done [ [T [3@meme [7a - [Foms -
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Step Action

9. You have learned how to review and approve requisitions. You can now move on to
the next topic to learn about re-triggering requisition workflow.
End of Procedure.
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Re-Triggering Requisition Workflow

When a department user makes a "material" change to a requisition after it has been submitted for
approval, the requisition approval process will be restarted. Such changes include modifying:

Quantity

Price

Vendor

Ship To Location
Distribution Line Changes
Adding/Removing a Line

If a Central Purchasing user makes these changes, workflow will not be re-triggered. If a
requisition is in central approval, however, the requisition should not be updated by Departmental

users.

There are certain fields on a requisition, however, that will not re-trigger workflow. Such changes
include modifying:

Ship-to ID or Additional Shipping information
Due Date

Attention To

Requestor ID

Requisition Name

Initiative

Site

Segment

Note: Material changes are not permitted once a requisition is pending Central Purchasing
approval.
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Reviewing and Approving Change Orders
This is the Reviewing and Approving Change Orders lesson of the Managing Procurement
Approvals course. Upon completion of this lesson, you will be able to:

e Review and approve change orders

Estimated time needed to complete this lesson: 5 minutes
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Change Order Approval Overview

The primary purpose of a Change Order is to notify the vendor of material changes to the PO
and/or to perform a financial change order for accounting purposes. Material changes can
include:

e Value

e Quantity

o Description
e Shipto

o Correct match exception

'Financial Changes' refers to modifications of the chartfields or distribution, but not the increase
or decrease of funds.

Change Orders can be created only after the PO has been dispatched to the vendor. In the ARC
system, Change Orders will be created by modifying existing Purchase Orders as opposed to
creating separate Change Order documents. Also note that the workflow rules for dollar
thresholds and amounts are based on the base value of the Purchase Order and not the amount of
the Change Order. The Change Order approval process is as follows:

Creating Change
Order

= [ |
: ARC - , !
Change L h"' 2

Order

« > —>| Department —>| Prior f—>{ Central
" Budget
Increase Quantity or Checked Approval Approval Approval
Priceon a PO (If Applicable)

*.
Purchase \
Orderin 8
“Dispatched” Change Distribution = [
Status Information on a PO ARC .
(that does not change Change
Order (—>| Department > Prior

L__quantity or price) |
Budget
Chueci: d Approval Approval
k A (If Applicable)

Decrease the
Overall Total of the
PO
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Review and Approve Change Orders

Change Orders will be approved by departmental users in ARC and by central users in OnBase
(approvals or denials on OnBase will automatically be updated in ARC). Change Orders will be
routed through the same approvals as Requisitions, however, Change Orders that decrease the PO
amount or is a distribution level change will not require Central Purchasing approval.

\0nBase] | ARCT W ‘ ‘ OnBase _N ‘
Electronic
Document Approve Deny Approve Deny Hold
Management
Automatic £ Automatic E-mail
Mail Notification
Approval Status Notification of
Vi . hange Order i
Use View Docs’ Change Order Update Updated in ARC of Denial Sent to Hold Sent to
Button in ARC to Sentto Central Delete Change Processor so
v Change Order & New PO Processor 50
iew Relevant Approval Order they can make
Documentation (ifapplicable) and Re-Route Generated from updates or they can Obtain
Change Order delete change Additional
rder Information

Throughout the following topic, imagine a time you have faced a similar scenario: Jennifer needs
to change the distribution information on a dispatched PO, so she creates a change order. Sean
needs to access this change order so that he can approve or deny it.

Estimated time needed to complete topic: 4 minutes

Procedure

Welcome to the Review and Approve Change Orders topic where you will learn to approve a
change order.

ARC™

Favarites | Main Meru

Personalize Content | Layout ? Help
[Menu =
Search:

> Columbia Specific

> Employee Sel-Service
[> Supplier Contracts

b vendors

I Procurement Gontracts
[ Purchasing

[> eProcurement

[> Services Procurement
> Sourcing

> Accounts Payahle

[> Set Up FinancialsiSupply Chain
[» Enterprise Components
[ Worklist

[» Reporting Tools

I PeopleTools

[> Development Utilities

— Change My Password

&/ start Jg J & Employee-facing regi.. J @ & [] ea ’:
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Step

Action

1.

In this case, we will access the Change Order by using the Approval Search pages.
Click the Main Menu button.

ARC™

Favarites | Main Meru

Fersonalize Search Menu:

Menu I

Search: 3 Calumbia Specific

1 Employes Self-Service
:;g“‘”lmh‘i [ Supplier Contracts
mmployee
[> Supplier ¢ £ vendors

b Wendors  CJ Procurement Contracts

v v v v v A

I Pracurerr [ Purchasing
Ezg:zzii\z £ eProcurement 03 Requisitions
i 3 Services Procurement £ Furchase Ordars
> Services |
. . 3 Receipts
I Sourcing [ Sourcing o Analyee P .
[ Accounts (9 Accounts Payable nalyze FracUrEmen
I; Ei:;sﬂz‘: [0 Set Up Financials/Supply Chain 4
b iworklist | 2 Enterprise Components
[ Reporting £ Worklist
> PeopleTo (3 Reporting Tools
Egﬁ\;ilngr; 3 PeopleToolks
—=——— [ Developrment Utiities

D Change My Password

& start Jg J /& Employee-facing regi... J oEs ERRET 3 ’:

Step

Action

Click the Purchasing menu.
| [ Purchasing
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Personalize

ARC

Main Meru

Search Menu:

[0 Columbia Specific 4

0 Employes Self-Service 4
Ego‘ulmb‘e 3 Supplier Contracts 4

mployee »
- Supplier ¢ ) VENEDTS
[ Vendors - Procurement Contracts L3
[ Procurerr (3 Purchasing
> Purchasic 5 gprocirement 3 Requisitions
[ ePi
o reure (3 Services Procursment *3 Purchase Orders
[> Services |
3 Receipts
o = S 3 Analyze Procurernent
I Atcounts [ accounts Payable !
E gi:;ﬁr\z‘l 3 Set Up Financials/Supply Chain 3
'

I Warklist (1 Enterprise Compaonents r
> Reporting (£ Worklist 3
[: PeopleTo 75 Reporting Tools 4
Iigﬁ\;ilnsq 1 PeopleTools 4
= [ Development Utiities r

(5] change My Password

& start J ) J & Employee-facing regi...

Training Guide
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? Help

= e

Step

Action

Click the Purchase Orders menu.

B Purchase Orders

ARC™

Fawgrites ~ Main Menu
Personalize Ise'"" LD ®
Menu -
Search: 3 Columbia Specific 4
1 Employes Self-Service 3

:;g“‘”lmh‘i 3 Supplier Contracts 4

mmployee R
[> Supplier ¢ £ vendors
b yendors  CJ Procurerent Cantracts L4
I Pracurerr [ Purchasing
Ezg:::ifewl £ eProcurement (3 Requisitions

i 3 Services Procurement & DUGED GIEED

> Services | 9 Receipts
b Sourcing (3 Sourcing 3 Analyze Procurement.
[ Accounts (9 Accounts Payable !
I; Ei:;sﬂz‘: [0 Set Up Financials/Supply Chain 4
b iworklist | 2 Enterprise Components 4
[ Reporting £ Worklist b
> PeopleTo (3 Reporting Tools 4
Egﬁ\;ilagr; [ PeopleTools 4
—=——— [ Developrment Utiities 3

£

#/start J @

Change My Password

J /& Employee-facing regi...

? Help

3 Manage Change Orders

3 Review PO Information

3 Reports

(1 Budget vear End Processing
[F addfupdate POs

|5 Approve POs

o= T =i
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Step Action

4, Click the Approve POs menu.This is the button you will use to search for a
articular Change Order to approve/deny.

|=] Approve POs |

Favnvr\tes ! MainvMenu > Purchasing > Purchase Orders > Approve POs
[_E’NEWW\TMDW “? Help E,»/Cuamm\ze Page
S

Approve Purchase Orders

Enter search criteria and hitthe Search button.

*Business Unit: CoLuUM Q *Approval Status: Pending hd

From PO ID: Q ToPOID: Q

PO Date From: PO Date To:

Vendor ID: Q Vendor Natme: Q

Buyer: [ Q PO Reference: [

Search  Glear

al e
#5tart J & J & Approve POs - Winda... J @ & [ & F

Step Action

5. Click the Sear_ch button.
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Favnvr\tes i MalnvMenu > Purchasing

Approve Purchase Orders

Enter search criteria and hitthe Search button.

Purchase Orders >  Approve POs

Training Guide
Managing Procurement Approvals

F Newwindow  ? Help  [& Customize Page B hitp

=

*Business Unit: CoLuUM Q *Approval Status: Pending

From PO ID: [ - } TaPOID: [ < }
PO Date From: PO Date To:
Vendor ID: Q Vendor Natme: Q
Buyer: [ Q PO Reference: [

| Search | Clear |

Purchase Orders

To view the PO details, clickthe PO 1D link.
= Expand All b collapse Al

Action/Status

BB Pending 000000000E 01/05/2012 PO_TEST_08
Expand Section 00DNOONZT OUI0EIE01Z np_tpd 64
Mark All:  pprone L T @ pen

To approve or deny one or mare POs, select the appropriate action from the dropdown and click Submit,

1,000.00 USD 0000000002 MONUWPAYMD-001

1,60000 USD aonoonnnnz MONUWPAYND-001

| Bubmit

Dstar| |

J & Apprave POs - Windo...

Action

[T

Click the Expand Section button to see the details of the Change Order.

Favarites : Main Mend > Purchasing

F‘urchasg COrders > Approve POs

Approve Purchase Orders

Enter search criteria and hitthe Search button

*Business Unit: eotw @
From PO ID: T
PO Date From: A
Vendor ID: ’70\
Buyer: ‘ Q

D rewwindow P Help @fcusturmze?age hrlp =

niEn

*Approval Status:

Pending d

To PO ID: A
PO Date To: [
Vendor Name: ’7 Q
PO Reference: ‘

Search | Clear |

Purchase Orders

Towiew the PO details, click the PO D link.
¥ Expand Al ¥ Collapse All

PO Date

Buyer

“ E Pending 0000000008 01/05/2012 PO_TEST_08

To approve ordeny ane or mare POs, selectthe appropriate action from the dropdawn and click Submit,

PO Reference Vendor 1D Vendor

100000 USD 0000000002 MONUWEAVND

Summary: 1 0f1 Lines Pending
Justification:
Mo justification entered by buver,

Total Pending:

§1,00000 USD

Line “Action/Status: Description Quantity  UOM Price M"‘“““‘:ﬁ: Currency
© 1 [Pending =] Testz 1.0000 EA 1,000,00000 1,000.00 USD
b B Pending 0000000027 O1/09/2012 np_tpl 94 1,600.00 USD 0000000002 MONUWPAYMD-001 —)
Mark All: ¥ spprove L U @ peny

-
#/start J @

J & Approve POs - Windo...
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Step Action

7.

This is an easy way to review the changes that were made, so you know whether or
not you would like the approve the transaction. Click the Expand Section button.

Favnvr\tes’MainvMenu > Purchasing > Purchase Orders > Approve POs

From PO ID: aQ To PO ID: Q 2
PO Date From: 2] PO Date To: &l

vendor ID: Q Vendor Name: Q

Buyer: [ Q PO Reference: [

| seach | Clear |

Purchase Orders

Toapprove of deny one or mare FOSs, selectthe appropriate action fom the dropdown and click Submit
Towiew the PO details, click the PO D link.

¥ Emand Al ¥ collagse All
Action/Status PO Date Buyer PO Reference PO Tatal Vendor ID Vendor Hame

v B pending 0000000008 01/058/2012 PO_TEST_08 1,000.00 UED 0000000002 MONUWWRAVID
Summary: 1 0f1 Lines Pending Total Pending: §1,000.00 USD
Justification:
Mo justification entered by buyer,

Customizs | Find
Line “Action/Status: Description Quantity  UOM Price M"‘““““’::i Currency

® 1 | Pending B [Test? 1.0000 EA 1,000.00000 1,000.00 USD

= B Pending 0000000027 01092012 np_tp194 1,600.00 USD 0ooo0ooooz MONUWPAYMND-001
Summary: 1af1 Lines Pending Total Pending: $1,600.00 USD
Justification:
Mo justification entered by huyer. [}

Price  Merchandise oo,
Amt d

[c] 1 [Pending ~ Lﬁwwmw 1.0000 EA 1,600.00000 1,600.00 USD

Line =Action/Status Description Quantity uom

=
al
i 5tart J @ J @ Approve POs - Windo...

Step

Action

Scroll down to see the other change orders on your worklist.
Click the scrollbar.
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Approve Purchase Orders

Enter search criteria and hitthe Search button.

Training Guide
Managing Procurement Approvals

@NEWWmdnw “? Help Efcuammwze?age hrlp

*Business Unit: CoLuUM Q *Approval Status: Pending -
From PO ID: [ - } TaPOID: [ < }
PO Date From: PO Date To:
Vendor ID: Q Vendor Natme: Q
Buyer: [ Q PO Reference: [

| Search \ | Clear |

Purchase Orders

To view the PO details, clickthe PO 1D link.
= Expand All b collapse Al

Action/Status

PO Date

Buyer

To approve or deny one or mare POs, select the appropriate action from the dropdown and click Submit,

PO Reference PO Total vendor ID Vendor Hame

b B Pending 0000000008 01052012 PO_TEST_08 1,00000 USD 0000000002  WONUWPAYND-001
> B Pending 00000 {7 Rarber 092012 np_tpi 84 150000 USD 000000002 NONUWRAVND-001
Mark All:  pprone L T @ pen

| Bubmit \

PRl
& start J @ J & Apprave POs - Windo..

et s

Step

Action

noooooooog

Once you find the Change Order you would like to approve/deny, you will click the
Change Order ID link. In this case, click the 0000000008 link.
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Favnvr\tes'MalnvMenu > Purchasing > Purchase Orders > Approve POs

Purchase Order Approval

Business Unit: coLum

POID: oooonooong  Ylew Printable Yersion PO Status: Pend Appr

PO Total: 1,000.00 USD PO Date: Uis2012

Wendor ID: o000000002 - Mon-UWWPA Vendor (Systern Tesf Budget Status: walid

Buyer: PO_TEST_08 Justification:

PO Reference: o jusilfication entered by buyer.
Edit PO Wiew Documents

~ Review Lines

Line Details

Merchandise

Select Line  Schedule Humber Htem Description Quantity UOM Price eoung CuTTENEY
W e[ 1 1 Test3 1.0000 EA 1,000.00000 1,000.00 USD
« | i
™ SelectAll/ De-selectall View Lines Details Approve | Hald Deny
[apprave Po]
~ Review | Edit Approvers
Department Approval
= Line 1 Schedule 1 Distribution 1:Pending (22 ViewHide Comments|
tem Tests [#]start bew Path

2-Between $500 & $2500

Pending
GDEQIAQ};mvaI&SDD- 52500 ¥

PO Department Approval Level2

[ Comment History

Central Purchasing Approval

|v Purchase Order 0000000008: Awaiting Further Approvals W

| ctrat Burcchacing Annromat 1

& start Jg J /& hpprove POs - Winda... J @ &[] & F

Step Action

10. Click the Approve button to approve the transaction. If you would like the deny or
hold the transaction, you can use the Deny or Hold buttons.
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& customize Page

e Test3

v Line 1 Schedule 1 Distribution 1:Approved cyyipuide Comments

Central Purchasing Approval

= Purchase Order 0000000008:Fending

View/Hide Comments
Start Mew Path

Central Purchasing Approval

Pending
® Central PO Approval (ONBASE

Central Purchasing Appraval

[ Comment History

Return ta Approve POs

i/ start J e

Appraval History

J /& hpprove POs - Winda...

View Approvals
Business Unit: CoLUM
POID: 0000000008 Wiew Printable Yersion PO Status: Approved
PO Total: 1,00000 USD PO Date: 01/05/2012
Wendor ID: 0000000002 MWon-LWWPA Vendor (Systern Tesf) Budget Status: walid
Buyer: PO_TEST_0E Justification:
PO Reference: o (ustification entered by buyer.
| Edit PO | { View Documents |
' Review Lines
~ Review | Edit Approvers

Department Approval

mal& [«

Step

Action

11.

If you are going to deny the transaction, you must enter approver comments at the
bottom of the page. Please ensure your comments are clear and actionable.

[ Customize Page

Favorites © ManMenu > Purchasing > Purchase Orders > Approve POs
View Approvals
Business Unit: CoLUm
POID: oooooooong  Yiew Printable Version PO Status: fpproved
PO Total: 100000 USD PO Date: 01/05/2012
Vendor ID: 0000000002 Non-UWPA Vendor (Systern Tesf) Budget Status: Walid
Buyer: PO_TEST_0B Justification:
PO Reference: Mo justification entered Dy uyer. [Ea]
| Edit PO | | View Documents \
' Review Lines
~ Review | Edit Approvers
Department Approval

v Line 1 Schedule 1 Distribution 1:Approved —yieumive comments

ftem Test3

Central Purchasing Approval

=~ Purchase Order 0000000008:Fending

GedMiewHide Cormrments
[#]Start Mew Path

Central Purchasing Approval

Pending
G Central PQ Approval (ONBASE

Certral Purchasing Approval

-4

T Comment History

Retumn to Approve POs

#start J @

Approval History

J /& hpprove POs - Windo...

| e [«
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Step

Action

12.

See the status has been changed to Approved.

ARC

Favnvr\tes’MainvMenu > Purchasing > Purchase Orders > Approve POs

& customize Page

View Approvals

Business Unit: CoLUM

POID: 0000000008 Wiew Printable Yersion PO Status: Approved

PO Total: 1,00000 USD PO Date: 01/05/2012

Wendor ID: 0000000002 MWon-LWWPA Vendor (Systern Tesf) Budget Status: walid

Buyer: PO_TEST_08 Justification:

PO Reference: o (ustification entered by buyer.
Edit PO View Docurnents

' Review Lines

~ Review | Edit Approvers

Department Approval

v Line 1 Schedule 1 Distribution 1:Approved cyyipupide Comments
fem Test3 -

Central Purchasing Approval

Start Mew Path

< Purchase Order 0000000008:Pending %W

Central Purchasing Approval

Pending
®Cemra\F'0 Approval (ONBASE -
Certral Purchasing Appraval

- Comment History

Return ta Approve POs Appraval History

i start J@ J € Approve POs - Windo... J @ & [l & F

Step

Action

13.

You have successfully approved a Change Order and completed the Reviewing and
Approving Change Orders lesson. You can now select the next lesson, Reviewing
and Approving Vouchers.

End of Procedure.
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Reviewing and Approving Vouchers

This is the Reviewing and Approving Vouchers lesson of the Managing Procurement Approvals
course. Upon completion of this lesson, you will be able to:

e Explain the role ARC and OnBase will have in the approval of vouchers
Approve vouchers in ARC at the departmental level and in OnBase at the Central Audit
and Review level

Delineate which vouchers require central approval and which do not Estimated time
needed to complete this lesson: 15 minutes
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Voucher Approval Overview

When a voucher has had all required lines and additional data entered, the voucher processor
submits the voucher for approval. If the voucher is a PO voucher, the voucher must be matched
before it can be submitted into workflow. VVouchers will be routed to users based on the
Department ID(s) and dollar threshold at the distribution line. To view the different dollar
thresholds, please access this job aid. The voucher approval process is as follows:

PO Vouchers:

ANARC

ARC

! Voucher
Voucher > Department > Budget
Successfully Voucher Checked,
Entered and Approval Posted, and
Matched Paid
\ 4 h 4
Ad Hoc Approval
(If Applicable)

Non-PO Vouchers:
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ARC OnBase ARC
B ] =
X3 ARC
N Central .| Voucher
Voucher »{ Department : >
Audit and Budget
Successfully Voucher 5
Review Checked,
Entered and Approval
; Approval Posted, and
Submitted X
Paid
for Approval

Ad Hoc Approval

(If Applicable)
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Journal Voucher Approval Process

Journal VVouchers are created to adjust the allocation of a PO or non-PO voucher that has been
posted. Journal vouchers that reference a sponsored project must route through SPF approval
when the journal voucher entered date is more than 90 days from the end of the month of the
accounting date of the original voucher that is associated to the journal voucher. Secondly,
journal vouchers will not require Central Audit and Review approval. Lastly, if the re-allocation
of the distribution line debits a capital account, the journal voucher will route for prior approval
to the Controller's Office.

The Journal VVoucher approval process is as follows:

. = . ARC
- ! Capital Prior SPF
Approval (If Approval® (If Voucher
Journal 1 Department *| Applicable) — Applicable) > Budget
Voucher Voucher Checked,
Successfully Approval Posted, and
Entered and Paid
Matched
\ *See Below
n Diagram
Ad Hoc Approval

(If Applicable)

Journal VVouchers that require SPF approval will route to SPF approvers based on the following
criteria:
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Journal
Vouchers SPF Approval
With Needed...
SPFCT
“Clinical Trials Approver
Praject Type”
on the
Distribution
Line
SPFCTV
Columbia Approver
Technology
Venture w/ a
Sponsored
Project Type
SPF Approver
. Based on
No Columbia Department
Technology
Venture or
Sponsored

Project Type
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Approving Prepaid Vouchers for Employee Advances

Vouchers for employee advances will have a voucher type of Travel Advance or Cash Advance
(see the Employee Advances topic in the Voucher Processing course for additional detail).
Vouchers with a voucher type of Travel Advance and Cash Advance will not follow the
traditional workflow path of routing to a Departmental Approver. Instead, vouchers referencing
these Voucher Types will route to a pool of Travel Approvers that have the appropriate authority.

Additional details of the Travel Approver role are as follows:

ARC™

Travel Approvers must be assigned the appropriate travel approval role based on security
access granted through the submission of the Security Request Form

Travel Approvers must have the appropriate departmental authority based on the
Department ChartField value entered on the voucher distribution line. Departmental
authority is tied to the Travel Approver role.

Travel Approvers must have the appropriate dollar threshold authority based on the
merchandise amount defined on the voucher distribution line

When a voucher is created with a Travel Advance or Cash Advance Voucher Type and
submitted into Workflow, the voucher will automatically route to the pool of Travel
Approvers that have the appropriate role, dollar threshold, and departmental authority.
The Travel Approver will then approve or deny the voucher. If the voucher is approved,
the voucher will route to Central Audit and Review for approval. If the voucher is denied,
the Travel Approver will enter comments documenting the reason for the denial. The
Voucher Initiator will have the option to correct the voucher and re-submit it to
Workflow for approval, or delete the voucher.

Central Audit and Review has the option to approve, deny, or place the voucher on hold.
The approval will be completed in OnBase and the approval status will be reflected on
the voucher in ARC once the approval (or denial) has been completed. If the voucher is
approved, the voucher status will be updated to Approved. If the voucher is denied,
Central Audit and Review will enter comments documenting the reason for the denial.
The Voucher Initiator will have the option to correct the voucher and re-submit it to
Workflow for approval, or delete the voucher. | f the voucher is placed on hold, Central
Audit and Review will send an email to the user requesting the appropriate
documentation.

Once approved, the voucher will then be budget checked, posted, and paid.

The process is as follows:

ARC OnBase ARC
‘ I : ARC
@: L, L m Voucher
Voucher > Travel > Central Audit Budget
Successfully and Review Checked,
Voucher
Enteredand A | Approval Posted, and
Submitted pprova Paid
for Approval
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Approving Prepaid Vouchers for Non-Employee Advances

Vouchers for non-employee advances will have a Voucher Type of Prepayment (see the Non-
Employee Vendor Advances topic in the Voucher Processing course for additional detail).
Vouchers with a Voucher Type of Prepayment will follow the traditional workflow path of
routing to a Departmental Approver. Additional details of the Departmental Approver role are as

follows:

ARC™

Department Approvers must be assigned the appropriate approval role based on security
access granted through the submission of the Security Request Form

Department Approvers must have the appropriate departmental authority based on the
Department ChartField value entered on the voucher distribution line. Departmental
authority is tied to the Department Approver role.

Department Approvers must have the appropriate dollar threshold authority based on the
merchandise amount defined on the voucher distribution line

When a voucher is created with a Prepayment VVoucher Type and submitted into
Workflow, the voucher will automatically route to the pool of Department Approvers that
have the appropriate role, dollar threshold, and departmental authority.

The Department Approver will either approve or deny the voucher. If the voucher is
approved, the voucher will route to Central Audit and Review for approval. If the
voucher is denied, the Department Approver will enter comments documenting the
reason for the denial. The Voucher Initiator will have the option to correct the voucher
and re-submit it to Workflow for approval, or delete the voucher.

Central Audit and Review will then approve, deny, or place the voucher on hold. The
approval will be completed in OnBase and the approval status will be reflected on the
voucher in ARC once the approval (or denial) has been completed. If the voucher is
approved, the voucher status will be updated to Approved. If the voucher is denied,
Central Audit and Review will enter comments documenting the reason for the denial.
The Voucher Initiator will have the option to correct the voucher and re-submit it to
Workflow for approval, or delete the voucher. If the voucher is placed on hold, Central
Audit and Review will send an email to the user requesting the appropriate
documentation.

Once approved, the voucher will then be budget checked, posted, and paid.

The process is as follows:

ANRC OnBase ARC
ﬁ' al wia| | ARC
; o 2. ] Voucher
Voucher »| Department Central Audit Budget
Successfully Voucher and Review Checked,
Enteredand Approval Approval Posted, and
Submitted Paid
for Approval
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Approving Regular Vouchers for Employee Reimbursements

Vouchers for employee reimbursements will have a voucher type of Employee Reimbursement
(see the Employee Reimbursements topic in the Voucher Processing course for additional detail).
Vouchers with a Voucher Type of Employee Reimbursement will not follow the traditional
workflow path of routing to a Departmental Approver. Instead, vouchers referencing this Voucher
Type will route to a pool of Travel Approvers that have the appropriate authority. Additional
details of the Travel Approver role are as follows:

e Travel Approvers must be assigned the appropriate travel approval role based on security
access granted through the submission of the Security Request Form

o Travel Approvers must have the appropriate departmental authority based on the
Department ChartField value entered on the voucher distribution line. Departmental
authority is tied to the Travel Approver role.

e Travel Approvers must have the appropriate dollar threshold authority based on the
merchandise amount defined on the voucher distribution line

e When a voucher is created with an Employee Reimbursement VVoucher Type and
submitted into Workflow, the voucher will automatically route to the pool of Travel
Approvers that have the appropriate role, dollar threshold, and departmental authority.

o The Travel Approver will then approve or deny the voucher. If the voucher is approved,
the voucher will route to Central Audit and Review for approval. The approval will be
completed in OnBase and the approval status will be reflected on the voucher in ARC
once the approval (or denial) has been completed. If the voucher is denied, the Travel
Approver will enter comments documenting the reason for the denial. The Voucher
Initiator will have the option to correct the voucher and re-submit it to Workflow for
approval, or delete the voucher.

e Central Audit and Review has the option to approve, deny, or place the voucher on hold.
If the voucher is approved, the voucher status will be updated to Approved. If the
voucher is denied, Central Audit and Review will enter comments documenting the
reason for the denial. The Voucher Initiator will have the option to correct the voucher
and re-submit it to Workflow for approval, or delete the voucher. If the voucher is placed
on hold, Central Audit and Review will send an email to the user requesting the
appropriate documentation.

e Once approved, the voucher will then be budget checked, posted, and paid.

The process is as follows:

ANRC OnBase ARC
E 3
‘ I : ARC
5‘ L, & m Voucher
Voucher > Travel 2| Central Audit > Budget
Successfully and Review Checked,
Voucher
Enteredand Assieial Approval Posted, and
Submitted PP Paid
for Approval

Page 75



Training Guide
Managing Procurement Approvals

Page 76



m—« Training Guide
Managing Procurement Approvals

Reviewing Voucher Information

When approving vouchers, it is important that you are first able to validate that the voucher
information is correct. As there are a variety of VVoucher Styles and Voucher Types, it is
important that you ensure that the selected payment method is appropriate given the Type and
Style of the voucher. The different Voucher Types are as follows:

Cash Advance
Check Request
Employee Reimbursement
Invoice

OGC

P-Card

Petty Cash
Refunds
Stipends

Travel Advance
Prepayment
V-Pay

For a reminder on the different Voucher Styles, you may reference this job aid. The different
payment methods consist of wire payment, ACH, or check. If the information needed to be
corrected, you could use the notify function (reference the Preliminary Approval topic above) to
indicate to the Voucher Initiator that information needs to be changed on the voucher.

The following topic will outline how to locate a specific voucher and validate that the Voucher
Style, Type, and Payment Method are correct.

Estimated time needed to complete topic: 3 minutes
Procedure

Welcome to the Reviewing Voucher Information topic where you will learn how to validate
voucher style, type, and payment method.
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ARC

Favgrites Mam_MenL;

Personalize Content | Layout
‘Menu 2] (=) [x]

Search:
®

[> Columbia Specific

> Purchasing

[> eProcurement

[> Services Procurement

> Accounts Payahle

[> Set Up FinancialsiSupply Chain
[> Enterprise Components

[ Warklist

[» PeopleTools

— Change by Passward

Inttp:JiFrtstweb.cc,columbia, edu: 1 7080/psp/fo1 trd/EMPLOYEE/ERP{h/ T e meme |75 [ w00 - f
Step Action
1. First you will locate the voucher you would like to review by searching for it on the

Add/Update Voucher page. Click the Main Menu button.
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Favorites  Main Meru
Personalize I‘s‘""’" Menu: ) ? Help
Menu Y
Search: 3 Colurnbia Specific 4
3 Purchasing 4
Egmu;nb‘; 03 eProcurement 4
urchasic
»
e (3 Services Procursment
[ Semices | - Accounts Payable 4
[> Accounts (3 Set Up Finandials/Supply Chain 4
'; E‘E: UnFil 75 Enterprise Components 4
nterarist
b orklist | ) Worklst 4
I PeopleTo (J PecpleTooks 4
—GChangeh =] Change My Password
[T e meme 5 - [He -

Step Action

2. Click the Accounts Payable menu.
| [ Accounts Payable r

Favorites | Mair Menu
Personalize Ise“"" L1 &) ? Help
Menu -
Search: 3 Columbia Specific 4
1 Purchasing 4
Eg“‘”;ﬂh‘i 3 eProcurement »
urchasit A
3
P 3 Services Procurement
I Semices| LI Accounts Payable
[ Accounts (3 Set Up Fnancials/Supply ¢ 1 Youehers :
U 8etUp Fil = Enterprise Components 0 Contral Groups
> Enterpris: ; 3 Payments 4
boiklist | Worklst
(3 Rewiew Accounts Payable Info 3
I PeopleTo 3 PeopleTooks
—Changeh [ Changs 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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Step Action

3. Click the Vouchers menu.

| [ Wouchers

ARC™

Favarites | Main Meru

Fersonalize Search Menu:

Menu I

Search: 3 Columnbia Specific
3 Purchasing
i 3 eProcurement
urchasit
& aPropure ) SEMvices Procurement
b Semvices | (0 Accounts Payable
Wouchers
b Accounts £ Set Up Financials/Supply ¢ —
3 AddfUpdate
P 8etUp Fil = Enterprise Components 0 Contral Groups
[> Enterpris: o Worklst 3 Payments [ Maintain
okl £ Review Accounts Payable (3 Approve
I PeopleTo [ PecpleTooks

—Changeh [ changs My Password

[» Columbiz

v e e v A

=
Done [T [ meeme 75~ [Foms -
Step Action
4, Click the Add/Update menu.
| 03 addiUpdate 5
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ARC

Favorites  Main Meru

Search Menu:

Parsnnahzal ) ? Help
Menu B
Search: 3 Columbia Specific 4

£ Purchasing 4
Egmu;nb‘; 03 eProcurement 4

urchasic
»
e (3 Services Procursment
I Services | 1 Accounts Payable - x
b Ascounts (1 Set Lp Firancials/Supply ¢ 1 Youchers
N 3 Contral Groups L1 Add/Update

D SetUp Fil = Erterprise Components b ) Mairtain [ Regular Entry
> Enterpris 9 worklst 3 Payments D voucher 5 h
b Workdist £ Review Accounts Payable () Approve oueher seard
I PeopleTo (3 PeopleToolks | Quick Invaice Entry
—Changeh =] Change My Password | Delete voucher

=

ictp: ffnitstweb.cc. columbia. edur1 7080/psp /g trd/EMPLOYEE/ERP/s/WEBLIE_PTPP_SC.HOMEPAGE FigFormulatseript s | [ [ | [ €D ttemet AR

ovals

Step

Action

Click the Regular Entry menu.
| |=] Regular Entry

ARC™

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

E ewwindow P Help Bl hitp

=

Youcher

—

Eind an Exsting Value

Business Unit: COLUmMC,
Voucher ID: Business Unit Description

CcOoLUM Columbia University
Voucher Style: | e LT e -

Short Vendor Name: ’7 Q
Vendor ID: &
\endor Location: ’7 Q
Address Sequence Number: | 0Q

Invoice Number: |
Invoice Date: ,—Eﬂ

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

4 | »

Jjavascript:submitaction_win0{document. wing, #1CSwitchiiode); [T [T [ @ mneeme 5~ [Foms -
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Step Action

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

|/ Find an Existing “alue §

Favorites — Main Menu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry
D ew tindow 2 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 e mteme ERESTTIEN

Step Action

7. Enter appropriate search criteria. Click in the Voucher ID field.
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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

A newwindow 7 Help B nip

neen

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

Business Unit: IE [coum @
Voucher ID: |hegms with j“

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: [= = =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

Managing Procurement Approvals

\ i

Done

RN

Action

Enter the desired information into the Voucher ID field. Enter "00000540".

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

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

Add a New Value

Enewwingow 7 Help B nmp

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

Business Unit: IE [coum @
Voucher ID: [beginz with x][0ono0s40]

Invoice Number:  [beains with =] |

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

| 3

Done

RSN
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Step

Action

9.

Click the S

earch button.

Favgrites - Main Menu > A::uuntapayable > VUuEhErS > Add]uvpdate > Regular Entry
[=) Retated Content 0 Mewindow P Help |L/ Gustomnize Page hitp
Related Documnents | Invoice Infarmation || Payments Woucher Atributes  Error Summary
Business Unit: COLUM Invoice Date: 0212612012
Moucher ID: 00000540 Invoice No: FROCVCHROS_4
Voucher Style: Regular Invoice Total: 1,000.00 usD
Contract ID:
Vendor Name: Supplier Vendaor Pay Terms: Due Mow
3208 Broadway Youcher Source: Online
Mew York, MY 10027
Entry Status: Postahle Origin: ORL
Match Status: Mo Match Created: 0212812012
Approval Status: Fending Approval History Created By: AP_TEST_02
Post Status: Unposted Modified: 020262012
Modified By: AP_TEST_DZ
ERS Type: Mot Applicable
Budget Status: Mot Chk'd Close Status: Open
Budget Misc Status: Walid
“View Related [PaymentInquiry S
& save | | RetuntoSearch | [T Netifty | | s Refresh | B ada
surnma acumems | Inwoice Infarmatian | Bayments | Youcher Attibutes | Errar Surrmar
4 | »
Done [ [ [ [ [ mnteme [Va - [Fi0m -

Step Action

10. Notice the field on the Voucher Summary Tab that shows the designated VVoucher
Style.
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Favnvr\tes i MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate Regular Entry
E Related Content r_El MewWindow P Help Ef Customize Page hitp
[ Related Documents | Invoice Information | Payments | Woucher Attributes || Error Summary |

Business Unit: coLUm Invoice Date: 021252012

Woucher ID: noooos40 Invoice No: PROCYCHROS_4

Voucher Style: Regular Invoice Total: 1,000.00 usD

Contract ID:

Vendor Name: Supplier Yendar Pay Terms: Due Mow

3208 Broadway Voucher Source: Online
Mew York, NY 10027

Entry Status: Postahle Origin: OML

Match Status: Mo Match Created: 0225i2012

Approval Status: Pending Approval Histary Created By: AP_TEST_02

Post Status: Unposted Modified: 021252012

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

|B sawe &\ Retunto Search | [Z] hotity | i Refresh |

Summary | Related Documents | Invoice Infarmation | Payments | Woucher Aftributes | Errar Summar
4 3
Done ] |3 [ mtemet [Fa = [®aew «

Step

Action

11.

Click the Invoice Information tab.

Irvoice Information

Favnvr\tes MalnvMenu > Acmuntgﬂayahle

> \Inushers > Addfhvlpdate > Regular Entry

ERelatenCnmem @NEWWmdnw ? Help E‘fCuamm\zePagE hrlp =

[ Error Summary |

Miscellaneous:

Invoice Lines

Freight: =
Total: 1,000.00
Difference: 0.00

Calculate |

1

Amount =

CuU00000001 Q
Q

Summary | Related Documents Payments || Woucher Attributes

Business Unit: CoLUm Imioice No: PROCYCHRAS 4

Voucher ID: 00000540 Invoice Date: 02/25/2012 [5

Voucher Style: Regular Youcher Accounting Date: 027252012 [ )
| iew Documents |

Vendor ID: 0000000003 Q Supplier Vendor *Date Dept Rec'd Invoice: [02/25/2012 5 gession Defaults

ShortName: SUFPLIER-001 & 3208 Broadway *Service Location: us ~[Attachments (0}

Location: CHK-01 Q Mew York, Ny 10027 | “oucher Type: T jlw@

\ . i Q

adress: Approval History

Advanced Vendor Search

Invoice Lines: 1000.00 ‘Pay Terms: T A Dus Mow

*Currency: UsSD @ ﬁasl;Da{: Ty;le: . Inw Date

on Merchandise Surmmary e

Copy From Source Document

PO Unit:
PO Number:
Copy From:

Itern:

Unit Price:
Line Amount:
Description:

Capy RO,

S von: E Q
1,000.00000 Quantity:  [1-0000

1,000.00

|Bupp|\es

I” One Asset

] | | mtemet ERErR
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ARC™

Step Action

12.

Notice the field that indicates the designated Voucher Type.

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

E Related Content LE’NEWW\TMDW ? Help E,»/Cuamm\ze Page

=i

Miscellaneous:

Freight: =
Tatal: 1,000.00
Difference: 0.00

Calculate

Summary Related Documents Eayments Youcher Attributes Errar Summary
Business Unit: COLUM Invoice No: [PROCYCHRO5_4
Voucher ID: 00000540 Imvoice Date: 0212512012
Voucher Style: Regular Youcher Accounting Date: 027252012 [

View Documnents
Vendor ID: 0000000003 Q Sunpliervendor *Date Dept Rec'd Invoice: |021252012 5 Session Defaulis
Shorthiame: SUFPLIER-001 & 3208 Broadway *Service Location: us ~[Atachments (0}
Location: CHE-01 Q. MewYork, NY 10027 “foucher Type: Comrments (D
f . 1 Q
aress: Approval Histore
Advanced Vendor Search
Invoice Lines: 00000 *Pay Terms: oo 2 pues Mow
*Currency: USD @ Basis Date Type: Inv Date

PMon Merchandise Summa Print Invoice

Copy From Source Document

PO Unit:
PO Number: GopyRe,
Copy From: |Nnne | Go

-
Hittp

Invoice Lines
1 B =
Line: 1 ftem: A von: EA Q
“Distriburte by: Amount | Unit Price: 1,000.00000 Quantity: 10000
Ship To: cunaonuoa 2 Line Amount: 1,000.00
SpeedChart: Q Description: Supplies o
One Asset
< | »
T T 36 meme [% - [ -

Step Action

13.

Click the Payments tab.
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Summary || Eelated Documents

1 Invoice Information

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

Business
Unit:

Voucher

ID:

Voucher
Style:

Total

Amount:
Vendor Name:

Payment Informati

Payment:
"Remit to:
Location:
"Address:
Suppliervendar
3208 Broadway

Mew Yark, WY 10027

COLUM

00000540

RegularYoucher
1,000.00

Suppliervendar

1

0000000003 I
CHK-01
1
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Regular Entry
[=] Retated content

@NEWWmdnw “? Help Efcuammwze?age hrlp ]

=

| Youcher Altributes | Error Summary
Invoice No: [PROCYCHRD_4
Invoice Date: (0272502012 ]
PURCHASING EDM | viewDocuments |
Schedule P s
*Pay Terms: [t} QU e pow | chedule Payments

Gross Amount:

Discount:

Scheduled Due:
Net Due:

Discount Due:

Accounting Date:

Pay Group:

*Handling:
*Netting:
Hold Reason:

100000 1gp
000 gD

02725/2012
02725/2012

Fayrnent Inquiry
Express Payment
Payment Comments (0
HaolidayCurrency

[ = wendor Bank
Jus
|NnIApm|Eame j
[ = I~ Hold Payment
[~ Separate Payment

Payment Options

“Bank: |cHasE

*Account: ID\SEI—
*Method: CHK Check

Lic 1D: [
Message: |

Mazaana will annaar an remitanca adica

Done

[

| €9 meemet

R

Step

Action

14.

Notice the field designating the desired Payment Method and Bank/Account
Information.

Favarites © Man Menu > Accoumg Pavable > Voughers > Add]uvpdate > Regular Entry
E Related Content B0 Mew Window 2 Help Efcusturmze Page http  * 4
Surnmary Related Dacumnents Imvoice Information Woucher Attributes Errar Surnrmary
Business COLUM Invoice No: [PROCYCHROS_4
Unit: 0000540 Imvoice Date: 02725201 2
:;mnher RegularVaucher
Voucher 1,000.00 PURCHASING EDM | B e |
Style:
Total
Amount: | Schedule Payments
vendor Name: Supplier vendor *Pay Terms: 0o D Due Now il

Payment Information

Payment:

*Remit to:

Lacation:

*Address:
SupplierYendor
3208 Broadway
Mew York, MY 10027

1

0000000003 =
CHICO1
1

niEn

Gross Amount:

Discount:

Scheduled Due:
Net Due:

Discount Due:

Accounting Date:

100000 ysp
000 ysp

02/25/2012
02/26/2012

Payment Inquiry
Express Payrment
Fayrnent Compments(o
HolidayCGurrency

Payment Options
*Bank: ICHASE— Pay Group: | j Vendar Bank
*Account: ID\SB— *Handling: |US
“Method: CHK Cheek *Netting: [Mot Applicable 2
LicID: [ 18 HodReason: | = 1™ Holu Payment
I” Separate Payment
Message: |
Macsana will annaar nn ramitianca arics
Done [ [ [ [ [ mneme 75~ [Foms -
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Step Action

15. Click the View Documents button to view documents associated with this voucher.
YWiew Documents

£ | https:jonbasedeveb3, ais. columbia.edujOB_PS_S50/Acc/AccDacAttach, aspi v| &
< 5
OnBa g o = = »
Folder Type: Dynamic ~
‘1 FinERP AP View Dacs Child Falder & COLUMBIA UNIVERSITY Accounts Payal:
IN THE CITY OF NEW YORK
BASIC VOUCHER INFORMATION
Woucher #: Invoice #: Invoice Amount:
00007568 TESTWF3 $430,00
PO #: Invoice Date: 4/10/2012 Submitted to WF Date:a/10/2(
woucher Type: INVOICE Voucher Styls: REG
Documen ts [IO)
PAYMENT APPROVAL WAITING - Voucher: 0000 Foreign Vendor Flag:
Wendor Name: NON-UWPA YEMDOR (SYSTEM TEST) vendor ID: 0000000002
Wendor Location: CHK-01
Busingss Unit: COLUM Origin Code: ONL
Service Location: U
Woucher Create Date: 4/10/2012 PeopleSoft Dept, Workflow Status:p
PeopleSoft WF Date: 4/10/2012 Last Systemn ID: PS
Creator ID:
Child Folders Fﬁ @ AP_TEST_ 03 Creator Email: AP_TEST_03@COLUMBIA.EDU
Last Updated ID: Last Updated Email: AP_TEST_03@COLUMBIA.EDU B
AP_TEST 03
CURRENT WOUCHER STATUS
¥OUCHER STATUS: PAYMENT APPROVAL WAITING
~
L] 3
Done (8 € mternet H o0 -
SpeedChart: Q Description:
Clone Asset

2, @ W o10:20 am

Step Action

16. The View Documents button will automatically launch OnBase and the documents
associated with that particular voucher. You can review the document(s) to decide
whether or not you would like to approve the voucher.
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& | https:fjonbassdeviveb3. ais.columbia. edufOB_PS_S50jAcc/AccDochttach, asp A4
: ;
nBase Fph— E— - a
Folder Type: Dynsmic

- FinERP AP View Dacs Child Faldsr

& ©

PAYMENT APPROVAL WAITING - Voucher: 0000

Documents

~

IN THE CITY OF NEW YORK

& CoLUMBIA UNIVERSITY

Accounts Payalk

BASIC WOUCHER INFORMATION
Voucher #:
00007ses
PO #:
woucher Type: INVOICE

Foreign Vendor Flag:

Wendor Location: CHK-01
Business Unit: COLUM
Service Location: U
Woucher Create Date: 4/10/2012
PeopleSoft WF Date: 4/10/2012

Wendor Narme: NON-UWPA VEMDOR (SYSTEM TEST)

Invoice #:
TESTWF3

Invoice Amount:
$$30.00

Invoice Date: 4/10/2012 Submitted to WF Date:4,/10/210

voucher Style: REG
Vendor ID: 0000000002

Origin Code! QKL

PeopleSoft Dept. Workfow Status:p

Last System I1D: P3

Creator 10
T 7 O A;e:'EogT 0 Creator Email: 4p_TEST_03@COLUMBIA.EDU
Last Updated ID: Last Updated Email: AP_TEST_03@COLUMBIA.EDU B
AP_TEST_03
CURRENT YOUCHER STATUS
¥OUCHER STATUS: FAYMENT AFPROVAL WAITING
v
L] 3
Done [§ € mternet H 00w -
SpeedChart: Q Description:

Clone Asset

Step

Action

17.

End of Procedure.

You successfully reviewed voucher information. You can now move onto the next
topic, Approving Vouchers where you will learn how to approve a voucher.
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Approving Vouchers

Department voucher approval occurs in ARC and then is routed to OnBase where Central Audit
and Review users will approve or deny vouchers. Below is a diagram that summarizes the various
options and related results for the approval actions:

|0nBase| | ARC ;ﬁ ‘ ‘ OnBase w.il
Electronic
Document Approve Deny Approve Deny Hold
Management
Automatic E-
‘Wail Automatic E-mail
Use View Docs’ Voucher Sent Update Approval Status Notification of N?:g‘;'ﬁ1°'
Button in ARC ta to Central Delete Updated in ARC Denial Sent to oldsent to
voucher and Processor " 50
View Relevant Approval Woucher Re-Route & Voucher Processor 5o they can Obtain
Documentation (if applicable) Budget Checked they can make Additional
updates or Information
delete voucher

Throughout the following topic, imagine a time when you have faced a similar scenario: Sean
needs to approve a voucher that Mark created so that it can be routed to OnBase for Patty's
review.

Estimated time needed to complete topic: 5 minutes
Procedure

Welcome to the Approving Vouchers topic where you will approve a voucher.

ARC

Favorites * Mait Maru
Personalize Content | Layout
‘Menu ==X

search:
®

I Golurnbia Specific

[> Purchasing

[> eProcurement

[> Services Procurement

[» Accounts Payahle

[> Set Up FinancialsiSupply Chain
[ Enterprise Components

[ Wyarklist

[» PeopleTools

— Change My Passwiard

Bl

Ihttp:/fFrtstweb.cc. columbia. edu: 1 7080/psp{fng 1 trd{EMPLOYEE/ERP/hy T T |6 meemet ERErER
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Step Action

1. In this example, we will locate the voucher for approval by accessing the voucher
search pages. Click the Main Menu button.

Favarites | Main Menu

Search Menu:
Personalize ? Help

I ®
Menu -
Search: 3 Columbia Specific 4

3 Purchasing 4
Eg“‘”;ﬂh‘i 3 eProcurement 4
urchasir

& aPropurer ) FEMvices Procurement 4
> Services ﬁ}"_‘l Accounts Payable 4
[ Accounts [ Set Up Finandials/Supply Chain 4
Egi:;ﬁsﬂi_" (3 Enterprize Components 4

1 .
b workist | £ Worklst '
I PeopleTo 3 PecpleTooks 4
—Changeh [ Changs My Password

=
etp: ffnistweb. cc. columbia. dur1 7080jpsp g 1trd/EMPLOYEE/ERP/S/WEBLIB_PTPP_SC.HOMEFAGE Fieldrormula.tseript .| | [ [ [ [ [@ ineemer 7 - [Hio0w -
Step Action
2. Click the Accounts Payable menu.
H:I Arcounts Payvable *
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ARC

Favorites  Main Meru

Personalize Search Menu:

[0 Columbia Specific 4

3 Purchasing 4
Egmu;nb‘; 3 eProcurement 4

urchasic
»
b s (3 Services Procursment
[ Semices | L Accounts Payable - "
[ Accounts [ Set Up Finandials/Supply ¢ Vouchers
3 AddfUpdate

B SetUpFil 75 Ertaprise Components &3 Contral Groups o
[: Enterpris: £ worklist 3 Payments 3 Maintain
LI £ Review Accounts Payable (3 Apprave
I PeopleTo (J PecpleTooks

—Changeh |=] Change My Passward

? Help

=

ictp: ffnikstweb.cc. columbia. edur1 7080/psp /o Lrd/EMPLOYEE/ERP/s/WEBLIE_PTPP_SC.HOMEPAGE FisldFormula seript L[ | [ |

€ tnternet

RN

Step Action

3. Click the Vouchers menu.
| [ Wouchers

ARC™

Favarites | Main Meru
Search Menu:

—Changeh [ Changs My Password

Persunauzel ®
Menu s
Search: 3 Columnbia Specific 3
3 Purchasing 3
Eg“‘”;ﬂh‘i 3 eProcurement »
urchasit
3
& aPropure ) SEMvices Procurement
b Semvices | (0 Accounts Payable
Wouchers
b Accounts £ Set Up Financials/Supply ¢ —
3 AddfUpdate »
P 8etUp Fil = Enterprise Components 0 Contral Groups Maint. ,
[> Enterpris: o Worklst 3 Payments \I“_'l laintain
okl (1 Review Accounts Payable T pprove 4
I PeopleTo 3 PecpleTooks

? Help

-

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

@ mntemet

7 - [Hio0w -
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Step Action

4, Click the Approve menu.
|“I'1‘I Approve J

Favarites - Main Meru
Personalize Ise'"" LD ® ? Help
Menu -
Search: 3 Columbia Specific 4
3 Purchasing 4
Eg“‘”;ﬂh‘i 3 eProcurement 4
urchasic
»
I eProcure 1 SErvices Procurement
b Semvices | (0 Accounts Payable
Wouchers
b Accounts £ Set Up Financials/Supply ¢ —
3 AddfUpdate 4
P 8etUp Fil = Enterprise Components 0 Contral Groups R
[> Enterpris: o Worklst 3 Payments [ Maintain
- Wnrkdist 1 Review Accounts Payable ) Approve
I PeopleTo [ PeopleTooks [=] &pproval Framewark - Vouchers
—Changeh [ Changs My Password |5] Mass voucher Approval
Ity Fritstweb.cc. columbia, £du: 17080/ psp(fne 1 trd[EMPLOYEE/ERF|c/ENTER_WOLICHER _INFORMATI [ [T [ meeme [7a - [Foms -

Step Action

5. Click the Approval Framework - Vouchers menu.
| |=| Approval Framewark - Youchers |
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers > Approve > Approval Framewrork - Youchers [

Enewwindow 7 Help B np

Youcher Approval AF

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

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

Business Unit: IE [coum @
Voucher ID: |hegms with j|

Invoice Number: [begins with =]

Origin: |hegms wigith j| Q
PO Number: begins with ¥] | Q
Last Updated By: begins with | Q
Gross Immice Amount: | = j |

Short Vendor Name: | begins with j|

Vendor ID: begins with x| a,
Hame 1: [begins with =]

Voucher Type: |: j | j

™ Case Sensitive

Search Clear |pasic Search [ Save Search Criteria

4 | 3

Done T |epmteme [Fa = [®aew «

Step Action

6. Enter search criteria for the voucher you would like to approve. Click in the Vendor
ID field.
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Business Unit:
Voucher ID:

Invoice Number:

Voucher Type:

™ Case Sensitive

| search ||

Youcher Approval AF

Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers > Approve > Approval Framewrork - Youchers [

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

Training Guide

Managing Procurement Approvals

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

COLUM aQ

|hegms wnhj|

[begins with =]

Origin: |hegms wigith j| Q
PO Number: begins with ¥] | Q
Last Updated By: begins with | Q
Gross Immice Amount: | = j |
Short Vendor Name: | begins with j|
Vendor ID: begins with ][0 a,
Hame 1: [begins with =]

==

Clear | Basic Gearch [E) Save Search Criteria

A newwindow 7 Help B nip

neen

\ i

Done

[

€ Internet

RN

Action

Enter the desired information into the Vendor ID field. Enter *0000000003".

Youcher Approval

Limit the number of resi

Business Unit:
Voucher ID:

Invoice Number:
Origin:

PO Number:

Last Updated By:
Gross Invoice Amount:
Short Vendor Name:
Vendor ID:

Name 1:

Voucher Type:

™ Case Sensitive

|m=SBarchss||

Clear

AF

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

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers > Approve > Approval Framework - Youchers [2]

Ut to (up to 300y [300 |
[eowm
|hegms wnhj|

[beqins with =]

|hegms wnhj|

begins with 7|

begins withj|

= H |

begins withj|

begins with | (0000000003
[beqins with =]

Q

L L L

==

|Eaa|u Search [E] Save Search Criteria

D rewwindow 7 Help

ne

| 3

Done

[

| € meemet

ERESR
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Step

Action

8.

Click the Search button.

ARC™

Favgrites - Main Menu > A::uuntapayable > VUuEhErS > Appvruve »  Approval Framewrark - Youchers  [5]

D ewwindow P Help B hitp

=

Youcher Approval AF

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

Limit the number of results to (up to 3003 [300

Business Unit: m [cooow T
Woucher ID: |hegms wifith j|

Invoice Number: | begins with j|

Origin: [begins with =] Q
PO Number: | begins with j| Q
Last Updated By: hegins with j| Q
Gross Invoice Amount: | = j |

Short Vendor Name: | begins with j|

Vendor ID: [beqins with 7] [o0nn00a003 Q
Name 1: |hegms with j|

Voucher Tyne: [= = =l

I” Case Sensitive
Search Clear  |Basic Gearch [E Save Search Criteria

Search Results

Miew All First [4] 1-8 of& [§] Last
Business Voucher - po Gross Invoice Invoice  Short Vendor Voucher

Unit i e o Origing s her f2st Updated By Amount Date Hame jendnalll g i) Type |
COLUM 00000540 PROCYCHROS 4 OML (blank) AP TEST 03 1000 02/25/2012 SUPPLIER-001 0000000003 Supplier Vendor Invaice

COLUM 00000538 PROCYCHROS 2 OML |(blank) AP TEST 03 550 02/25/2012 SUPPLIER-001  |01000000003 Supplier Vendor Invoice

COLUM 00000633 Testing Ad Hot ONL |(hlank) AP TEST 03 1000 02/24/2012 SUPPLIER-001 0000000003 Supplier Vendor Invoite

COLUM 00000497 OnbaseviewDocsTest]  OML thlank) AP TEST 03 1000 02/21/2012 SUPPLIER-001 0000000003 Suppliet Vendor Invaice

COLUM 00000276 APSODVCHROSSTERS  OML |(blank) AP TEST 03 NO 50D 1000 01/27/2012 SUPPLIER-001 0000000003 Suuu\le‘r\a’endnrlﬂvnme hd
Al »
Jiavascript:submitaction_winD{document.wing, #1CRon0); [ [ [ [ [ mnteme [7a - [Fi0m -

Step

Action

Click the appropriate Voucher ID link 00000540.
00000540
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers > Approve > Appraval Frameswork - Youchers [3]

| BUSINESS_UNIT=COLUM, VOUCHER_ID=60000540, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Approved | =l

Start
~ BUSINESS_UNIT=COLUM, YOUCHER_ID=00000540, VOUCHER _LINE_NUM=1, DISTRIB_LINE_NUM=2:Fending E%

Departmental Approval

Pending

(9 DeptVoucher Approver Level 2 _@
Voucher Department Approval

Adhoc Approval

~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000540: Awaiting Further Approvals

[#]5tart Mew Path

Ad Hoc Approval
Not Routed

Voucher Entry
= .

Central AP Approval

~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000540: Awaiting Further Approvals

[#]start Mew Path

Central AP Approval - Hon PO

Not Routed

Central Youcher Approver
L ICUvaucherAppravers(ROLE) at

Submit Approve Dety ] Fushtiask

£\ Returnto Search | 5] Previous nList | 4E Nextinlist | =] watify

ATuruval | Line Information | Charae Information
4

Add Comments

of]

Done

|
[T [fl@nm

R

Step

Action

10.

Approve

Click the Approve button to approve the voucher. If you would like to deny the
voucher, you can press the Deny button
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ARC

Favnvr\tes MalnvMenu > Acmuntgﬂayahle > \Inushers > Appvmve > Approval Framework - Youchers  [Sl
Remit  Remit e Scheduledto  Gross Payment Payment B
Setil  Vendor Remitting Address b\, Amount Currency fama 1
CUSET 0000000003 Remitting Address 021252012 1000.00 USD Suppliervendor
4] | i
Departmental Approval
|I> BUSINESS_UNIT=COLUM, VOUCHER_ID=00000640, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Approved
|I> BUSINESS_UNIT=COLUM, VOUCHER_ID=00000540, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=2E |
Adhoc Approval
|I> BUSINESS_UNIT=COLUM, VOUCHER_ID=00000540:Approved Ew|
Central AP Approval
~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000540:F ending [F]start Mew Path
Central AP Approval - Hon PO
Pending
Central Youcher Approver
-
Apnly Approval Changes
’
Submits Approve Leny, J Fushhack | Add Comments I
O Returnto Search | 15 Frevious i um: +E mextinList | =] N:mly:
Appraval | Line Information | Charge Information
< | »
Done T T [ mteme [Fa = [®aow «

Step Action
11.

If you are going to deny the transaction, you must add approval comments to the

transaction explain the reasoning behind denying the transaction. Please ensure your
comments are clear and actionable.
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Favnvr\tes MalnvMenu > Acmuntgﬂayahle > \Inushers > Appvmve > Approval Framework - Youchers  [Sl
Remit Remit L Scheduledto  Gross Payment Payment d
Setil  Vendor Remitting Address b\, Amount Currency fama 1
CUSET 0000000003 Remitting Address 021252012 1000.00 USD Suppliervendor
4] | i
Departmental Approval
|I> BUSINESS_UNIT=COLUM, VOUCHER_ID=00000640, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Approved
|I> BUSINESS_UNIT=COLUM, VOUCHER_ID=00000540, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=2E |
Adhoc Approval
|I> BUSINESS_UNIT=COLUM, VOUCHER_ID=00000540:Approved Ew|
Central AP Approval
~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000540:F ending [F]start Mew Path
Central AP Approval - Hon PO
Pending
Central Youcher Approver
-
| Annly Appraval Changes
’
Submits I Approve Leny, n Fushhack I Add Comments
O Returnto Search | 15 Frevious i um: }@ Nest inList | =] N:mly:
Appraval | Line Information | Charge Information
4| | =N
Done T T [ mteme [Fa = [®aow «

Step Action

12.

screen.

Confirm the voucher has been approved by looking at the approvals at the top of the

Favarites © Man Menu > Accoumg Pavable > Voughers > Appvrove » Approval Framewark - vouchers  [5]
';‘;'“]" 3‘:’:;; Remitting Address gﬁeuubdm g:::j hayment Pcmi"c‘y Hame 1 B
CUSET 0000000003 Remitting Address 020252012 1000.00 USD Supplier vendor
< | B
Departmental Approval
||> BUSINESS_UNIT=COLUM, VOUCHER_ID=00000540, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Approved |
| - BUSINESS_UNIT=COLUM, VOUCHER_ID=00000540, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=2:
Adhoc Approval
|I> BUSINESS_UNIT=COLUM, VOUCHER_ID=00000840: Approved Ewl
Central AP Approval
< BUSINESS_UNIT=COLUM, VOUCHER_ID=00000540:Fending [F]start Mew Path)
Central AP Approval - Hon PO
Pending
itral Waucher Apt
iNocherdrovracioL) | 8
Apply Approval Changes
’ (]
Submit f Approve Leny, i Pushhach f Add Comments
&L Returnto Search | +5] PreviousinList | +E] Nextinlist | |[=] hatity
Approval | Line Information | Charge Information
4 | =il
Done [ [ [ [ [3@mneme [7a - [Fomm -

Page 99




Training Guide

Managing Procurement Approvals m

Step

Action

13.

You have completed the Approving Vouchers topic. You can how move on to the
next topic to learn how to insert Ad Hoc Approvers.
End of Procedure.
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Voucher Ad Hoc Approval

Ad Hoc Approvers can be inserted into the voucher approval process. Ad Hoc Approvers that are
inserted into a transaction's workflow must have the Ad Hoc Approver security role; users
without this designated role cannot act as Ad Hoc Approvers. The Ad Hoc Approver role is
reserved for a user who has specific knowledge or approval authority related to a particular
transaction. The transactions that require Ad Approvals are as follows:

o Supplemental Approval - Employee reimbursements that require authorization to make
policy exceptions must be inserted as an Ad Hoc approval

Throughout the following topic, consider a time when you have faced a similar scenario: Sean is
reviewing a voucher created by Mark for a purchase that would require a policy exception. Sean
wants to add a supplemental approver to review this policy exception.

Estimated time needed to complete topic: 5 minutes

Procedure

Welcome to the Voucher Ad Hoc Approval topic where you will learn how to insert an Ad Hoc
Approver.

m Hame Warklist AddtoFavortes | Sign out
Favorites — Main Menu
Personalize Content | Layout 7 Help
‘Menu ==X
Search:
®
I Golurnbia Specific
[> eProcurernent
> Accounts Payahle
> Set Up FinancialsiSupply Chain
> Enterprise Components
[ Warklist
> PeopleTools
— Change My Password
Kl
Inttp:JiFrtstweb.cc,columbia, edu: 1 7080/psp o1 trd/EMPLOYEE/ERP{hy T T e meme R
Step Action
1. To insert an Ad Hoc Approver, you will first locate the voucher for which you

would like the add the Approver. Click the Main Menu button.
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ARC

Favorites  Main Meru

Search Menu:

Personalize I\ @
[Menu 2
Search: [0 Columbia Specific 4
£ eProcurement '
ECPO‘Umb‘S 3 Accounts Payable 4
eFrocurel
»
Eciins 3 Set Up FinancialsfSupply Chain
I SetUp Fit [ Enterprise Compaonents 4
[ Enterprist (3 Worklist '
:i::‘f”’k"‘ﬁ} 9 PaopleTooks '
sopleTo
e (5] hange My Password

? Help

=

ictp: ffnikstweb.cc. columbia. edur1 7080/psp /o Lrd/EMPLOYEE/ERP/s/WEBLIE_PTPP_SC.HOMEPAGE FisldFormula seript L[ | [ |

| € mtemet

RN

Step Action

2. Click the Accounts Payable menu.
| [ Accounts Payable r

ARC™

Favorites | Mair Menu
Search Menu:

Persunahzel @
Menu £
Search: 3 Columbia Specific 4
3 eProcurement 4

EC;\umh\a [ Accounts Payable

EPIOCUIEL 1 oot \p Financials/Supply ¢ &3 Wouchers 2
[ Accounts Contral Graups 4
[ et Lp Fil 3 Enterprise Components N
I Entergrisi (3 worklist & Payments
DWOrkIEt ) peopleTook (3 Review Accounts Payable Info 4
> PeopleTo "

— Changa h =] hange My Passward

? Help

-

ttp: ffnkstweb.cc. columbia. edur1 7080jpsp/Fna1trd/EMPLOYEE [ERP,5/WEBLIB_PTPP_SC.HOMEPAGE FisldFormula. I5eript L[ | [ |

[ [ ternet

75 - [®io0w -
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Step

Action

Click the Vouchers menu.

[ wouchers

Favarites

Fersonalize

ARC™

Menu I

Main Merl
Search Menu:

Search: 3 Calumbia Specific
3 eProcurement
:;C;‘”mh‘i [ Accounts Payable
eProcurel
e 0 et Up Financials/Supply ©
[ et Lp Fit 03 Enterprise Components
I Entergrist £ Worklist
E‘;\gonrlgl‘f_}_n 3 PeapleToolk
_ Change), =) Change My Password

3
s
3 vouchers
Contral Groups [0 AddfUpdate
3 Payrments 3 Maintain

73 Review Accounts Payable inmo

Home

-]

It fFnstwseb. cr, columbia, &du: 17080/ psp{fria L trd|EMPLOYEE/ERPs/WEBLIE_FTPP_SC.HOMEFAGE. FisldFarmula. Iscript [

[ [ eermet

75 - [Hio0w -

Step

Action

Click the Add/Update menu.

| [ &dd/Update
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ARC

Favorites  Main Meru

Search Menu:

Parsnnahzal @
Menu *
Search: 3 Columbia Specific 4
£ eProturement 4

ECPO‘Umb‘e 3 Accounts Payable

eRrocurel 1 Wouchers
Dot 1 Set Up Financials/Supply © ) Control eraups 9 addfUpdate
[> Set Up Fit £ Enterprise Components o " 3 Maintain
b Enlarprisi £1 Worklst et
b workist PeopiTaoks 3 Review Accounts Payable 1o 4
> PeopleTo
. Charioh D Change My Password

Regular Entry

E

[ woucher Search
[=] Quick Invaice Entry
E

Delete Youcher

? Help

=

ictp: ffnikstweb.cc. columbia. edur1 7080/psp /o Lrd/EMPLOYEE/ERP/s/WEBLIE_PTPP_SC.HOMEPAGE FisldFormula seript L[ | [ |

| €9 meemet

AR

Step Action

5. Click the Regular Entry menu.

| |=] Regular Entry

ARC™

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

Youcher

—

Eind an Exsting Value

Business Unit: COLUmMC,
Voucher ID: Business Unit Description

CcOoLUM Columbia University
Voucher Style: | e LT e -

Short Vendor Name: ’7 Q
Vendor ID: &
\endor Location: ’7 Q
Address Sequence Number: | 0Q

Invoice Number: |
Invoice Date: ,—Eﬂ

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

Estimated No. of Invoice Lines: 1

A |

Find an Existing alue | Add a MNew Yalue

E ewwindow P Help Bl hitp

=

| »

Done

L

@ mntemet

7 - [Hio0w -
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Step

Action

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

|/ Find an Existing “alue §

ARC

Youcher

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

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

™ Case Sensitive

Search

Business Unit: - = ’WO\
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: |: j | j
Voucher Source: |: j | j

Clear |Basic Search [ Save Search Criteria

Find an Existing value | Add a Mew Value

E newwindow 7 Help B ity

3

Done

L

|'d @ ntemet

[“5 - [ % 100%

T

Step

Action

Click in the Voucher ID field, and enter the desired information into the VVoucher
ID field. Enter "00000557".
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Favorites

Youcher

Business Unit:
Voucher ID:
Invoice Number:
Invoice Date:
Short endor Name:
Wendor ID:

Name 1:
Voucher Style:
Related Youcher:
Entry Status:
Voucher Source:

™ Case Sensitive

MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate

Add & Mew Value

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

Regular Entry

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

T —1
[beginz with x][00000547]

[begins with =]

= | ]

begins with ¥] [

begins withj| Q

hegins thj|

— A | =
hegins wnhj|

=1

Ll

==

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

Find an Existing value | Add a Mew Value

A newwindow 7 Help B nip

neen

| 3

Done

R

Step

Action

Click the Search button.

| Rela

FavnvmtasEMainvMEnu > Accounts Payable > Wouchers > AddfUpdate

ted Documents || [nvoice Information Eayments

' Woucher Attributes

Reqgular Entry

[=] Retated content
| Eror Summary

[_E’Nemednw ? Help E{Custnm\ze?age htm

Business Unit:
Woucher ID:
Voucher Styde:
Contract ID:

fendor Name:

CoLum
n00ooss7
Regular

Supplier Wendor

3208 Broadway
Mew York, NY 10027

Entry Status: Postable
Match Status: Mo Match
Approval Status: Pending

Post Status: Unposted
Budget Status: Mat Chk'd
Budget Misc Status: Walid

“iew Related |Paymem Inguiry

B Ssws O RetumtoSesich (] Hotify < Refresh

Invoice Date:
Invoice No:

Invoice Total:

Pay Terms:
‘foucher Source:

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

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

03nzizonz
Invoice Mo 1

1,000.00

Due Mow

Online

anL
03122012
AP_TEST 03
031212012
AP_TEST 03

Mot Applicable

Cpen

S Aded | | A UpdsteDisplay,

usD

| 3

Done

L

RS

| e [P mtemet
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Step Action

| Imvaice Infarmation

Click the Invoice Information tab.This voucher should not have already been
submitted for approval, so first you will need to submit the voucher for approval.

ARC

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

[=] Related Content

[_E’Nemednw ? Help E{Custnm\ze?age htm ]

hita

Summary || Related Documents M GE N Payments | Woucher Attributes | Errar Summary
Business Unit: coLum Invoice No: Invaice 1o 1
Voucher ID: 00000557 Invoice Date: 0301202012
Voucher Style: Regular Youcher Accounting Date: 0301212012 El
Wiew Documents
Vendor ID: 0nnooaa003 aQ Suppliervendor *Date Dept Rec'd Invoice: (031272012 [ Session Defaulls
Shorthiame: SUFPLIER-001 & 3208 Broadway *Senice Location: US ~]Attachments (D)
Location: CHK-01 Q. Mew York, NY 10027 “Woucher Type: meﬁ, Comments(d
*Address: 1 Q
Advanced Yendor Search
Invoice Lines: 000,00 *Pay Terms: ] A Due Now
currency: T iﬁi;g::a?;:; Summa e
Llon Merchandise Summan n
Miscellaneous: =] Print Invoice ]
Freight: = Preview & Submit For Approval
Total: 1,000.00
Difference: 0.00 Copy From Source Document
Calculate PO Unit:
PO Number: l— Copy RO,
Copy From: |Nnne j Go
Imvoice Lines i First Kl qor1 O Lot
I I =
Line: 1 tem: S vont: Q
“Distribute by: Amount :I‘ Unit Price: OQuantity:
Ship To: Ccu00o0000t 2 Line Amount: 1,000.00
SpeedChart: Q Description:
[~ One Asset
* ;IJ
Done Internet Ya v | R0k -
A

Step Action

10.

Click the Preview & Submit For Approval button.
Freview & Submit For Approval |
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Favnvr\tes'MalnvMenu » Accounts Payable > Vouchers > AddfUpdate >

Business Unit
oucher ID
Approval Status

Regular Entry

Preview Approval

[=] Related Content & New Window 7 Help IL/Cuamm\zePagE hrlp =
Lielated Lontent =)

COLUN Total: 1,000.0¢
00000557
Fending
Submit For Approval
Departmental Approval
Sitarl

= BUSINESS_UNIT=COLUM, VOUCHER_ID=00000557, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Initiated [iew

Departmental Approval
Not Routed

ept Voucher Approver Level 2 -1+
'oucher Department Approval

[+

Adhoc Approval

= BUSINESS_UNIT=COLUM, VOUCHER_ID=00000557 :Initiated

[#]start Mew Path

Ad Hoc Approval

Not Routed

g, Youcher Enfry
elf Approval Step (onore)

-#

Central AP Approval

~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000557 : Initiated

[#]5tart Mew Path

Central AP Approval - Hon PO

Not Routed
g, Cenlral Youcher Approver
= ZCUVDuchErApnruvers[ROLEj +#]

uf]

Done

R | b meemet e

Step

Action

11.

From this page, you will see the approvals the voucher is routed to. To add an
approver, Click the "'+' button in the appropriate part of the workflow.
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Favnvr\tes i MalnvMenu > Accounts Payable > Wouchers » AddfUpdate > Regular Entry
E Related Content LE’NEWW\TMDW ? Help IL/Cuamrmze Page hrlp ]
Preview Appr & fntstweb.cc.columbia.edu:1 7080/psc/fn91trd_ne.. [HE E3
& http:fifntstweb, cc.columbia,edu: 1 7080jpscifn1 trd_1 [EMPLOYEE/ERPY: | )
Business Unit Total: 1,000.00
Voucher ID Insert additional approver or reviewer
Approval Status
Choose an approver or reviewer to insert SubmitFarAppraval
Departmen
© Revi L n rt
~ BUE Reviewer CHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Initiated E‘Eﬂ
Departm| |nsert [ Cancel
[ |
Adhoc App
< BUES ed [#]start Mew Path
Ad Hoc #
= =
[ [ € meemet [%5 - [®R100% ~ 4
Central AP Approval
~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000557 : Initiated [#|start Mew Path)
Central AP Approval - Hon PO b
Not Routed
g, Cenlral Youcher Approver
E CUVoucherapprovers(ROLE) aCl
al i . f‘
Bistart| | & | & Reguiar Entry - windaws. . | [ @ https/ /ftstweb.cecol... (W] Vaucher Load Errars [Re... | [i£] Microsoft Office 2010 | 7 vendar Processing | [«

Step Action

12. Click in the User ID field to enter the User ID for the Ad Hoc Approver you wish to
route the voucher to.
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers » AddfUpdate > Regular Entry

ERelatenCnmem LE’NEWW\TMDW ? Help IL/Cuamm\zePagE hrlp -

=

Preview Appr & i : /psc/fn9itrd_ne... [l E3
17080jpscifna1trd_LEMPLOYEE/ERR: | k)

=l

Business Unit Total: 1,000.00
oucher ID

Approval Status
SubmitfarAparaval

Departmen

~ BUE ® GETD CHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Initiated E‘E
Departm| ingert | Cancel
[ |

Adhoc App

= BUE ed [F]start Mew Path
Ad Hoc #

= =
[ [ € meemet [%5 - [®R100% ~ 4

Central AP Approval

~ BUSINESS_UNIT=COLUM, YOUCHER_ID=00000557 :Initiated [#]5tart Mew Path
Central AP Approval - Hon PO b

Not Routed

g, Cenlral Youcher Approver
= ZCUVDuchErApnruvers[ROLEj +#]

al
Bistart| | & | & Reguiar Entry - windaws. . | [ @ https/ /ftstweb.cecol... (W] Vaucher Load Errars [Re... | [i£] Microsoft Office 2010 | 7 vendar Processing | 3

Bl

Step Action

13. Enter the desired information into the User ID field. Enter "AP_WF _TEST 14",

Favnvr\tes : MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry
E Related Content LE’NEWW\TMDW ? Help IL/Cuamrmze Page hrlp -
Preview Apprt
=]
Business Unit Total: 1,000.0C
Voucher ID Insert additional approver or reviewer
Approval Status
Choose an approver or reviewer to insert SubmitFarAppraval
UserID: |AP_WF_TEST 14 Q
Departmen .
Insert as: & ppnrover
r i L, . Start
~ BUE Reviewer CHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Initiated i
Departm| |nsert [ Cancel
[#|&
Adhoc App
< BUS ed [F]start Mew Fath
Ad Hoc £
= =
[ [ [ meemet [%a - [®R100% - 4
Central AP Approval
~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000557 : Initiated [F|start Mew Path)
Central AP Approval - Hon PO i
Not Routed
g, Central Youcher Approver
[ ZCUVDuchErAppruverS[ROLEj aCl
@l | S f‘
Bistart| | & | & Requiar Entry - windaws. . | [ @ https/ fftstweb.ce.col... (W] Vaucher Load Errars [Re... | [i£] Microsoft Office 2010 | (3 vendar Processing | [«
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Step Action
14. Click the Insert button.
Insert

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

Preview Approval

Business Unit COoLUM
Voucher ID 0oonossy
Approval Status Pending

Departmental Approval

[=] Related Content

Home |

D rewwindow P Help E,/Custum\zePage hrlp =

niEn

Total: 1,000.00

Apply Approval Changes

Submit For Approval

=~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000557, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Initiated (ke

Departmental Approval

Not Routed Hot Routed
g, A Hoe Travel Advance Appr g, Deptvoucher Approver Level 2
= B ertea Approver = ‘oucher Department Approval +#

Adhoc Approval

= BUSINESS_UNIT=COLUM, VOUCHER_ID=00000557 :Initiated

[#]star Mew Path

Ad Hoc Approval
Not Routed

ucher Entry
It Approval Step (onore) s

Central AP Approval

~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000557 : Initiated

[#]5tart Mew Path

Central AP Approval - Hon PO

Not Routed
g, Central Youcher Approver
(3 4 ZCUVDuchErApnruvers[ROLEj -4

4

o]

Done

T [ e

[5 ~ [Hi00w -

Step Action

15.

Apply Approval Chandes

Click the Apply Approval Changes button to update the approval workflow.
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Favnvr\tes'MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

[=] Related Content & New Window 7 Help IL/Cuamm\zePagE hrlp =
Lielated Lontent =)

Preview Approval

Business Unit COLUM Total: 1,000.0C
Voucher ID 00000557
Approval Status Pending

hrmit Ear Annrovg|
Subnit For Approval

Departmental Approval

~ BUSINESS_UNIT=COLUM, VOUCHER_ID=000005657, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Initiated El%

Departmental Approval

Not Routed Not Routed
g, A0 Hoe Travel Adwance Appr g, Deptvoucher Approver L evel 2
| & 1+ |& -+
| B e Approver oucher Department Approval

Adhoc Approval
~ BUSINESS_UNIT=COLUM, YOUCHER_ID=00000557 :Initiated [#]stant Mew Path

Ad Hoc Approval

Not Routed

g, Youcher Enfry
5 508 aprraval Sizp (anere)

Central AP Approval

~ BUSINESS_UNIT=COLUM, YOUCHER_ID=00000557 :Initiated [#]5tart Mew Path
Central AP Approval - Hon PO

Not Routed
g, Cenlral Youcher Approver
= ZCUVDuchErApnruvers[ROLEj +#]
_>H

|
Done [ T [ e mieme [7a - [®wr -

Step Action

16. Click the Submit For Approval button once all changes have been made.

!fu.Lhm.IJ_ED.LE\.D.D.LmtT' I
Subrit Far Appraval
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Favnvr\tes'MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

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

=

Approval Comments

Business Unit COLUM
oucher ID 0o0noosat

Additional Details

&

oK Cancel Refresh

Done

[ (8w

RN

Step Action

17. Click the O_K button.

FavnvmtasEMainvMEnu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry

EREIateanntent r_E’Nemednw ? Help E{Custnm\ze?age htm ]
@ | Payments Youcher Attributes Errar Summary !

Business Unit coLum

Woucher ID ooooossy

Departmental Approval

=~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000557, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Fending

Departmental Approval

Not Routed

GAU Haoc Trawel Advarice Anar

» Dept Vaucher Approver Level 2
) Gauicher Department Approval

Inssrted Approver

Adhoc Approval

= BUSINESS_UNIT=COLUM, VOUCHER_ID=00000557: Awaiting Further Approvals
Ad Hoc Approval
Not Routed

= Woucher Ent
Self Approval Step (lanare)

Central AP Approval

<~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000557 : Awaiting Further Approvals

Central AP Approval - Hon PO

Not Routed
Central Voucher Appraver
=

ZCUNoucherapprovers(ROLE)

B Save | £ RetuntoSesrch | [ Notifty | |4 Refresh |

Eracd | [F UpdsteDisplay,|
B‘umma. | Related Documents | nwoice Infarmation | Payvments | Woucher Attributes | Errar Surnmary | Approwal Surmmary
0

»
[“5 - [ %1000 -

|
Done

I S B -

Y
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Step

Action

18.

You now know how to insert an Ad Hoc Approver. You may now go to the next
topic to learn about re-triggering workflow.
End of Procedure.

Page 114




m—« Training Guide
Managing Procurement Approvals

Re-Triggering Voucher Workflow

When a user (departmental or central) makes a material change to the voucher while it is in the
midst of the approval process, or after it has been approved, it will re-trigger workflow, which
will route the voucher back to the first approval in the workflow path. Such changes include
modifying:

Invoice Number

Invoice Date

Vendor

Total Amount

Quantity

Price

Extended Amount
Distribution Line Changes

For a full list of fields that will re-trigger workflow, please click on this job aid.

There are certain fields on a voucher, however, that will not re-trigger workflow. Such changes
include modifying:

Description
Initiative
Site
Segment

Note: When workflow is re-triggered, the voucher processor and/or approver will need to re-
insert any ad hoc approvers that were initially input.
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Course References
Below please find the job aids, policies, and procedures referenced throughout the course:

1. Getting Started with the Web-Based Training Tool
2. Approval Dollar Thresholds

3. Fields that Re-Trigger Workflow

4. Voucher Styles v. Voucher Types Job Aid

5. Managing Procurement Approvals Training Guide
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Knowledge Assessment

If you are taking this course to obtain security access to one of Columbia University’s Financial
Systems, please ensure you have completed the following:

1. Security Application Request: All security roles must be requested by the user through
the Columbia University Financial Systems Security Application which can be found in
the Service Catalog of ServiceNow (https://columbia.service-now.com/
(https://columbia.service-now.com/)). Note: All security roles must be approved by both
the user’s manager and Department Security Administrator (DSA) for the School/Admin
Unit to which access is being requested.

2. Training Requirements: Security access will only be granted once all training
requirements have been fulfilled. After a user has reviewed all of the applicable training
material for a particular role, users must complete the Knowledge Assessment associated
with that training course with a score of 90% or higher. The Knowledge Assessments
can be found in New CourseWorks by clicking here. If you have any questions about the
training required for any security role, click here for the Course to Role Job Aid.

If you are taking this course for information purposes only, i.e., you are not requesting a security
role, no Knowledge Assessment is required.
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Glossary

ARC
Category Code

ChartFields

Contract

Electronic
Document
Management
Field

Project
Purchase Order

Security

SPF
UWPA

Voucher Styles

Workflow

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

Line item commodity code that describes the good or service you are
purchasing. It is a subset of Item Catalog.

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.

Represents a binding Agreement between the University and a supplier such
as an Agreement, Purchase Order, Task Order, hotel, etc.

Ability to scan, submit, and view documents through the Requisition and
Purchase Order pages.

An area on a page that displays or requires data.

Associates expenses with a specific funding source.

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.

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.

Sponsored Projects Finance (formerly Restricted Funds).

A University-wide Purchasing Agreement strategic contract that has been
negotiated/vetted by Central Purchasing and is available to the entire
University community.

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.

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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