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Processing Interface Vouchers
This is the Processing Interface Vouchers course within the Accounts Payable curriculum.

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

Accounts
Payable

Processing
Interface Vouchers After completing the Processing Interface Vouchers
1 Hour course, you will be able to:
—_— + Describe the new voucher processing tools and highlight
1. Processing key benefits
Interface Vouchs
nte ;::Ni:l; ers o Und.ersland the scope Eyf integrating systems that will
10 Minutes 2. EDI Interface provide voucher data via the voucher interface
“N———— | Voucher Load :
10 M + Describe the steps taken by the system to load, check and
- inutes build vouchers from integrating systems
3. Generating
Control Groups  fe—i + Manage voucher build errors resulting from loaded
5 Minutes interface files
4., Voucher Build
N 10 Minutes + Verify control groups
F SEEErarresrram—
5. Single - )
Payment |
Vouchers 6. Verifyi
10 Minutes - Verifying
=i Control Groups
5 Minutes
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Processing Interface Vouchers Overview

This is the Processing Interface Vouchers Overview lesson of the Processing Interface Vouchers
course. Upon completion of this lesson, you will be able to:

o Describe the new voucher processing tools and highlight key benefits

Estimated time needed to complete lesson: 10 minutes
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Integrating Systems

The standard way to process vouchers is through online voucher entry. In certain cases, though, a
set of transactions are grouped and uploaded automatically into ARC through system interfaces.
These transactions will go through multiple batch processes and systematically be generated into
vouchers. The voucher will be validated in ARC to ensure all relevant information is present and
that no recycle errors exist, and departmental users will be responsible for correcting any errors
that occur throughout the interface process. The valid, correct vouchers will then be posted and
paid. Integrating systems that will provide voucher data via standard file interface include:

Unclaimed
Property

Utilities

Patient
Refunds

Store Room
Solutions

The transition to using ARC for voucher processing will bring multiple benefits and changes:

e The Control Group process (a way of grouping interface vouchers as they enter ARC)
allows for an audit trail to be maintained of an integrating systems' approval of the
interface file control totals and transactions counts

o Users will have to review transactions that fail to process successfully via the VVoucher
Build Error Detail page

o Streamline process for entering voucher data in a single system with integration between
vendors, purchasing, and general ledger
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Interface Vouchers Roles and Responsibilities

In some cases, when vouchers are loaded via interface data, errors may occur or validations are
necessary. Certain departmental users will be responsible for correcting these errors and
validating certain information throughout the interface process. In performing these tasks,
departmental users are also responsible for ensuring that all vouchers are compliant and correct,
as central Audit and Review will not be reviewing interface vouchers. Departmental Approval is
only necessary for vouchers that are loaded from the v-pay interface file. Throughout this course,
the following characters will be used to represent what tasks designated departmental users are
responsible for:

This is Jim. He works in Facilitiesand is
responsible for processing interface
vouchers and correcting voucher build
errors.

This is Jordan. She works in Facilities
and is responsible for approving vouchers
at the department level.

This is Erika. She is a Department
Administrator responsible for ensuring the
interfacing systems are working properly ,
‘\ § monitoring outcomes via reports, and
resolving issues.

Note: Facilities is just an example in this case. In other words, interface vouchers do not only
apply to users in Facilities.
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Process Overview

Vouchers will be received from integrating systems utilizing a standard file format and will be
imported automatically through ARC’s EDI and Voucher Build processes. As voucher interface
data is being loaded, the data is subject to multiple batch processes and edit checks:

o Thefile is loaded to the voucher staging tables. If there is a problem with the file format,
either the entire file will kick out or only certain transactions will be rejected depending
on the issue. For a list of voucher load errors, reference this job aid

e Once in the staging table, the data will go through the interface voucher edits batch and
the control group batch processes

e Once vouchers have been assigned to a control group, Voucher Build transforms the
interfaced data into a voucher in ARC

e The Single Pay VVoucher batch job will then update single payment voucher information
onto the vouchers that were built.

e The appropriate integrating system user will need to resolve all Recycle, Pre-Edit, and
Single Pay Recycle Errors in ARC

ARC ARC ARC ARC ARC ARC ] ARC 2 ARC ARC ARC
Receive Load Data Pertorm pr— st gogiorey || S e ﬁ Budget Post Genesate
into il - atcl e
Pl M R R et I ol N o R S N L ones L) vouher || paym
Vioucher T“:‘"S Voucher Group 1o Control " Edits Control Pt Approve Voucher
Da rables Edits Voucher
Group a2 I AR () e
H ]
i

Note: The majority of integrating systems files will contain transactions that are pre-approved.
The approval requirement is determined at the Voucher Origin. Any vouchers referencing Origins
that are not defined as pre-approved will be routed through approval workflow.
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EDI Interface Voucher Load

This is the EDI Interface Voucher Load lesson of the Processing Interface Vouchers course.
Upon completion of this lesson, you will be able to:

o Describe the voucher interface load batch program and load edits

Estimated time needed to complete topic: 10 minutes
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ARC™

EDI Interface Voucher Load (ECINO001) Batch Program

Voucher Data is loaded from the interface voucher file to the voucher staging tables in ARC. The
batch program follows this process:

Transaction data

ransaction

datain the file
containsall

with required
information is

ARC

required loaded to
‘q Voucher Staging
fields?
Tables

Transactions

missing key 2
required fields ARC
are written to
an error report

¥

Error Report
generated

based on file ARC?

name

¥

Department

user corrects
informationin
source data and .

reloads file
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ARC™

Interface Voucher Edits

After being loaded into the voucher staging tables, the voucher data initially processes through
the Interface Voucher Edits batch program. The batch program follows this process:

ARC ARC
Vendor Speedcharts
Classification Fanucr:idc;n WillBe
Correct w/ the ' > Converted To
and PCBU is
Right Voucher Ponulated Full
Type? P Chartstring

Transactions
are not
Processed,
Swept from
Staging
Table, and
Writtento an
Error Report

ARC

aix

ARC

Department
User Updates
Transaction
from Source
Data

v

Corrected
File is Re-
Uploaded

Administrators will monitor the error report to ensure these errors are corrected and eventually
built into vouchers.

Note: The Interface VVoucher Edit errors are written to a report that is combined with the Control
Group information after the Control Group process has completed.
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Generating Control Groups

This is the Generating Control Groups lesson of the Processing Interface Vouchers course. Upon
completion of this lesson, you will be able to:

e Describe the Control Group Batch Program

Estimated time needed to complete lesson: 5 minutes
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Generate Control Groups Batch Program

Voucher transaction data will be associated to a Control Group. A Control Group defines the total
transaction count and dollar amount of all vouchers listed in the file that process successfully
through the Interface Voucher Edits batch program. A Control Group will be generated for each
integrating system file based on origin. After Voucher Build is run, the appropriate department
user will verify the Control Group transaction count and dollar amount in ARC. Verifying the
Control Group is a crucial step in the interface voucher process, as vouchers will not be eligible to
be posted or paid unless the Control Group has been verified. The Control Group page looks like
this:

3,000.00 3,000,00 Ll

0.00
Woucher Totals Difference
ﬂ 0

Note: The Control Group ID (a randomly assigned number) created for each file will be provided
on the report that is generated after the Control Group batch process completes. This report will
also contain error details for transactions that processed in the Interface Voucher Edits batch
process.

Report
containing
Interface
Voucher Edit
——>{ errors and
control group
number with
control total
is generated

Transactions

are assigned

to a Control
Group
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Voucher Build

This is the Voucher Build lesson of the Processing Interface Vouchers course. Upon completion
of this lesson, you will be able to:

o Describe the Voucher Build Batch Program
o Manager errors resulting from the Voucher Build Batch Program

Estimated time needed to complete lesson: 10 minutes
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Voucher Build Batch Program

Voucher Build processes the transaction data on the voucher staging table and builds vouchers in
ARC. Vouchers that build successfully with no errors will be processed through Matching (if
applicable), approvals (if applicable), and Budget Check. Vouchers will not be posted or paid
until the control group has been verified.

Vouchers that fail to build successfully will be categorized as either a Pre-Edit Error or Recycle
Error.

Vouchers are
Voucher
Build Voucher Matehied, =
: Approved, ARC
Generates Built
: Budget
Voucherin Successfully?

ARC Checked (If
Applicable)

Department

User Deletes
Pre-Edit or Resends
Transaction

Error? : .
in
Subsequent
File
Recycle Error . Depariment
>| User Corrects
on Voucher
Recycle Error .
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Reviewing and Resolving Voucher Build Errors

Throughout the voucher build process, different scenarios can occur resulting from whether the
voucher contains all required information with the correct values. This topic will teach you how
to correct transactions that result in Recycle Errors and Pre-Edit Errors:

Note: Vouchers are not able to be Posted or Paid until the Control Group has been Verified.

Possible . .
) Resulting Actions:
Scenarios:
Voucher is
Vouchers w/ The built Matched H'Td
All Required voucher is put Approved (if
9 —> ., P . > applicable),
Fields and into "Postable Budget
Correct Values status Checked,
Posted and Paid
Vouchers w/ wahzr isd
All Required The build Matched an
Fields and Fail voucher is put User Corrects Approved (if
> P v . [ Errors on ==>{ applicable),
System Edits into “Recycle’
Voucher Budget
(ChartField status Checked
Combo Edits) Posted and Paid
Vouchers w/ User Corrects Correct Voucher is
Missing or Errors on voucher Matched and
Invalid The voucher is Youcher Build information is Approved (if
Required === not built (Pre- [===» Error Details [=— " == applicable),
) reprocesse
Values [i.e. Edit Error) and selects fhrou h Budget
Valid Vendor status “To 8 . Checked,
D) Build” Veucher Build Posted and Paid
U lect:
ser SE,,EC 8 Voucher data
status "To
Delete” f is deleted
elete” for
. === during the next
transactions
run of Voucher
that cannot be
Build
corrected

Recycle Errors include:

e ChartField Combination Edit Errors
e Out of Balance Errors
e Duplicate Invoice Errors

Pre-Edit Errors include:

¢ Invalid Vendor
e Invalid Origin
e Invalid PO

Voucher Entry users will access the VVoucher Build Error Detail page to resolve Pre-Edit Errors.
Vouchers with Pre-Edit Errors that can be corrected will be updated and the voucher build status
will be set to "To Build'. The transaction will process in the next Voucher Build run and will be
built into a voucher.

Vouchers with pre-edit errors that cannot be corrected will be updated with a Voucher Build
status of 'To Delete'. The transaction will be removed from the voucher build staging table when
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the next Voucher Build process is run. The integrating system must send the corrected transaction

data in a subsequent file.

Estimated time needed to complete topic: 5 minutes

Procedure

Welcome to the Reviewing and Resolving Voucher Build Errors topic where you will learn how
to resolve pre-edit and recycle errors.

Favarites

Personalize Content | Lavaut ? Help
Menu =l

Search: ®

> Columbia Specific

[> eProcurement

> Accounts Payahle

[ Set Up Financialsigupply Chain
[ Enterprise Companents

[ Warklist

> PeopleTools

|~ Change My Password

|

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

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

Search:
®

[> Columbia Specific

[> eProcurement

> Accounts Payahle

> Set Up FinancialsiSupply Chain
[ Enterprise Components

[ Warklist

[> PeopleTools

— Change My Pagsword
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Processing Interface Vouchers

=

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

Internet ¥a v 0% v
| ¥

Step

Action

First, you will locate the interface vouchers you need to edit/correct. Begin by
clicking the Main Menu button.
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ARC

Favorites  Main Menu

Personalize Search Menu:

o

Search: [

Columbia Specific
(1 eProturement

ECPO‘Umb‘E'#'_‘I Accounts Payabls

eFrocurel
b 3 Set Up FinancialsfSupply Chain
> SetUp Fir (& Enterprise Components
[ Enterprisi (3 Worklist
[ Workdist
> PeopleTo
— Change 1

v v e e v v v A

PeopleTools
D Change My Password

? Help

=

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

| € meemet

RN

Step Action

3. Click the Accounts Payable menu.
|";b Arcounts Payable r

ARC™

Favorites | Mair Menu

Search Menu:

Persunahzel @
Menu Py
Search: 3 Columnbia Specific »
3 eProcurement 4

I;C;\umh\a [ Accounts Payable o

BPIGEUIEL ) oot |p Financials/Supoply ¢ wouchers 4
W Control Groups >
> SetUp Fil 3 Enterprise Components ,
[ Enterprise 3 Worklist (3 Payrments
L orklist - PeapleTaoks (01 Review Accounts Payable Info 3
> PeopleTo
" Change, =) Change My Password

? Help

-

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

[ [ ternet

RN
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Step Action

4, Click the Vouchers menu.
“'11 Wouchers 4

ARC™

Favarites | Main Meru

Fersonalize Search Menu:

| ® ? Help
Menu

Search: 3 Calumbia Specific
3 eProcurement
[ Columbiz () accounts Payable

beProclrel o, ooy Up FinancialsfSupply ¢ £ Vaudize

[ Accounts 3 Add/Update >
[ et Lp Fit 3 Enterprise Components Contral Groups

1 Payments 1 Maintain
b Erterprisn £ Workist = RE\;IEW ecourts Payabi S . 2 Woucher Buld Error Detal
E\;\feonflgl‘\eﬁ_}_n 3 PeopleTools . | woucher Maintenance Search

— Changeh | change My Passward

- v

-]

7 - [Hio0w -

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

Step Action

5. Unlike regular online vouchers, you can edit interface vouchers through the VVoucher
Build Error Detail Page. To access this page, you will click the Maintain menu.
| 1 Maintain
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Favorites  Main Meru

Personalize Is‘""’" (LED ) ? Help
Menu *

Search: 3 Calumbia Specific 4

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

©frtoonte. £ Set Up Financias/Suppy ¢ g VD“”‘T’S 2 Add/Update .

> SetUp Fir (& Enterprise Components o Egm:ﬂrsn?smu'x (3 Maintain

I: Enterprist (3 Worklist o Re\;iew Accounts Payable o 5 | vaucher Buid Error Detal

I;lé\fgﬂufkl‘\eﬁ}u 9 PeapleTaals [=] woucher Maintenance Search

i Cha’; e n D Change My Password
Inttp:JjFrtstweb.cc, columbia, edu: 1 7080/ psp/f91 trd/EMPLOYEE/ERP/c/EMTER _WOUCHER_INFORMATI! [T 36 meme AR

Step Action

6. Click the Voucher Build Error Detail menu.
| [ woucher Build Error Detail |

Favarites | MainMend > Accounts Payable > Wouchers > Mantain > Voucher Buld Error Detal

E ewwindow P Help Bl hitp

=

Youcher Build Errer Detail

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: == | Q

Woucher ID: |hegin5 wwthj‘

TSE Run ID: [= =

Origin: [hegin with =] |

Control Group ID: |hag|n5 wnhj‘

Vendor ID: hegins wnhj‘

Buying Agreement ID: | bedins W\thj‘

Invoice Number: hegins with j ‘

Inuoice Date: [= = [
Voucher Source: |: j | j

™ Case Sensitive

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

4 | »

Done [ T[T [ @ mneeme 5~ [Foms -
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Step

Action

Enter search criteria to identify the interface vouchers you need to correct. Click in

the Business Unit field.

Control Group ID:
Vendor ID:

Buying Agreement ID:
Invoice Number:
Invoice Date:

Voucher Source: |:

Search

Youcher Build Errer Detail

Favgrites - Main Menu > A::uuntapayable > VUuEhErS > Malrltaln > Woucher Buld Errar Detal

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 [200

Business Unit: = - ’C\iQ
Voucher ID: [hegins with =] |
TSE Run ID: [= =
origin: beging with =] |

hegins wnhj‘
hegins wnhj‘
hegins W\thj‘
hegins wnhj‘

[= B ]

=

™ Case Sensitive

Clear  |Basic Search [ Save Search Criteria

Elewtindow  ? Help B hitp

o

Done

[

@ mntemet

[75 - | % 100%

T 4

Step

Action

Enter the desired information into the Business Unit field. Enter "COLUM".
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Favnvr\tes i MalnvMenu > Accounts Payable > ‘ouchers > Mantain > ‘oucher Buid Error Detail [5]

E newwindow 7 Help B nmp

Youcher Build Errer Detail

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

Find an Exis

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

Business Unit: IE eotow @
Voucher ID: |beg|n5 wnhj‘

TSE Run ID: [= =

Origin: |hag|n5 wnhj‘

Control Group ID: beging with =] |

Wendor ID: hegins wnhj‘

Buying Agreement ID: | begins wnhj‘

Invoice Number: hegins with j ‘

Imwoice Date: = j ‘
Voucher Source:  [= = =]

I” Case Sensitive

| Search | Clear |Basic Gearch [ Save Search Criteria

4 | 3

T T [3 e mieme e

Step Action

9. Click in the Origin field to search by Origin, a field that is generally used to locate
interface vouchers.
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A newwindow 7 Help B nip

neen

Youcher Build Errer Detail

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: = - COLUM Q

Voucher ID: |beg|n5 wnhj‘

TSE Run ID: [= =

Origin: |hag|n5 with =] |

Control Group ID: beging with =] |

Wendor ID: hegins wnhj‘

Buying Agreement ID: | begins wnhj‘

Invoice Number: hegins with j ‘

Imwoice Date: = j ‘
Voucher Source:  [= = =]

I” Case Sensitive

[ gearch || Glear |Basic Search [ Save Search riteria

. \ i

T T [3 e mieme e
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Step

Action

10.

Enter the desired information into the Origin field. Enter "UPP".

Favnvr\tes ! MainvMenu > Accounts Payable > Vouchers > Maintain > ‘oucher Buid Error Detail [l

A newwindow 7 Help B nip

niEn

Youcher Build Errer Detail

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: = - COLUM Q

Voucher ID: |beg|n5 wnhj‘

TSE Run ID: [= =

Origin: |hag|n5 wnhj ‘UFF‘

Control Group ID: begins with 7| |

Wendor ID: hegins wnhj‘

Buying Agreement ID: | begins wnhj‘

Invoice Number: hegins with j ‘

Invoice Date: = =
Voucher Source:  [= = =]

I” Case Sensitive

[ gearch || Glear |Basic Search [ Save Search Criteria

4 | 3

[T T 36 meme R
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Step Action

11. Click the Search button.

Home

Favgrites : Main Menu > Accounts Payable > Wouchers > Maintain > voucher Buid Error Detal [3]
& New Window P Help hrlp

Youcher Build Errer Detail

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 3000 300

Business Unit: IE [coum @
Voucher ID: |hegmswnh j|

TSE Run ID: = =

Origin: |hegmswnh j |UF‘F

Control Group ID: [ begins with =] |

Vendor ID: |hegmswilh j|

Buying Agreement ID: | begins with j|

Invoice Number: begins with j |

Invoice Date: = =
Woucher Source: |: j | j

™ case Sensitive

Search Clear |pasic Gearch [ Save Search Criteria

Search Results

Wiew All First [@] 1-z otz [i] Last
Business Voucher TSERun __ _(Control Group Buying . Invoice  Gross Invoice Transaction  Voucher
Uit 0 i origin i Vendor ID | Invoice Humber Dalo = = s
COLUM 00000575 16582 UPP (0000000056 0000000003 (blank YOUCHER BUILD RECYCLE ERROR 034 42012 1600 usD EDI
COLUM 00000523 16582 PP (hlank) A000000001 (blank) WOUCHER BUILD PRE EDIT ERROR 031472012 2000 blank; EDI
4 | »
Jiavascript:submitaction_winD{document.wing, #1CRow1’); [ [ [ [ [ mnteme V5 - [Fio0m -

Step Action

12. First, you will look at correcting a Pre-Edit Error. Click the 00000589 link.
Doo00&as
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers > Maintan > Woucher Buld Error Detal [5]

@NEWWmdnw “? Help Efcuammwze Page hrlp
Voucher Build Error Detail

Business Unit: coLum ‘oucher ID: 00000589 Correct Errors

Header Errors:

Field Hame Message

Address Sequence Number TSE Prompt table edit; value not found in prampt table

Yendor ID TSE Prompt tahle edit, ¥alue not found in prompt tahle

“endor Location TSE Prompt tahle edit, ¥alue not found in prompt tahle

Invoice Line Errors

Fist C10F1 O L

Line  Field Hame Message

| & Retunto Search | [1E] FreviousinList | (=) mestinList | (=] wotiry |

| i
Done

[T T 36 mieme [ - [ -

Step Action

13. See the voucher pre-edit errors in the Header Errors field.

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers > Maintan > Woucher Buld Error Detail [g]

@NEWWmdnw “? Help Efcuammwze?age hrlp

=

Voucher Build Error Detail

Business Unit: coLum ‘oucher ID: 00000589 Correct Errors

Header Errors:

Field Hame Message

Address Sequence Number TSE Prampt table edit; value not found in prampt table
Yendor ID TSE Prompt tahle edit, ¥alue not found in prompt tahle

“endor Location TSE Prompt tahle edit, ¥alue not found in prompt tahle

Invoice Line Errors:

First Kl 1or1 O 1

Line  Field Hame Message

| & Retunto Search | [1E] FreviousinList | (=) mestinList | (=] wotiry |

4| 3
BRI

iavascript:hAction_wind(document. wind, VCHR_ERR_WRK_GOTO_ERR_CORRECT, 0, 0, ‘Carrect Errars', False, trug); [T T T [ mieme
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Step

Action

14.

Click the Correct Errors link to correct the errors.

Quick Invoice

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers > Maintan > Woucher Buld Error Detail [5]

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

» YWoucher Build Assaciation

“Invoice Number: |VOUCHER BUILD PRE EDIT ERROR ‘ Calculate |
Business Unit: coLum @ ‘ |
“Invoice Date: 03n4iz2 Frint Inwoice
Voucher: fungsss 03/14i20132 [
Accounting Date:
Voucher Style: Reqular ] | Edit Gombinations |
*Build Status: Error Prepaid Ref: ¥ Auto Apply
- A000000001 i . 1
Vendor: I A invoice Address: o Aftachments (01
Location: CHK-0T . Remitting Addr: 1 Q ~omments(l
Line Amount: 2000.00 Control Group: 0000000056 | QL Pavments
Misc Amt: Terms: (il QU gaaa!zm gefau\ls -
N . 0,00 - UsD Q vertide Session Defaul
Freight: Currency: Bevigw Errors
Total: 200000
Fetch\oucher Lines
Difference: From Voucher Line: ] ! Line Details |
To Voucher Line: 1 | Add lines |

» Copy From Source Document

| save | &4 RetuntoSearch | [Z] otity | |7 Refresh |

[ g

[ fewm

ERESR

Step

Action

15.

Click in the Vendor field to select the correct vendor on the voucher.

[~000000001]
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Favnvr\tes'MalnvMenu » Accounts Payable > Wouchers > Maintain

“oucher Buid Error Detall [5]

F Newwindow P Help  [& Customize Page B hitp

=

Quick Invoice

“Invoice Number: [WOUCHER BUILD PRE EDIT ERROR [ Calculale ]
Business Unit: coLum 5 [ |
“Invoice Date: 0311412012 Print Invoice
voucher fuooessg 031412012 [
Accounting Date:
Voucher Style: Regular il [ Edit Combinations J
“Build Status: Errar - Prepaid Ref: ¥ Auto Apply
. 4000000001 Q i . 1 Q
Vendor: Invoice Address: Altachments (0
Location: CHK-0T . Remitting Addr: 1 Q ~omments(l
Line Amount: 2000.00 Control Group: 0000000056 | QL Payments
Misc Amt: 0.00 Terms: 00 Q W -
N . 0,00 - UsD Q verride Session Defaul
Freight: Currency: Bevigw Errors
Total: 2000.00
Fetch\oucher Lines
Difference: 000 From Voucher Line: ] | Line Details |
To Voucher Line: 1 | Add lines |

» Copy From Source Document

» YWoucher Build Assaciation

[E Save [Q Return to Search | [El Natity | [f:, Refresh |

4

»
iavascript:pAction_wind{document. wind, VCHR_HDR_Q¥_VEMDOR_ID$prompt); [T T 36 mieme

|
RS

Step Action

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

Home |
Favarites © Man Menu > Accoumgpayable > Voughers > Malrltaln > Voucher Buld Error Detal [5]

Look Up

Look Up Vendor

SetiD: CUSET
Vendor ID: I begins with ;E‘
Short Vendor Name:l begins with gg ‘

nokbne I | =
. I .

Basic Lookup

Search Results

Only the first 300 results of a possible 17628 can be displayed

Vendor i)  Short Vendor Hame Hame 1

0000000001 LWPAVNDR-001  ||WWPA Vendor (System Test
0000000002 MOMUWPAYMND-001 Mon-UWPA Yendor (Systern Test
0000000003 SUPPLIER-001 -
0000000004 EMPLOYEE-001

| [ [ [ [ [ mneme [¥5 - [# 100 -
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Step

Action

17.

Click the 0000000003 link.
naooooonas

ARC™

Favgfites | MainMend > Accounts Payable > Wouchers > Maintan > Voucher Buid Error Detal [g]

ENewwindow  ? Help  [E Customize Page hrlp

Quick Invoice

msvice Number: [vouCHER BUILD PRE EDIT ERROR Calculate

Business Unit: coLum S3an0i2

i . Pririt Inwoice
Voucher: 00000563 moice Date: sz |5

Accounting Date: Edit Gornhinations
Voucher Style: Reqular .
"Build Status: Prepaid Ref: 7 futo Apply

,7 Supnlier Yendor
Vendor: Imsoice Address: 1 B 3208 Broadway
. . 1
Location: Remitting Adr: A Hework Altachments (0)
MY Usa 10027 Commentsil
Line Amount: 200000 Control Group: 0000000056 | QL Payments
Misc Amt: o000 Terms: 0o Q Session Defaults
) COverride Session Default
ight: ] Currency: usD a

Freight: é Review Errors
Total: 200000

Fetchoucher Lines
Difference: 0.00 From Voucher Line: 1 Line Details

To Voucher Line: 1 Add lines

» Copy From Source Document

» YWoucher Build Assaociation

B save | | Returntosesrch | [ Notity | | Refresh |

3

|
[ [ [ [ [ mneme 5~ [%omm -

Step

Action

18.

Click the Build Status list. Select 'To Build' to enable the corrected transaction

information to be built into a voucher during the next run of the VVoucher Build
process.

Note: If you prefer to send the corrected transaction in a subsequent file, select Build
Status 'To Delete'. The transaction information will be removed from the Voucher
Build staging tables during the next run of the Voucher Build process.

|Err|:|r j|
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Favnvr\tes'MalnvMenu » Accounts Payable > Wouchers > Maintain

Woucher Buid Error Detail [5]

@NEWWmdnw “? Help I?Cuamrm
Quick Invoice

invoice Number: [VoUCHER BUILD PRE EDIT ERROR [

Calculate |

Business Unit: coLum 5 [ |

“Invoice Date: 0342012 Print Inwoice
Woucher: ononogsg Jananoz 5

Accounting Date:
Voucher Style: Reqular 0 | Edit Combinations |
*Build Status: To Build - Prepaid Ref: ¥ auto Apply

Supplier Wendor
Vendor: 0000000003 R invoice Address: 1 Q 3208 Broadway
ittii . 1
Location: CHK-01 @, Remitting Addr: S Hew vork Attachments (o)
MY UsA 10027 Comments(1
Line Amount: 2000.00 Control Group: 0ooo0000ss Q& Payments
Misc Amt: 0.00 Terms: (il Q Session Defaults
Cverride Session Default
ight: 0.00 C . usD Q veride Session Default

Freight: i Revigw Errors
Total: 200000

FetchVoucher Lines
Difference: 0.00 From Voucher Line: 1 | Line Details J

To Voucher Line: 1 | Add lines |

¥+ Copy From Source Document
+ Youcher Build Assaciation

| Save & Retunto Search | [Z] hotify | i Refresh |

Save (A1)

o=

[ femnm

|75 - [ w00 -

Step Action

19. Click the Save button.

Favnvmtas i MainvMEnu > Accounts Payable > Vouchers > Maintain > Youcher Build Error Detail [l

FNewWindow 7 Help  [& Custamize Page [ htp

hita

Quick Invoice

nvgice Number: [VoUCHER BUILD PRE EDIT ERROR [

Calculats |

Business Unit: coLum ,7 5 [ |

“Imvoi . 03/14i2012 Print Invoice
Voucher: 00o0oseg Imvgice Date: SENFTIE] 5

Accounting Date: i i
Voucher Style: Reqular g | Edit Combinations |
“Build Status: Ta Build - Prepaid Ref: v Auto Apply

Supplier Wendor
Wendor: 0000000003 R invoice Address: 1 Q 3208 Broadway
ittii . 1
Location: CHK-01 @, Remitting Addr: S Hew vork Attachments (o)
MY Usa 10027 Comments(1
Line Amount: 2000.00 Control Group: ooooooonss Q& Payments
Misc Amt: 0.00 Terms: (il Q Session Defaults
Cverride Session Default
ight: 0.00 C . usD Q veride Session Default

Freight: i Revigw Errors
Total: 200000

FetchVoucher Lines
Difference: 0.00 From Voucher Line: 1 | Line Details J

To Voucher Line: 1 | Add lines |

+ Copy From Source Document
+ Youcher Build Assaciation

|E seve | £ RetuntoSearch | [Z] Watify | s Refresh |

| ml

RS

N B )
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Step

Action

20.

Click the Home link to learn how to correct Recycle Errors.

Hotme

ARC

Favorites  Main Menu

Personalize Search Menu:

? Help
Menu I‘ ©

Search: 3 Columbia Specific
03 eProturement

ECPO‘Umb‘S 3 Accourts Payable

eFrocurel
i iiins 3 Set Up FinancialsfSupply Chain
> SetUp Fir (3 Enterprise Components
[ Enterprisi (3 Worklist
[ Warklist
> PeopleTo
— Change

v v e w v v v A

3 PeopleTooks
D Change My Password

Bl

bkt fFnkstweb.cc. columbia. edu; 17080 psp/fnd1trd{EMPLOYEE/ERP s/ WEBLIE_PTPP_SC.HOMEPAGE FislFormula.lseipt | | [ [ | 3 [@ ntemet ERErR

Step

Action

21.

You will navigate back to the Voucher Build Error Detail Page. Begin by clicking
the Main Menu button.
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ARC

Favorites  Main Menu

Personalize Search Menu:

o

Search: [

? Help
®

Columbia Specific
(1 eProturement

ECPO‘Umb‘E'#'_‘I Accounts Payabls

eFrocurel
b 3 Set Up FinancialsfSupply Chain
> SetUp Fir (& Enterprise Components
[ Enterprisi (3 Worklist
[ Workdist
> PeopleTo
— Change 1

v v e e v v v A

PeopleTools
D Change My Password

=

ictp: ffnitstweb.cc. columbia. edur1 7080/psp /g 1trd/EMPLOYEE/ERP/s/WEBLIE_PTPP_SC.HOMEPAGE FigFormuatseript s | [ [ | [ €D ttemet R

Step Action

22. Click the Accounts Payable menu.
|";b Arcounts Payable r

Favorites | Mair Menu
Personalize Ise“"" L1 &) ? Help
Menu -
Search: 3 Columbia Specific 4
3 eProcurement 4

I;C;\umh\a [ Accounts Payable o

SPTSEUIEL gt Up AinancialsfSupply © Vouchers '
[ Accounts Contral Groups »
[ et Lp Fil 3 Enterprise Components )
[> Enterpriss 3 Worklist g anment: 5 Payable Info )

eview ACCoUnts Payable I
E!\gonrlgl‘f_}_n 3 PeapleTools ¥
" Change, =) Change My Password
ttp: ffnkstweb. cc. columbia.edur1 7080jpsp/Fra1trd/EMPLOYEE/ERP/s/WEBLIB_PTPP_SC.HOMEFAGE FieldFormua.tseript .| | [ [ [ [ [ ntemet [7a - [Fiom -
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Step Action

23. Click the Vouchers menu.
|“I'1‘I Wolchers 4

ARC™

Favarites | Main Meru

Fersonalize Search Menu:

Menu I

Search: 3 Calumbia Specific
3 eProcurement

- v

[ Columbiz
[» eProcurel

[> Accounts &
b setUp Fir O3
I Enterprist (3
D iorklist -

Accounts Payable

Set Up Financialsfsupply ©
Enterprise Components
Worklist

PeopleTools

3 vouchers
Control Groups
3 Payments

3 Add/Update
A Maintain

73 Review Accounts Payable inmo

> PeopleTo

5] change My Password

— Change b

Home

-

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

[ [ eermet

75 - [Hio0w -

Step

Action

24,

Click the Maintain menu.
|n|'1'| Mairtain 3
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Favorites  Main Meru
Personalize Is‘""’" Menu: ) ? Help
Menu *
Search: 3 Columbia Specific 4
£ eProturement 4
ECPO‘Umb‘e 3 Accounts Payable
eRrocurel 3 Wouchers
Dot 1 Set Up Financials/Supply © ) Control eraups ) addiupdate N
[> Set Up Fit £ Enterprise Components o " [ Maintain
[ Enterprisi (3 Worklist o R;\‘Ciﬂ;iﬂ:[mums Bayable T 5 | vaucher Buid Error Detal
I;::\fgnurgl‘\ea}u 9 PeopleTools " [=] woucher Maintenance Search
. Charioh D Change My Password

Training Guide
Processing Interface Vouchers

=

bkt Fnistweb .cc.columbia, edu: 17080/ psp/Frid1trd/ EMPLOYEE/ERF{C/ENTER_WOUCHER,_INFORMATIC

[0

| €9 meemet

AR

Step

Action

25.

Click the Voucher Build Error Detail menu.
| [ woucher Build Error Detail |

Favarites | MainMend > Accounts Payable > Wouchers > Mantain > Voucher Buld Error Detal

Youcher Build Errer Detail

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: = - ”7(:1
Woucher ID: |hegin5 wwthj‘
TSE Run ID: [= =
Origin: [hegin with =] |

Control Group ID: |hag|n5 wnhj‘
hegins wnhj‘

hegins W\thj‘

Vendor ID:

Buying Agreement ID:

Invoice Number: hegins with j ‘
Inuoice Date: [= = |}
Voucher Source: |: j | j

™ Case Sensitive

Search Clear  |pasic Search [ Save Search Criteria

=

& New Window P Help

hitp

| »

Done

[ T[T [ @ mneeme

7 - [Hio0w -
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Step Action

26. Click in the Business Unit field.

Favarites | Main Menu > Accountgpayable > Voughers > Mairltain > Woucher Buld Errar Detal

Eewwindow 7 Help B hitp

Youcher Build Errer Detail

Enter any infarmation vou have and click Search. Leave fields blank far a list of all values.

Lirmit the nurmber of results to (up to 3003 (300

Business Unit: ,G -
Woucher ID: hegins W\thj‘

TSE Run ID: = =

Origin: [hegin with =] |

Control Group ID: |hag|n5 wnhj‘

Vendor ID: begins with 7| |

Buying Agreement ID: | begins wnhj‘

Invoice Number: hegins with j ‘

Invoice Date: = = ]
Woucher Source: = j | j

I” case Sensitive

Search Clear |pasic Gearch [ Save Search Criteria

4 | »

Done [T [ [ [ neemet [7a - [Fio0m -

Step Action

27. Enter the desired information into the Business Unit field. Enter "COLUM".
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers » Maintan > Youcher Buld Error Detail

Youcher Build Errer Detail

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

COLUM Q

Business Unit: ==

Voucher ID: |beg|n5 wnhj‘
TSE Run ID: [= =
Origin: |hag|n5 wnhj‘
Control Group ID: beging with =] |
Wendor ID: hegins wnhj‘

Buying Agreement ID: | begins wnhj‘
hegins W\thj‘

Invoice Number:

Erewwindow 7 Help B np

Imvoice Date: = ﬂ ”
Voucher Source:  [= = =]
I” Case Sensitive
gearch || Glear |pasic search [5) Save Search Criteria
. | i
Done € tnternet RN

Step

Action

28.

Click in the Invoice Date field.

Youcher Build Errer Detail

Favarites | Main Menu > Accountgpayable > Voughers > Mairltain > Woucher Buld Errar Detal

Enter any infarmation vou have and click Search. Leave fields blank far a list of all values.

Lirmit the nurmber of results to (up to 3003 (300

Business Unit: = = WQ
Woucher ID: hegins W\thj‘

TSE Run ID: = =]

Origin: [hegin with =] |

Control Group ID: |hag|n5 wnhj‘

Vendor ID: begins with 7| |

Buying Agreement ID: | begins wnhj‘
hegins wnhj‘
Invoice Date: = EIRRE] ]

Invoice Number:

Voucher Source: = =] |

I” case Sensitive

| Beach | Clear |gasic Gearch [E Save Search Criteria

Home

Eewwindow 7 Help B hitp

| »

Dione

@ Intemet o~ [Fioem -
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Step Action

29. Enter the desired information into the Invoice Date field. Enter "*3/14/2012".

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers » Maintan > Youcher Buld Error Detail

D rewwindow 2 Help
T
Youcher Build Errer Detail

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

Find an Ex|

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

Business Unit: IE eotow @

Voucher ID: |beg|n5 wnhj‘

TSE Run ID: [= =

Origin: |hag|n5 wnhj‘

Control Group ID: begins with 7| |

Wendor ID: hegins wnhj‘

Buying Agreement ID: | begins wnhj‘

Invoice Number: hegins with j ‘

Invoice Date: = =] [anaizorz

Voucher Source:  [= = =]

I” Case Sensitive

[ search || Glear |masic search [F) Save Search Criteria
4 | 3
Cone

Internet ¥a v H100% v
a x| 4

Step Action

30. Click the Search button.
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Favnvr\tes i MalnvMenu » Accounts Payable > Wouchers > Maintain “oucher Buid Error Detall [5]

A newwindow 7 Help B nip

neen

Youcher Build Errer Detail

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: = - COLUM Q

Voucher ID: |beg|n5 wnhj‘

TSE Run ID: [= =

Origin: |hag|n5 wnhj‘

Control Group ID: beging with =] |

Wendor ID: hegins wnhj‘

Buying Agreement ID: | begins wnhj‘

Invoice Number: hegins with j ‘

Invoice Date: = =] [owtazoz
Voucher Source:  [= = =]

I” Case Sensitive

[ gearch || Glear |pasic Search [ Save Search Criteria

Search Results

r\/\ewAH First [@] 12 otz [§] Laal‘
Business Voucher TSERun . . (Control Group Buying i Invoice  Gross Invoice Transaction  Woucher
D D Origin i, [fendor I jp 'nuoice Humber Date Amount Currency Source
00000575 16582 PRF 0000000056 0000000003 (blank VOUCHER BUILD RECYCLE ERROR 031142012 1500 usD EDI
COLUM  D00D0S8S 16582 PRE (hlank) A000000001 (blank) VOUCHER BUILD PRE EDIT ERROR 03114/2012 2000 tblank) EDI
. \ »
avascript:submitction_wind{document, wind, #1CRawd’); T T [ mteme [Fa = [®aew «

Step Action

31. Click the 00000575 link.
NO000aT S

Favgrites | MainMend > Accounts Payable > Wouchers > Maintain

vaucher Buld Errar Detail [5]
ENewwindow  ? Help  [E Customize Page hitp

niEn

Voucher Build Error Detail

Business Unit: COLUM Youcher ID: 00000575 Carrect Errors

Header Errors

Field Hame Message

Merchandise Amount Youcher Merchandise Amount 1800 == surn of invoice line amounts 1200,

Invoice Line Errors

Line  Field Hame Message

|£4 Returnto Search | |1 Freviousinlist | +E) NestinList | |[=] Notity |

3

|
[ [ [ [ [3@mneme 5~ [Foms -
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Step

Action

32.

See the Error Summary once the VVoucher Build Error Detail appears: the Voucher
Merchandise Amount 1600 <> sum of invoice line amounts 1200.

Favgfites | MainMend > Accounts Payable > Wouchers > Maintan > voucher Buid Error Detal [g]

Voucher Build Error Detail

Business Unit: COLUM Youcher ID: 00000575 Carrect Errors

Header Errors

Field Hame Message

Merchandise Amount Youcher Merchandise Amount 1800 == surn of invoice line amounts 1200,

Invoice Line Errors

Line  Field Hame Message

£ Returnto Search | <[5 Frevious nList | HEl NetinList | |[=] Natity

3

|
Internet g v | m0wm -
& V7

4

|iavascript:haction_winO(dorument.wind, VCHR_ERR_WRK_GOTO_ERR_CORRECT 0, 0, 'Correct Errors’, False, trug); [

Step

Action

33.

Click the Correct Errors link.

Correct Errors
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Favnvr\tes i MalnvMenu » Accounts Payable > Wouchers > Maintain “Woucher Buid Error Detail [5]
[=] Retated content D New Window 7 Help E,/Cuamrmze Page

m ated Documents || Payments Youcher Attributes Errar Summary

Business Unit: coLUm Invoice Date: 031 4i2012

Vfoucher ID: 00000575 Invoice No: WOUCHER BUILD RECYCLE ERROR

Voucher Style: Regular Invoice Total: 1,600.00 usD

Contract ID:

Vendor Name: Supplier Yendar Pay Terms: Due Mow

3208 Broadway Voucher Source: EDI
Mew York, NY 10027

Entry Status: Recycle Origin: PRF

Match Status: Mo Match Created: 0314i2012

Approval Status: Approved Created By: AP_TEST_DZ

Post Status: Unposted Modified: 03n4iz012

Modified By: np_st2682
ERS Type: Mot Applicable

Budget Status: MNot Chk'd Close Status: Open

Budget Misc Status: Walid

*View Related |Faymem Inguiry j o

|B sawe &6 Retunto Search | [Z] hotity | i Refresh |
Summary | Related Documents | Invoice Infarmation | Payments | Woucher Aftributes | Errar Summar
4 3
avascript: submitAction_winDidacument wind, #1CPanels; T T [ mteme [Fa = [mae <

Step

Action

34.

Imvoice Information

Click the Invoice Information tab to change the values on the voucher.

Favorites — Main Menu > Accounts Payable > Wouchers > Maintan > Woucher Buld Error Detal (5]

elate! ontent ey VWindow ! elp ustomize Fage [
[=] Related Content & New Wind ? Help  [# Cust p Bty =

Miscellaneous: =]

Freight: =
Total: 1,600.00
Difference: 40000 o PO Unit:
| Calculate | PO Number:

Copy From:

Invoice Lines

Line: 1 Itern:
“Distribute by Amaunt =] Unit Price:
Ship To: CLaoonnnnt Q Line Amount:
SpeedChart: Q Description:

Summary | Related Documents Paymente | Woucher Attributes | Error Summary |
Business Unit: CoLUM & \nvoice No: [WOUGHER BUILD REGTCLE ERROR
foucher ID: 00000575 Imioice Date: 030142012 [
Voucher Style: Regular Voucher Accounting Date: 0371472012

| View Documents |
Vendor ID: 0ooooooon3 Q Supplier Vendor *Date Dept Rec'd Invoice: |03/14i2012 |5 Session Defaults
ShortHaime: SUPPLIER-001 Q. 3208 Broadway *Service Location: U5 =]attachments (@
Location: CHK-01 Q. MewYark, MY 10027 “oucher Type: lanmmems 1
*Address: 1 &
Advanced vendor Search
Control Group: 0000000056 @ ‘*PayTerms: =T S Due How
Invoice Lines: 1200.00 Basis Date Type: Inw Date
“Currency: ’7USD a Mon Merchandise Summary Print Invaice

Copy From Source Document

CopyRPo,

S vom:
400.00000 Ouantity:
120000

|PaPER

EA Q
3.0000

™ One Asset

Done

T T L e mternet Fa-[%woe -
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ARC™

Step

Action

35.

Note that the Voucher total exceeds the line information total.

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers > Maintan > Woucher Buld Error Detail (5]

[=] Retated Content

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

Advanced Vendor Search

Invoice Lines

Fil

S vom: E Q

Summary Related Documents Eayments Youcher Attributes Errar Summary
Business Unit: COLUM & Imvoice No: [VOUCHER BUILD RECYCLE ERROR
Voucher ID: 0000575 Invoice Date: 031472012 &
Voucher Style: Ragular Voucher Accounting Date: 0311412012

Wiew Documents
Vendor ID: 0000000003 Q Supplirvendor *Date Dept Rec'd Invoice: [0314i2012 [ Session Defaulls
ShortName: SUPPLIER-001 Q3208 Broadway *Service Location: us =] Atachments 0y
Location: CHE-01 @ Mew Yark, Ny 10027 “oucher Type: lmCDmmems(u
*Rddress: 1 Q

Print Invoice

Capy R0,

Control Group: 0000000056 q ‘*PayTerms: (T S Due ow
Invoice Lines: 1200.00 Basis Date Type: Inw Date
Mon Merchandise Summary

*Currency: usn &
Miscellaneous: =]
Freight: =
Total: 1,600.00

Copy From Source Document
Difference: HiiEg @ | ;o unit:

Caleulate PO Humber:
Copy From: [rane =1

=

hitp =4

Line: 1 Itern:
“Distribute by: Amount = Unit Price; 400.00000 Quantity: 2.0000
Ship To: cunnonnnnt U Line Amount: 1,2p0.00
SpeedChart: Q Description: |P’L‘PER
™ One Asset
4 | »
pone T T [ mteme R

Step

Action

36.

Click in the Line Amount field.
| 1,2p00.00|
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Woucher Buid Error Detall [5]

[=] Retated content
[ Error Summary |

= (e -
. @NEWWmdnw “? Help Efcuamm\ze?age hrlp =
Payments | Woucher Attributes

Control Group:
Imvoice Lines:

*Currency.
Miscellaneous:

Advanced Vendor Search

Business Unit: COLUM & \mivice No: [VOUGHER BUILD REGYCLE ERROR
foucher ID: 00000575 Imvoice Date: 03142012 [
Voucher Style: Regular Youcher Accounting Date: 0311472012

| ‘iew Documents |
\endor ID: 0000000003 QU guppliervendor *Date Dept Rec'd Invoice: (0311412012 [ Gession Defaulls
ShortName: SUPPLIER-001 Q. 3208 Broadway *Service Location: ug =]Attachments (o)
Lacation: CHI01 QU pew ork, Ny 10027 “Voucher Type: [ivoice wjcommentsity
*Address: [ =}

0000000058 Q
1200.00
UsD @

Invoice Lines

SpeedChart:

Freight: =
Tatal: 1,600.00
Difference: Laonon ©

Caloulate |

1

Amount ~
CuUN0000001 Q
Q

H oo Q Due Now

Inw Date

*Pay Terms:
Basis Date Type:
Mon Merchandise Summary

Print Invoice

Copy From Source Document
PO Unit:

PO Number: CopyFo,

Copy From:

Itern: S vom:
400.00000

Unit Price: Quantity:
Line Amount: 1,6p0.00
Description: |P’L‘PER

™ One Asset

Done

R | & b meemet [%a - "o -

Step

Action

37.

Enter the desired information into the Line Amount field to correct the line value.
Enter "1,600".

Favarites ©

Summary

[ Related Documents

Main Menu > Accoumgpayable > Voughers > Malrltaln > Voucher Buld Error Detal [5]

Business Unit:
foucher ID:
Voucher Style:

&

COLUM
nopona7s
Regular Voucher

LI Helaten Lontent
{ Error Summary |

B MW TINADW £ HEID s LUSIMIZE age g, N af

Payments | Woucher Attributes

[WOUCHER BUILD RECYCLE ERROR

Imvoice No:
Invoice Date: 03/14/2012
Accounting Date: 0371472012

| ‘iew Documents

Vendor ID:
ShortName:
Location:
“Address:

Control Group:
Invoice Lines:

*Currency:

Freight:

Total:

Miscellaneous:

Y
Y
T Y
A

T Y
1200.00

T e

]

]
—

Advanced Vendar Search

Difference:

Invoice Lines

SpeedChart:

Caloulate |

1

Arnount =

CU00000001 Q
Q

*Date Dept Rec'd Invoice: 031412012 [ Session Defaulls
*Service Location: us > |Atachmants (I

“oucher Type: Invoice j‘ Comments(l

Suppliervendar
3208 Broadway
Mew Yark, NY 10027

g oo A Due Now

Inw Date

*Pay Terms:
Basis Date Type:
MNon Merchandise Summary

Print Invaice

Copy From Source Document
PO Unit:

PO Number: Gopy RO

Copy From: So ]

First Kl 1op1 O 1

I Bl
Itemn: A uom: =

400.00000

Unit Price: Quantity:
Line Amount: 1,6p0.00
Description: |P’L‘PER

™ one Asset

Done

[ [ [ [ [ [ mneme 7o~ [Foms -
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Step

Action

38.

Scroll to the bottom of the page to see the Distribution Information.

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers > Maintan > Woucher Buld Error Detaill [g]

Vendor ID: 0000000003 Q Supplier Vendor *Date Dept Rec'd Invoice: (0311412012 |5 gession Defaults =l
ShortName: SUFPLIER-001 & 3208 Broadway *Service Location: us ~[Attachments (0}
Location: CHK-01 Q. Mew York, MY 10027 “foucher Type: Invoice ~jComments(1}
*Rddress: 1 Q
Advanced Vendor Search
Control Group: 0000000055 @ "PayTerms: =T A Dus Now
Invoice Lines: 1200.00 Basis Date Type: Inw Date
“Currency: ’7%‘.[)@ Don Merchandise Summary Print Invoice
Miscellangous: =
Freight: =
Total: 1,600.00
Copy From Source Document
Difference: HiiEg @ | po unit:
| Caleulate | PO Number: | CopyPo |
Copy From: [Hane =l Go

Invoice Lines

i First KT 401 O Lact

=
Line: 1 ttem: A uom: EA Q
“Distribute by: Armount - Unit Price: 400.00000 Quantit: 30000
Ship To: CcL00000001 2 Line Amount: 1,600.00
SpeedChart: Q Description: FAPER
[~ One Asset
| calkculate |
~ Distribution Lines . First K1 4 of 1 O Lot
¢ Exchange Rele | Siefistics || Assets
EEJ'T{. Line Merchandise Amt Quantity *GLURt  Account  Opentem  Fund  Dept Initiative Function Eﬁ:“s |
Bl O 1 1,200.00 10000 [coLun®, (83305 Q Q [Q [ssziosa [oooon @ [200 @ [GENRQ
Ul \ i
4 3
pone T T [ mteme [F5 = [®00w «

Step

Action

39.

Click in the Merchandise Amt field.
| 1,2000.00|
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> Accounts Payable Wouchers Maintain Woucher Buid Error Detall [5]
Vendor ID: 0000000003 Q Supplier Vendor *Date Dept Rec'd Invoice: (0311412012 |5 gession Defaults =l
ShortName: SUPPLIER-001 S 3208 Broadway *Service Location: us ~[Atachments (0}
Location: CHK-01 Q. Mew York, MY 10027 “foucher Type: Invoice ~jComments(1}
*Address: 1 Q
Advanced Vendor Search
Control Group: 0000000056 Q  'PayTerms: =T A Due Now
Invoice Lines: 1200.00 Basis Date Type: Inw Date
Currency: T Mon Merchandise Summary  Printimeice
Miscellaneous: =
Freight: =
Total: 1,600.00
Copy From Source Document
Difference: HiiEg @ | po unit:
| Calculate | PO Number: Copy PO
Copy From:
Line: 1 ttem: S vont: Ef Q
“Distribute by: Amount Unit Price: 400.00000 Quantity: 3.0000
Ship To: CcL00000001 2 Line Amount: 1,600.00
SpeedChart: Q Description: FAPER
I” One Asset
| Calculate |
~ Distribution Lines
f | Exchange Fale || Stetistics [ &ssets |
g;"?’ Line Merchandise Amt Quantity *GLURt  Account  Opentem  Fund  Dept Initiative Function Eﬁ.B“s |
1 1,6p0.00 10000 [coLune, [es3na @ Q [a [sszioza [oooon @ [200 @ [GENRQ
4| | »
< -
Done T T [ mteme [Fa = [®aw « )

40.

Enter the desired information into the Merchandise Amt field. Enter "1,600".

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers > Maintan > Woucher Buld Error Detaill [g]

Line:
“Distribute by
Ship To:
SpeedChart:

| Calculate |
~ Distribution Lines

| Exchange Rale

1

Amount
CU00000001 Q

[}

| Sietistics || Assets |

Vendor ID: [oo0aoono03 Q Supplier Vendor *Date Dept Rec'd Invoice: 0311412012 |5 Session Defaulls
Shorthiame: SUFPLIER-001 & 3208 Broadway *Service Location: us ~[Attachments (0
Location: CHIK-01 Q. Mew York, NV 10027 “oucher Type: [ zjecmmentsy
*Address: 1 Q
Advanced Yendar Search
Control Graup: 0000000056 G 'PayTerms: & oo A Due Now
Invoice Lines: 1200.00 I:‘asm Date Type: . I Date
Currency: ‘ usbla, on Merchandi: umrmary Printimvalce
Miscellaneous: =
Freight: =
Total: 1,600.00
Copy From Source Document

Difference: HlEE @ | Po unit:

\ Calculate | PO Number:

Copy o

Copy From:

Item: ,7 A uom: ’EA— Q =
Unit Price: ,W Quantity: W
Line Amount: [ 1soo000
Description: |F'AF’EH
I” One Asset

Frst K14 af1 O Last

Line

Merchandise Amt  Quantity

1 1,600.00 1.0000

*GLUnit  Account  Opentem  Fund  Dept Initiative Function Eﬁ:“s

coLune, [ae30s @ Q [a [ssozioda oo @ [0 @ [GENRQ
| »

4

4

=

Done

[ ([ femnm

|75 - [0 -

N
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Step

Action

41.

Scroll to the bottom of the page.

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers > Maintan > Woucher Buld Error Detail [g]
*Address: I in

Advanced Vendar Search
Contral Group: 0000000056 @ ‘Pay Terms: g oo QA Due Now
Invoice Lines: 1200.00 Basis Date Type: Inw Date
“Currency: ]7%5 a Mon Merchandise Summary -7':””‘ Invoice Y
Miscellaneous: =]
Freight: =
Total: 1,600.00
Copy From Source Document

Difference: HiiEg @ | Po unit:

| Calculate | PO Humber:

CopyRPo,

Copy From:
Invoice Lines

Line: 1 Itern: S vom:
“Distriburte by Amaunt =l uneprice: 400.00000 Quantity:
Ship To: CU00000001 S Line Amount: 1,600.00
SpeedChart: Q Description: |P’L‘PER
™ One Asset
| calkcuate |

~ Distribution Lines
r

First L 10f1 0
Exchangs Rate || Statistics | Assets

Copy
Down

Line  Merchandise Amt Quantity *GLUnit  Account  Openttem  Fund  Dept Initiative pC Bus

Unit
= 1 1,600.00 10000 [cOLUNG [6B3ns @ Q [30]a [ss02103Q [oooon @ [200 @ [GEWRQ
| r

4

Function

| save | | &L Retunto Search | [=] Wotify | @ Refresh |

|Er Add. | |5} Upciste Display |
Summary | Related Documents | Invoice Infarmation | Payments | Woucher Aftributes | Errar Summar

4

o

pone T T [ mteme [Fa = [®ao0w «

Step

Action

42.

Click the Save button.
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Favnvr\tes'MalnvMenu » Accounts Payable > Wouchers > Maintain

“oucher Buid Error Detall [5]

Business Unit: COLUM Imvoice No: WOUCHER BUILD RECYCLE ERROR =|
Voucher ID: 00000575 Invoice Date: 0311472012
Voucher Style: Regular Youcher Accounting Date: 031142012 ] }
| View Documents |
Vendor ID: 0000000003 R guppliervendar *Date Dept Rec'd Invoice: (031412012 3 Session Defaulls
ShortNarme: SUFPLIER-001 & 3208 Broadway *Service Location: us ~[Attachments (0
Location: CHK-01 Q. Mew York, Nv 10027 “oucher Type: lmoammemsm
*Address: 1 Q
Advanced Yendar Search
Control Group: 0000000056 @ ‘'PayTerms: = oo QU Due Now
Invoice Lines: 1500.00 Basis Date Type: Inw Date
“Currency: ’7USD a kon Merchandise Summary Frint Invaice
Miscellaneous: =
Freight: =
Total: 1,600.00
Copy From Source Document
Difference: 0.00 PO Unit:
| Caleulate | PO Number: Gopy RO

Copy From:

Invoice Lines

A uom:

Quantity:

First K14 oF 1 'L ast

EIE

Line: 1 Item:

“Distribute by: Amount =l Unit Price: [EEEEEEE I
Ship To: CL00000001 2 Line Amount: 1,600.00
SpeedChart: A pescription: [PareER

Calculate

I” One Asset

[

|5 - [ %100

| 4 € meemet

Step

Action

43.

Scroll to the bottom of the page to see the Voucher Links.

Favorites © MainvMenu > Accounts Payable > Wouchers > Maintan > Woucher Buld Error Detaill [5]
Advanced Vendor Search d
Control Group: 0000000056 @, ‘'PayTerms: & oo A Due Now
Imvoice Lines: 1500.00 Basis Date Type: Inw Date
PMon Merchandise Summary
*Currency: Ush Q@ Frint Invoice
Miscellaneous: =]
Freight: =
Tatal: 1,600.00
Copy From Source Document
Difference: 0.00 PO Unit:
| Calculate | PO Number: GapyRo.
Copy From:
Line: 1 ftem: L uom: Ex Q
“Distribute by: Amount :I Unit Price: 533.33333 Quantity: 3.0000
Ship To: cunaonuoa 2 Line Amount: 1,600.00
SpeedChart: Q Description: FAPER
I” One Asset
| calculate |
~ Distribution Lines
i { Exchange Rele | Stfitics | Assets |
;:m Line Merchandise Amt Quantity “GLUNit  Account  Openitem  Fund  Dept Initiative Function :ﬁ:“"
= 1 1,600.00 10000 [coLUnG, [RR3NG QL a [30)Q [ssorio3a [oooon Q@ [200 @ [GENRQ
4| | »
|E) save | & Retuntosearch | [=] motity | |7 Remresh | Updiate/Dispiay. |
Summary | Related Dacuments | Inwaice Information | Pawments | Voucher Attributes | Errar Summary
< | i
iavascript: submitAction_wind{dacument wind, #IcPanel1; T T [ mteme [“5 = [®a00w «
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Step

Action

44,

Click the Summary link.

Favorites

=Mainvl\«‘\am > Accounts Payable > Wouchers > Maintain > Woucher Buld Error Detail [5]

[=] Retated Content

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

=

Related Documents Invoice Information Eayments Youcher Attributes Errar Summary
Business Unit: coLUm Invoice Date: 03 4i2012
Vfoucher ID: 00000575 Invoice No: WOUCHER BUILD RECYCLE ERROR
WYoucher Style: Regular Invoice Total: 1,600.00 usD
Contract ID:
Vendor Name: Supplier Yendar Pay Terms: Due Mow
3208 Broadway Youcher Source: EDI
Mew York, NY 10027
Entry Status: Posiable Origin: PRF
Match Status: Mo Match Created: 0314i2012
Approval Status: Approved Created By: AP_TEST_DZ
Post Status: Unposted Modified: 03naiz012
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 G0
B Save | |4 Returnto Search | [S] Matity | | Refresh Add Updste/Display.
Summary | Related Documents | Invoice Infarmation | Payments | Woucher Aftributes | Errar Summar
4 | 3
pone T T [ mteme [Pa - [Ma0n -

Step

Action

45.

See the status has changed to Postable.
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Favnvr\tes i MalnvMenu > Accounts Payable > Wouchers > Maintan > Woucher Buld Error Detal [5]
[=] Related Content & Newwindow P Help  [& cCustomize Page hitp
Eelated Documents Invoice Information Eayments Youcher Attributes Errar Summary
Business Unit: coLUm Invoice Date: 031 4i2012
Vfoucher ID: 00000575 Invoice No: WOUCHER BUILD RECYCLE ERROR
Voucher Style: Regular Invoice Total: 1,600.00 usD
Contract ID:
Vendor Name: Supplier Yendar Pay Terms: Due Mow
3208 Broadway Voucher Source: EDI
Mew York, NY 10027
Entry Status: Postahle Origin: PRF
Match Status: Mo Match Created: 0314i2012
Approval Status: Approved Created By: AP_TEST_DZ
Post Status: Unposted Modified: 03naiz012
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 Save | {4 ReturntoSearch | [] Matity | | Refresh B Add UpdateiDisplay,
Summary | Related Documents | Invoice Infarmation | Payments | Woucher Aftributes | Errar Summar
. | i
Done T T [ mteme [Fa = [®ae «

Step

Action

46.

You have successfully corrected pre-edit and recycle errors. You can now select the
next topic, Updating Single Pay Vouchers, where you will correct errors on single
pay vouchers.

End of Procedure.
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Single Payment Vouchers

This is the Single Payment Vouchers lesson of the Processing Interface Vouchers course. Upon
completion of this lesson, you will be able to:

e Describe the Single Pay Voucher Batch Program
e Caorrect errors resulting from the Single Pay Voucher Batch Program

Estimated time needed to complete lesson: 10 minutes
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Single Payment Voucher Batch Program

One specific type of voucher that is loaded into ARC through voucher interface is the single pay
voucher. Single pay vouchers are "one time™ payments to vendors that are not maintained in the
master vendor record. The single pay voucher style is intended primarily for stipends and refunds.

The Single Payment Voucher Batch Program updates the ARC voucher with the Single Payment
Vendor information submitted on the Single Payment Record (Row 003) in the Interface VVoucher
File. If any payee information is missing, the voucher will be updated to 'Single Payment Error'
status. If the voucher is to be paid via ACH, however, required ACH information is missing, the
system will display an error on the Single Payment Error Report and the VVoucher will
automatically be paid via check.

Single Single Payment
Payment X Woucher is
Vendor AllReq'd approved (if
Information Fields applicable),
Populated? Budget
Updated on P Chacked,
Voucher Posted and Paid

Single Payment
£ Wi Voucher is
e rror Written a i
Missing ! appr_nved {if
ACH Info.? toSingle Pay = applicable),
a Error Report Budget
Checked,
Posted and Paid
Single Payment
Voucher Voucher is
Missing Error Written corrected approved (if
Payee to Single Pay > andsavedin [—> applicable),
Info.? Error Report Postable Budget
Checked,
Status Posted and Paid

Note: Vouchers are not able to be Posted or Paid until the Control Group has been Verified.
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Updating Single Pay Vouchers

On occasion, errors are made when single pay vouchers are being loaded into the system, which
will require the voucher information to be corrected. The appropriate user for the integrating
system is responsible for updating the voucher. Some additional actions must be taken if there is
an error:

o If required payee information is missing (i.e. missing Payee name, Address, City, State,
etc.), the voucher will be updated to "Single Payment Error" Status

e Inthis case, a user will have to add the correct payee info

o If the payment is meant to be sent as an ACH and required bank information is missing, a
user will be unable to update the information online. Instead, the system will write an
error to the single payment voucher error file communicating that the payment will be
processed as a check

Note: Only users sending interfaced single pay vouchers will have the ability to edit single pay
vouchers when necessary. Applicable users will be assigned the Single Payment VVoucher
Processor role.

Estimated time needed to complete topic: 5 minutes

Procedure

Welcome to the Updating Single Pay Vouchers topic where you will learn how to correct errors
on single pay vouchers.

m Hame Warklist AddtoFavortes | Sign out
Favorites * Mait Maru

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
Ihttp:/fFrtstweb.cc. columbia. edu: 1 7080/psp{fng 1 trd{EMPLOYEE/ERP/hy [ [ [3ememet ERErER
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Step Action

1. Click the Main Menu button to identify the vouchers you need to update.

ARC

Favorites  Main Meru

Personalize Search Menu:

? Help
Menu I‘ ®

Search: [ Columhbia Specific
0 eProturement

ECPO‘Umb‘S 3 Accounts Payable

eFrocurel N "
b 3 s5et Up FinancialsfSupply Chain
I SetUp Fir (& Enterprise Components

[ Enterprisi 03 worklist

> iorklist ™ pagpleTools

I: P leT
- ﬁ;ﬁ [ Change My Password

v v e ow v v v A

=

T 4

ictp: ffnitstweb.cc. columbia. dur1 7080/psp /9 1trd/EMPLOYEE/ERP/s/WEBLIE_PTPP_SC.HOMEPAGE FikFormulatseript s | [ [ | [ € mtemet [ - [ 100%

Step Action

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

Favorites  Main Meru

Search Menu:

Parsnnahzal @

Menu *
Search: 3 Columbia Specific 4

3 eProcurement 4

ECPO‘Umb‘e 3 Accounts Payable

ERIOEUE ) got Up Fnancials/Supply ¢ S Wouchers g
> Accounts 3 Contral Graups 4
[> Set Up Fit 3 Enterprise Components N
b Enferpris £ Workist & Paments
b workist PeopiTaoks 3 Review Accounts Payable Info »
> PeopleTo
. Charioh D Change My Password

? Help

=

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

| € meemet

RN

Step

Action

Click the Vouchers menu.

1 wouchers r

ARC

Favorites  Main Meru

Search Menu:

Personalize @
[ Columhbia Specific 4
£ eProturement 4
I;CPO\umb\e (3 Accounts Payable
eRrocurel M. 3 Wouchers
Ssieinte 3 Set Up FinancialsfSupply © ) Control eraups 3 addfUpdate
[> Set Up Fit 3 Enterprize Components o " 3 Maintan
I Enferprist (£ Waorklist avments
bWorklisl 5 penpieT ol 3 Review Accounts Payable 1nmo 4
> PeopleTa

L Chdioh D Change My Password

? Help

=

ictp: ffnistweb.cc. columbia. dur1 7080/psp o1 trd/EMPLOYEE/ERP/s/WEBLIE_PTPP_SC.HOMEPAGE FieldFarmula seript L[ | ||

| € meemet

R
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Step

Action

Click the Add/Update menu.
| [ AddfUpdate 3

Favarites | Main Menu
Personalize Ise'"" LD ) ? Help
Menu e
Search: 3 Calumbia Specific 4
3 eProcurement 4
I;C;\umh\a (1 Accounts Payable - x
eFrocurel Wouchers
[ Accounts & setip .Flnancla\sﬁupply[ Contral Graups [0 AddfUpdate
[ et Lp Fit 03 Enterprise Components 0 Payments 3 Mantan D Regular Entry
I Enterpriss O Worklist v |5] woucher Search
PWiarklist ) peopieTook & Feview Accounts Payable o . | Quick Invoice Entry
[> PeopleTa
&_ﬂge_r\ 5] hange My Password [ Delete Voucher
etp: ffnstweb. cc. columbia. edur1 7080jpsp g 1trd/EMPLOYEE/ERP/C/ENTER_YOUCHER_INFORMATION.vCHR ExRess.c| | | [ [ [ [@ meeme: [7a - [Foms -

Step

Action

Click the Regular Entry menu.
| 5] Regular Entry
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ARC

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

Enewwindow 7 Help B np

Youcher

—

Find an Existing Value

Business Unit: limq

Voucher ID: ’W

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

Wendor ID: ’7 Q

Vendor Lacation: &

Address Sequence Number: [i[s}
Invoice Number: [

Invoice Date: E1
Gross Invoice Amount: n.oo
Freight Amount: 0.0a

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

Add

Eind an Existing Value | Add a Mew Value

4 | 3

avastript:submitAction_wind{decument, wind, #1CSwithMade); T |epmteme [Fa = [®aew «

Step

Action

Click the Find an Existing Value tab to search for existing vouchers you need to
edit.

|/ Find an Existing Value §
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Youcher

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

Add a New Value

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
Processing Interface Vouchers

A newwindow 7 Help B nip

neen

3

Done

[

RN

Step

Action

Click in the Invoice Date field.

Home

Favarites | Main Menu > Accountg Pavable > Voughers > Add]uvpdate > Regular Entry

& New Window 7 Help hrlp
Youcher
Enter any infarmation vou have and click Search. Leave fields blank far a list of all values.
Add a New Walue

Lirnit the nurmber of results 1o (up to 300y |300

Business Unit: = = COLUM Q

Woucher ID: begins with j|

Invoice Number: hegins with j|

Invoice Date: [= = 1]

Short Vendor Name:l begins with j|

vendor ID; negins with 7| Q

Name 1: begins with j|

Voucher Style: = j | j

Related Voucher: | beqins with j|

Entry Status: = j | j

Voucher Source:  [= = =l

I” Case Sensitive

[ gearch || Glear |Basic Search [ Save Search Criteria

Find an Existing Walue | Add a Mew Walue

4 | »
Done [T [ mteme [P - [Haee -
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Step Action

8. Enter the desired information into the Invoice Date field. Enter "4/26/2012".

Favnvr\tes : MainvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry
Enewwingow 7 Help B nmp
Youcher
Enter any information you have and click Search. Leave fields blank for a list of all values.
Add a MNew Walue
Litnit the number of results to (up to 300y (200
Business Unit: = - COLUM Q
Voucher ID: |hegms with j|
Invoice Number:  [beains with =] |
Invoice Date: [= =] [sizerz0127] &)
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  |Basic Search [ Save Search Criteria
Find an Existing Walue | Add a Mew Walue
4 | 3
pone T T [ mteme [“a = [®ao0w <

Step Action

9. Click in the Vendor ID field.
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Favorites  Main Menu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry
E e window 2 Help B ntp

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: |hegms with j|

Invoice Number:  [begins with =] |

Invoice Date: [= =] [4izerz012 lE]

Short Wendor Name: [begins with =] |

vendor ID: begins with x| Q,

Name 1: hegins with j|

Woucher Style: = j | j

Related Voucher: | heains with j|

Entry Status: [= = =l

Voucher Source: |: j | j

™ Case Sensitive

Search Clear |pasic Search [ Save Search Criteria

Fing an Existing Value | Add a New Valug

. | o
Done T T [ mteme [Fa = [®ae «

Step Action

10. Enter the desired information into the Vendor ID field. Enter "SGLPAYCHK2".
Enter a Single Pay Vendor to help narrow your results to Single Pay Vouchers.

Favarites © Man Menu > Accoumg Pavable > Voughers > Add]uvpdate > Regular Entry
& New Window P Help hrlp

Youcher

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

Add a New Walue

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

Business Unit: - = COLUM Q

Woucher ID: |hegms wwiith j|

Invoice Number: | begins with j|

Invoice Date: [= =] [azEizoiz [H

Short Vendor Name:l begins with j|

Vendor ID: begins with ¥ | [SGLPAYCHIKI] Q

Name 1: begins with j|

Woucher Style: = j | j

Related Youcher: | begins with j|

Entry Status: |: j | j

Voucher Source:  [= =l =l

I” case Sensitive

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

Find an Existing Walue | Add a Mew Walue

4 | »
Done [ [ [ [ [ [3@mneme 75~ [Foms -
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Step

Action

11.

Click the Search button to locate the desired Single Pay Voucher.

Search

Favnvr\tes : MainvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry
[=] Retated content D New Window 7 Help IL/ Customize Page http
Related Documents Invoice Information Eayments Youcher Attributes Single Payment Wendor Error Summary
Business Unit: coLUm Invoice Date: 04r28i2012
Voucher ID: 00000370 Invoice No: Updating Single Pay Youcher
Voucher Style: SinglePay Invoice Total: 100,00 usD
Contract ID:
endor Name: Single PaymentVendor - CHK (SGLP) Pay Terms: Due Mow:
‘oucher Source: EDI
Entry Status: origin: arG
Match Status: Mo Match Created: 04/26¢2012
Approval Status: Approved Approval History Created By: AP_TEST 04
Post Status: Unposted Modified: 05iD8i2012
Modified By: AP_TEST_04
ERS Type: Mot Applicable
Budget Status: Mot Chk'd Close Status: Cpen
Budget Misc Status: Walid
“Wiew Related |Paymem Incjuiry j Go
B save | | ReturntoSesrch | [ Notity | | Refresh | [Erncd| [F Updstebisplay,
Surnmary | Related Docurments | Invoice Infarmation | Payments | Youcher Attributes | Sinale Payment Yendor | Error Summary
1 |
pone T T [ mteme [“a = [®aow <

Step

Action

12.

The Voucher you are searcing for appears. See the Entry Status is "Recycle"”

indicating an error.
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E Related Content LE’NEWW\TMDW ? Help IL/Cuamrmze Page hitp
Lielated Lontent =)

B Save | | £L Returnto Search

[=] Netity | | Refresh |

Eelated Documents Invoice Information Eayments Youcher Attributes Single Payment Wendar Error Summary
Business Unit: coLUm Invoice Date: 04r28i2012
Voucher ID: 00000370 Invoice No: Updating Single Pay Youcher
Voucher Style: SinglePay Invoice Total: 100,00 usD
Contract ID:
endor Name: Single PaymentVendor - CHK (SGLP) Pay Terms: Due Mow:
Voucher Source: EDI
Entry Status: Recycle Origin: SRS
Match Status: Mo Match Created: 04/26¢2012
Approval Status: Approved Approval History Created By: AP_TEST_D4
Post Status: Unposted Modified: 05iD8i2012
Modified By: AP_TEST_04
ERS Type: Mot Applicable
Budget Status: Mot Chk'd Close Status: Cpen
Budget Misc Status: Walid
“View Related |Paymem Inguiry j Go

(B e | [ Lpdate/Dispiay,

Surnmary | Related Documents | nwoice Infarmation | Payments | Woucher Attributes | Single Payment Wendor | Error Surmmany

o

Done

|
[T T 36 mieme e

Step Action

13. Click the Single Payment Vendor tab to update the Single Payment VVendor

address.

| aingle Payment Yendor

address. If the error is related to header, distribution, or line information, you would
click the Invoice Information tab. In this example, we will change the vendor
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Favnvr\tes MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry
E elated Content LEINEWW\TMDW ? Help E,/Cuamrmze Page hrlp
Surmmary || Related Documents | Jnvoice Infarmation | Payments || Woucher Attributes
Vendor Information
YendorBank  YendorBankAddress  Transferto EFT options
Business Unit:  CoLUM VoucherID: 00000270 Payment Method:  CHK
MName: ‘Suppl\er
Country: UsA @ United States
Address 1: [123 main 5t
Address 2: [
Address 3: |
City:
County: Postal:
State: [l Q Newvark
Email ID: \
|E) save | &4 Retuntosearch | [=] Notify | |7 Refresh | [Bw ca | Updste/Display|
Surnrmary | Related Documents | nwoice Infarmation | Payments | Woucher Attributes | Single Payment Vendor | Error Surmmany
4 | 3
Done T T [ mteme [Fa = [®aew <

Step Action

14. Enter the desired information into the City field. Enter "New York".

Favnvr\tes : MainvMenu > AEEDLH"I(E Payable > \Inushers > Addfhvlpdate > Regular Entry
E [_EINEWW\TMDW “? Help E,/Cuamrmze Page hrlp
Summary || Related Documents | Jnvoice Infarmation | Payments || Woucher Attributes
Vendor Information
YendorBank  YendorBankAddress  Transferto EFT options
Business Unit:  COLUM Voucher ID: 00000370 Payment Method: CHK
Name: ‘Suppl\er
Country: WO\ United States
Address 1: (123 Main 5t
Address 2: [
Address 3: [
city: [Mewvor]
County: Postal:
State: [ 1A pewvork
Email ID: \
|2 save |2 RetumtoSearch | [=] Notity | | Refresh | \E.W\ [ Updateispiay|
Surnrmary | Related Documents | nwoice Infarmation | Payments | Woucher Attributes | Single Payment Vendor | Error Surmmany
4 | 3
pone T T [ mteme [“5 = [®ao0w «
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Step Action

15. Click in the Postal field.

ARC
Favnvr\tes : MalnvMenu > Atmuntg Payable > \Inushers > Addfhvlpdate > Regular Entry —
[=] Related Content & New Window 7 Help IL/ Custornize Page hitp
Summary Eelated Documents Invoice Information Eayments Youcher Attributes dor
Vendor Information
YendorBank  YendorBankAddress  Transferto EFT options
Business Unit:  COLUM Voucher ID: 00000370 Payment Method: GHK
Name: [supplier
Country: [UsA’ @ United states
Address 1: 123 wiain 5t
Address 2: |
Address 3: |
ciy: [ewvore
County: Postal: |
State: MY R New vork
Email ID: \
B save | &L Returnto Search | [S] Netity :f:, Refresh :E. Add: Upiate/Display.
Surnrmary | Related Documents | nvoice Infarmation | Payments | Youcher Attributes | Single Payment Yendor | Error Surmmary
2 | 5
Done T T T [3 e meeme 5« [ % -

Step Action

16. Enter the desired information into the Postal field. Enter "10009".
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Favnvr\tes MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate Regular Entry

E Related Content LEINEWW\TMDW ? Help E,/Cuamrmze Page hitp

=

Surmmary || Related Documents | Jnvoice Infarmation | Payments || Woucher Attributes

Vendor Information
YendorBank  YendorBankAddress  Transferto EFT options

Business Unit:  COLUM Voucher ID: 00000370 Payment Method: GHK
Name: [supplier

Country: WO\ United States

Address 1 123 wain 5t

Address 2: [

Address 3: |

City: Mew York
County: Postal: 10009
State: MY Q Newvark

Email ID: \

(B Sswe O RetumtoSesich (] Hofify 7 Refresh

Updlste/Display,|

Surnrmary | Related Documents | nwoice Infarmation | Payments | Woucher Attributes | Single Payment Vendor | Error Surmmany

4 3

Done T T [ mteme [Fa = [®aew <

Step Action

17. Click the Save button.

Favnvmtas’MainvMEnu > Accounts Payable > Wouchers > AddfUpdate Reqgular Entry

E Related Content r_ElNemednw ? Help E-,/Custnm\ze Page http

hita

Summary | Related Documents | [nvoice Information Payments | Woucher Attributes

Vendor Information
YendorBank  Yendor BankAddress  Transferto EFT options

Business Unit:  CoLUM Voucher ID: 00000270 Payment Method:  CHK
Name: [gupplier

Country: WQ United States

Address 1: (123 Main 5t

Address 2: [

Address 3: [

City: Mew York
County: Postal: 10009
State: HY A New vork

Email ID: \

(B Sswe O RetumtoSesich (] Hofify 7 Refrash

Updlste/Display,|

Surnrmary | Related Documents | nwoice Infarmation | Payments | Woucher Attributes | Single Payment Vendor | Error Surmmany

4 | 3

Done [T T T [ e meeme 5 - [H -
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Step

Action

18.

Click the Summary tab.

Summary

ENewwindow  ? Help  [F Customize Page hrlp

o

Home
Favarites © Man Menu > Accoumg Pavable > Voughers > Add]uvpdate > Regular Entry
[=) Retated Gontent
Related Dacumnents Imvoice Information Payrments Woucher Attributes Single Payment Vendor Error Surnrmary
Business Unit: COLUM Invoice Date: 0412612012
Voucher ID: 00000370 Invoice No: Updating Single Pay Youcher
Voucher Style: SinglePay Invoice Total: 100.00 usD
Contract ID:
Vendor Name: Single Payment Vendar - CHK (3GLP) Pay Terms: Due Mow
‘oucher Source: EDI
Entry Status: Postable Origin: SRE
Match Status: Mo Match Created: 042602012
Approval Status: Approved Anproval Histors Created By: AP_TEST_04
Post Status: Unposted Modified: 05082012
Modified By: AP_TEST_D4
ERS Type: Mot Applicable
Budget Status: Maot Chked Close Status: Open
Budget Misc Status: Walid
*View Related |Faym9m Inguiry j o
B save | {4 RetuntoSearch | [Z] Matity | | Refresh s Acd UpdeteiDisplay
Surnmary | Related Documents | Invoice Information | Payments | Youcher Aftributes | Sinale Pavment Vendor | Error Surnmary
4
bone [ [ [ [ [ mneme

75 - [Hio0w -

Step

Action

19.

Notice the Entry Status has changed to Postable since the error has been corrected.
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Surmmary

Favorites

Eelated Documents Invoice Information Eayments Youcher Attributes Single Payment Wendar Error Summary
Business Unit: coLUm Invoice Date: 04r28i2012
Voucher ID: 00000370 Invoice No: Updating Single Pay Youcher
Voucher Style: SinglePay Invoice Total: 100,00 usD
Contract ID:
endor Name: Single PaymentVendor - CHK (SGLP) Pay Terms: Due Mow:
Voucher Source: EDI

Entry Status: _ Origin: SRS
Match Status: Mo Match Created: 04/26/2012
Approval Status: Approved Approval History Created By: AP_TEST_N4
Post Status: Unposted Modified: 050842012
Modified By: AP_TEST_04
ERS Type: Mot Applicable
Budget Status: Mot Chk'd Close Status: Cpen
Budget Misc Status: Walid
“\iew Related |Paymem Inguiry j Go
[ Ssws L RetumtoSesch (] Hotify 7 Refrash [Ehsda| [ LprsteDispiay

MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry
ERelatenCnmem LE’NEWW\TMDW ? Help IL/Cuamm\zePagE hrlp

| Related Documents | nwoice Infarmation | Payments | Woucher Attributes | Single Payment Wendor | Error Surmmany

| 3

Done

[T T 36 mieme e

Step

Action

20.

You have successfully corrected errors on a single pay voucher and completed the
Reviewing and Managing Interface Vouchers lesson. You can now select the next
lesson, Verifying Control Groups.

End of Procedure.
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Verifying Control Groups

This is the Verifying Control Groups lesson of the Processing Interface Vouchers course. Upon
completion of this lesson, you will be able to:

o Verify Control Groups
e Update Control Group InformationEstimated time needed to complete lesson: 5
minutes
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Verifying Control Groups
Vouchers that are interfaced from external systems will be loaded into a Control Group to be
verified by an appropriate department approver to validate the total voucher count and dollar
amount loaded from the file. The process is as follows:

Control Groups will be generated based on the total dollar amount and transaction count
provided in the interface file by origin. They are created with a status of ‘Ready to
Review’

Users will review the control group to make sure the counts are correct, then change
status from ‘Ready to Review’ to “‘Verified’

Upon status change, vouchers will be available to be posted and paid. (Note: Voucher
approvals, where applicable, must be completed prior to the control group being
verified.)

If the control group and count totals are not as expected, both the control group and
associated vouchers may be deleted and re-submitted in a subsequent voucher file

If voucher totals and dollar amount totals are out of balance, the control group cannot be
verified, therefore, the control group count and dollar amount can be adjusted to exclude

vouchers that resulted in a pre-edit error and were deleted

ARC ARC ARC ARC ARC ARC ] ARC 2 ARC ARC ARC
Receive Load Data Perform Generate i Budget Post Generate
Inbound into Intertac ) Build Single Pay WMatch Check Voucher Paym.
=8 e 1 o Control Lol vouchers (31 Voucher > Verlfy > voucher = =

Voucher g Veuchar Group toControl Edits Comtrol sl Approve Voo

O ables Edits Voueh

Group S I [ e

F

?

i é

'

! =1y )

Estimated time needed to complete topic: 8 minutes

Procedure

Welcome to the Verifying Control Groups topic where you will learn how to verify control
groups.
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ARC

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

Search:
®

[> Columbia Specific

[> eProcurement

> Accounts Payahle

> Set Up FinancialsiSupply Chain
[ Enterprise Components

[ Warklist

[> PeopleTools

— Change My Pagsword

=

R

Inttp:fFrtstweb.cc. columbia, edu: 1 7080/psp(fng 1 trd/EMPLOYEE/ERP/hy [T 36 meme

Step Action

1. We will first navigate to the Control Groups page to locate the Control Group you
need to verify. Click the Main Menu button.
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ARC

Favorites  Main Menu

Personalize Search Menu:

o

Search: [

Columbia Specific
(1 eProturement

ECPO‘Umb‘E'#'_‘I Accounts Payabls

eFrocurel
b 3 Set Up FinancialsfSupply Chain
> SetUp Fir (& Enterprise Components
[ Enterprisi (3 Worklist
[ Workdist
> PeopleTo
— Change 1

v v e e v v v A

PeopleTools
D Change My Password

? Help

=

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

| € meemet

RN

Step Action

2. Click the Accounts Payable menu.
|";b Arcounts Payable r

ARC™

Favorites | Mair Menu

Search Menu:

Persunahzel @
Menu Py
Search: 3 Columnbia Specific »
3 eProcurement 4

I;C;\umh\a [ Accounts Payable

BPIGEUIEL ) oot |p Financials/Supoply ¢ ‘F‘_‘l wouchers 4
W Control Groups >
> SetUp Fil 3 Enterprise Components ,
[ Enterprise 3 Worklist (3 Payrments
L orklist - PeapleTaoks (01 Review Accounts Payable Info 3
> PeopleTo
" Change, =) Change My Password

? Help

-

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

[ [ ternet

RN
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Step

Action

Click the Control Groups menu.

| i'i‘l Control Groups

ARC™

Favarites | Main Meru

Fersonalize Search Menu:

Menu I

Search:

3 Columbia Specific
3 eProcurement

[ Accounts Payable
E:EP:SE';E' 0 et Up Financials/Supply ©
[ et Lp Fit 03 Enterprise Components
I Entergrist £ Worklist

- v

[» Columbiz
3 vouchers 3
Control Groups

3 Payrmerts [ Group Infarmation

Update Status

> okl ist 1 Review Accounts Payable D

I PeopleTa & PecpieTools Delete Control Group
_ Change), =) Change My Password

-]

It fFntstwseb. cc, columbia, &du; 17080 psp(fria L trd]EMPLOVEE/ERF{C/ENTER_WOUCHER INFORMATI:

)

7 - [Hio0w -

Step

Action

Click the Group Information menu.

| [F] Group Information
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Favnvr\tes'MalnvMenu » Accounts Payable > Control Groups > Group Information

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

Find an Ex N Add @ Mew Walue

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

Business Unit: ,E coow Q@
Control Group ID: | heging with j ‘ Q
Group Control Date:[= = [

| Search | Cleat |Basic Search [ Save Search Criteria

Find an Existing Walue |Add A Mew Walue

Erewwindow 7 Help B np

3

Done

[

€ tnternet |5 - [ %100

M7

Step

Action

Date field.

Enter search criteria to identify the Control Group. Click in the Group Control
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Group Information

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

Add a New Value

Training Guide

Processing Interface Vouchers

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

Business Unit: ,E coow Q@
Control Group ID: | heging with j ‘ Q
Group Control Date:[= I E] [

| Ssarch | Clear|masic Gearch [§ Save Search Criteria

Find an Existing Walue |Add A Mew Walue

A newwindow 7 Help B nip

neen

\ i

Done

[

| € mtemet RN

Action

"3/14/2012".

Enter the desired information into the Group Control Date field. Enter

Favgfites | Main Mend > Accounts Payable > Control Groups > Group Information

Greup Infermation

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

Add a New Walue

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

Business Unit: = - COLUM Q

Control Group ID: |hegmswithj‘ Q
Group Control Date:[= =] [ainaizarz
| geamch | Glear |pasic Searcn B Save Search Criteria

Find an Existing Walue |Add a e Value

& New Window P Help

=

| »

Done

L

@ mntemet

7 - [Hio0w -
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Step Action

7. Click the Search button.

FavnvmtasEMainvMEnu > Accounts Payable > Control Groups > Group Information

Accounting Wouchering Options Woucherg Tax Cptions

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

Unit:  coLum Group: 0000000056

Control Totals

™ Run a Tape
Gross Amt: 10,100.00
Nbr of Vouchers: 10

Reaty or Review |
Assigned

Entry Set Aside

L woucher Entry

Due: 03721712 1:25PM Completed: 0315012 3:16FM

B save | &L Returnto Search | [S] Netity |

Assignment | Accounting | Youchering Options | Vouchers | Tax Options

Gross Amt Hbr of Youchers
10,100.00 10

Gross Amount Difference
o.oo

Vfoucher Totals Difference
i}

‘Voucher Numbering

I™ Reserve oucher Numbers

Starting From: noponnoo

Auditlogs

By Add UpitateDisplay,

| 3

Done

T T L e nternet [Fa = [®aew -«

Step Action

8. Control Groups will start in 'Ready to Review' Status. You will verify that the

number of vouchers and the total of the vouchers match. If they do, you will then
change the status of the Control Group from 'Ready to Review' to 'Verified'.

IReadﬁ;fnrReview jl
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Favnvr\tes'MalnvMenu » Accounts Payable > Control Groups > Group Information

F Newwindow P Help  [& Customize Page B hitp

=

i Accounting A Wouchering Optiong A Woucherg NE Tax Options 3

Unit: ~ COLUM Group: 0000000056
Control Totals

Actual Totals

T Runa Tape Gross Amt Mbr of Youchers
Gross Amt: 10,100.00 10,100.00 10
NrorVouchers: | 10
Gross Amount Difference
o.oo
- Voucher Totals Difference
Ready for Review | .
‘Voucher Numbering
Assigned to: AP_TEST_03 QL woucher Entry I Reserve Youcher Numbers
Assigned: 03114112 1:25PM Starting From: na00nn00
Due: 03721712 1:25PM Completed: 031512 3:16PM
Auditlogs
|E sawe &\ Returnto Search | [S] natify \ Add | Lipiizta/Display,
Assignment | Accounting | Vouchering Options | Vouchers | Tax Options
. | i
Done T T [ mteme [Fa = [®ae <

Action

See the Gross Amt of the vouchers that were loaded in this batch.

Favnvr\tes’MainvMenu » Accounts Payable > Control Groups > Group Information

F Newwindow P Help  [& Customize Page B hitp

=

b A—

/Ay:nummg vynuuharmg Cptions [ Wouchers \|/Iax0plmn5 3

Unit:  coLum Group: 0000000056

Control Totals

Actual Totals

TRuna Tape Gross Amt Mbr of Vouchers

Gross Amt: 10,100.00 10,100.00 10
Mrorvouchers: |10

Gross Amount Difference
o.oo
Vfoucher Totals Difference
Reaty or Review | .
‘Voucher Numbering
Assigned to: AP_TEST_03 Q- voucher Entry ™ Reserve Woucher Numbers
i : 03114112 1:25PM "
Assigned Starting From: 00000000
Due: 03721712 1:25PM Completed: 0315012 3:16FM
Auditl ogs
| save | & Returntosearch | [=] notry | Add | | 2] UpdizteDisplay
Assignment | Accounting | Vouchering Options | Vouchers | Tax Options
4 | 3
iavascript: submitAction_wind{dacument wind, #1cPanel3; T T [ mteme [“a = [®ao0w «
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Step Action

10. See the Nbr of Vouchers that were loaded in this batch.

Favgfites | Main Mend > Accounts Payable > Control Groups > Group Information

ENewwindow  ? Help  [F Customize Page hrlp
Accounting Wouchering Options | Wouchers \| Tax Options

Unit:  COLUM Group: 0000000058

Control Totals Actual Totals

™ Run a Tape Gross Amt Nbr of Vouchers
Gross Amt: 10,100.00 10,100.00 10
Nbr of Vouchers: 1
Gross Amount Difference
nn
Youcher Totals Difference
|ReadvfnrRev|aw j "

L —————————————————————————— 153,

Assigned to: AP_TEST_03 @ voucher Entry

I~ Reserve Voucher Numbers

i : 031412 1:25PM
Assigned: Starting From: 00000000
Due: 032721712 1.25PM Completed: 021412 316PM
Auditlogs

|E Save &4 Retunto Search | [ hatify |

|Br Add | | F) UpdsterDisplay
1t | Accounting | Youchering Options | Vouchers | Tax Options

4

| »
Jjavascript: submitaction_wind{document. wing, #ICPanels); [ [ [ [ [ mneme [a - [Fomm -

Step Action

11. Click the Vouchers tab.
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Favnvr\tes i MalnvMenu » Accounts Payable > Control Groups Group Information
[_EINEWW\TMDW “? Help E,/Cuamrmze Page hrlp
Assignment || Accounting | Wouchering Optiong [ TaxOptions
Unit:  COLUM  Group: 0000000056
Assigned to: Woucher Entry Status: Revigw
Nbr of Vouchers Control Gross Amount
10 10,100.00
S\oucher Information az0r0 0 5
Woucher Entry Status  Payment Amount Gross Invoice Amount  Status Invoice Humber  Short Yendor Hame
WOUCHER
00000589 200000 Unposted  BUILD PRE EDIT SUPPLIER-001
ERROR
INTERFACE
noponss3 Postable 1,600.00 1,600.00 Unposted VOUCHER 4 SUPPLIER-D01
Control Total 10 10,100.00
Actual Total: 10 10,100.00
Difference: i} 0.00
|E save | & Returntosearch | [=] notry | acl |
Assignment | Accounting | Vouchering Options | Vouchers | Tax Options
4 3
iarvascript:submit Action_win0{document wind, GRP_AP_Y¥CHR_UW$hviewal $07; [T T 3 e meeme [Fa = [®ae <

Step

Action

12.

Click the View All link to see all vouchers.

Favgfites | Main Mend > Accounts Payable > Control Groups > Group Information
D rewwindow P Help E,/Custum\ze Page hrlp =
e,
[ Assignrment | Accounting Wouchering Options Tax Options
Unit:  COLUM Group: 0000000056
Assigned to: oucher Entry Status: Review
Nbr of Control Gross Amount
10 10,100.00
= 110010
Voucher Entry Status  Payment Amount Gross Invoice Amount  Status: Invoice Humber  Short Wendor Hame
WOUCHER
noooosss 2,000.00 Unposted  BUILD PRE EDIT SUFPLIER-001
ERROR
INTERFACE
00oonse3 Postahle 1,600.00 1,600.00 Unposted VOUCHER 4 SUPPLIER-001
INTERFACE
noponssz2 Postable 800.00 a00.00 Unposted VOUCHER 3 SUPPLIER-D01
INTERFACE
00000581 Pastable 400.00 400.00 Unposted VOUGHER 2 SUFFLIER-001
INTERFACE
noponssn Postable 100.00 100.00 Unposted VOUCHER 1 SUPPLIER-D01
SINGLE PAY
noooosTy Fostahle 800.00 20000 Unposted  WCHR MISSING  SGLPAYCHKI-001
ACH
SINGLE PAY
noponsa7s Postable 100.00 10000 Unposted  WCHR MISSING  SGLPAYACH1-001
ADDR
SINGLE PAY
no0oons7? Pastable 1,000.00 1,000.00 Unposted VOUGHER BGLPAYCHKI-001
WOUCHER |
4
Jjavascript: submitaction_wind{document. ing, ¥ICPaneln’); [ [ [ [ [ mneme 75~ [Foms -
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Step Action

13. Verify that the Gross Amount and the number of vouchers is correct, and then click
the Assignment tab.

" Assignment N

Favnvr\tes’MainvMenu » Accounts Payable > Control Groups > Group Information

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

=)
Accounting Wouchering Options Woucherg Tax Cptions

Unit:  coLum Group: 0000000056

Control Totals Actual Totals
TRuna Tape Gross Amt Mbr of Vouchers
Gross Amt: 10,100.00 10,100.00 10
b of Vauchers: 10
Gross Amount Difference
000
Vfoucher Totals Difference
Reaty or Review =] .
Assigned

Entry Set Aside

I ‘Voucher Numbering

L voucher Entry ™ Reserve Voucher Numbers

Starting From: anponnoa
Due: 03721712 1:25PM Completed: 031512 3:16PM
Auditl ogs
B save | |{& Retunto Search | [5] Natity | By Add UpitateDisplay,
Assignment | Accaunting | Vouchering Options | Vouchers | Tax Options
4 | 3
pone T T [ mteme [“a = [®aow «

Step Action

14, Click the Status list and select Verified.
|Readyfc|rRex-'iew j|
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@NEWWmdnw “? Help I?Cuamrm

Unit:  COLUM Group: 0000000056
Control Totals
™ Run a Tape

10,100.00
Nbr of Vouchers: 10

Gross Amt:

verified |

Actual Totals
Gross Amt

Nbr of Youchers
10,100.00 10

Gross Amount Difference
o.oo

Vfoucher Totals Difference
i}

‘Voucher Numbering

Assigned to: [AP_TEST_03 L ‘oucher Entry I Reserve Voucher Numbers
Assigned: ((EIESFRECTN Starting From: 00000000
Due: 03721712 1:25PM Completed: 031512 3:16PM
Auditlogs
| save | £ Retuntosearch | [=] notiry \ @| [} upsat=mispiay |

A3510N[5ave gal+1pInting | Youchering Options | Vouchers | Tax Options

3

Done

|
R

[ femnm

Step

Action

15.

Click the Save button.

Favnvmtas i MainvMEnu > Accounts Payvable > Contral Groups Group Information

i Accounting A Wouchering Options A Woucherg NE Tax Cptions 3

@Nemednw ? Help I?Custnm\

Unit:  coLum Group: 0000000056

Control Totals
™ Run a Tape

Gross Amt: 10,100.00
Nbr of Vouchers: 10

verfied |

Actual Totals
Gross Amt

Hbr of Youchers
10,100.00 10

Gross Amount Difference
o.oo

Vfoucher Totals Difference
i}

‘Voucher Numbering

(B Ssws 2L RetumtoSesrch  [S] Hotity

AS5100 S ave gar [N | Youchering Options | Vouchers | Tax Options

Assigned to: AP_TEST_03 @ woucher Entry I™ Reserve oucher Numbers
Assigned: 034712 1:25FM Starting From: nooonnon
Due: 03721712 1:25PM Completed: 03015012 3:16PM

Auditlogs

B Add |

Upiate/Display.

| 3

Done

RS

Y B )
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Step

Action

16.

You have successfully verified control groups and completed the instructional
portion of this course. You can now select the Knowledge Assessment lesson to
receive credit for completing your role-based curriculum.

End of Procedure.
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Key Course Terms

Throughout the Processing Interface Vouchers course, it will be helpful to familiarize yourself
with the following terms:

e odor e

Voucher Build

Voucher Build Error

Pre-Edit Errors

Recycle Errors

Control Group

The process of translating interfaced
data into a voucher in ARC.

Invalid data that prevents interfaced
transaction data from being built into
avoucher.

ARC validates certain fields on
interfaced data before the data is
translated into a voucher. If certain
data is missing, it is termed a Pre-Edit
Error, as it will prevent a voucher from
being build until the error is corrected.

Vouchers that are successfully built
but contain a voucher edit error are
saved with a “Recycle” status.
Recycle errors include duplicate
invoice and combo edit errors.

A mechanism to group vouchers
together for the purpose of managing
voucher control totals for interface
files loaded into ARC. The Control
Group captures the total voucher and
total dollar amount of transactions
processed through Voucher Build.

Training Guide

Processing Interface Vouchers

Voucher information is loaded into
ARC via the EDI Interface Voucher
Load and translated into a voucher
via the Voucher Build program.

There is an invalid vendor ID that
prevents interfaced data from being
built into a voucher.

The system ensure the following
information exists in the interfaced
data: business unit, vendor, vendor
location, vendor address, invoice
ID, invoice date, voucher lines and
distribution lines.

The interfaced voucher references
the same invoice information (i.e.
invoice number, invoice date,
vendor, and total amount) as a pre-
existing voucher in ARC.

Interfaced vouchers are loaded into
a specific Control Group, which will
be validated by the appropriate
department user responsible for
verifying the control totals for the
integrating systemi file.
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Course References
Below please find all of the job aids, policies, and procedures included in this course:

1. Getting Started with the Web-Based Training Tool
2. Voucher Load Errors
3. Processing Interface VVouchers Training Guide
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Training Acknowledgement

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
Budget Check

Control Group

Entry Status

Field
Matching

Pre-Edit Error
Recycle Error
Voucher Build

Voucher Build
Error Detail

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

In Commitment Control, the processing of source transactions against control
budget ledgers, to see if they pass, fail, or pass with a warning.

Vouchers that are interfaced from integrating systems will be loaded into a
Control Group to be verified by an appropriate department approver to
validate the total voucher count and dollar amount loaded from the file.
Control Groups will be loaded into the system with a ‘Ready to Review’
status. Once the Control Group is verified, users will change status from
‘Ready to Review’ to ‘Verified’. Upon status change, vouchers will be
approved and will be available to be posted and paid.

Indicates whether a voucher has been deleted, is postable, or has a recycle
error that needs to be corrected. Vouchers that fail VVoucher Build edit check
due to incorrect data are updated to "Recycle" status.

An area on a page that displays or requires data.

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

Vouchers that fail Voucher Build pre-edit check due to invalid data are stored
on the Voucher Build staging table as a “Pre-Edit Error”.

A voucher with a status of ‘Recycle’ lets you save the data. However, it
cannot be paid or posted until the error is corrected.

The Voucher Build process validates the transaction data for pre-edit and
recycle error and builds vouchers within the voucher tables

Users with the appropriate security access will be required to review and
resolve any voucher data that was not successfully processed from the
interface files through the Voucher Build Error Detail page.
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