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ARC™

Introduction to General Ledger in ARC
This is the Introduction to General Ledger in ARC course within the General Ledger 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.

General Ledger

Introduction to General
Ledgerin ARC
1 hour After completing the Introduction to General Ledger
in ARC course, you will be able to:
+ Define General Ledger and describe how it connects
1. General Ledger to the other ARC modules
— Overview o )
2. Building Blocks 15 minutes + Understand the basic principles of fund accounting

of Financial \ J and how they apply to creating and reviewing the

Statements . University's financial statements

20 minutes . ' 1
N 3. Transaction + Understand the accounting cycle and how it used to

= Processing provide regular snapshots of the University's financial
4. Financial 15 minutes picture
i ~—
Repor.tlng + Understand the financial cycle and how it supports the
Overview . . .
. .\ business of the University
ﬂ/ 5. Check Your
' . + Describe the key changes to the University's Journal
= Understanding Ent
5 minutes ntry process
e/ | + Loginto the ARC Portal
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General Ledger Overview

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

e Define Columbia's General Ledger and describe how it connects with ARC's other
modules

e Understand the basic principles of fund accounting and how they apply to creating and
reviewing Columbia'’s financial statements
o Describe how the General Ledger is organized

Estimated Time to Complete Lesson: 15 minutes
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The General Ledger
What is a General Ledger?

The General Ledger provides a financial picture of the University at any point in time. When
money is spent or received, the GL is updated with accounting entries to serve as the official
‘book of record’ for Columbia University. Columbia generates financial statements based on the
information recorded in the General Ledger to measure overall financial health. There are two
types of financial statements: The Balance Sheet and the Statement of Activities. We will review
each in greater detail.

The General Ledger is the Financial Statements help us
primary financial records module measure our financial health

ARC GENERAL LEDGER

The Financial

Statements come from
the General Ledger
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The Modules in ARC
The Modules in ARC

To provide a complete financial picture for the University, the General Ledger must be connected
with ARC’s other modules (Commitment Control, Accounts Payable, Purchasing, and Project
Costing) as well as various integrating systems so that all necessary accounting entries are passed
to the General Ledger for posting. From this posted accounting data, you can obtain both
summary and detailed accounting information and produce numerous financial reports for your
department and/or School/Administrative Unit.

ARC’s Commitment Control Module

The Commitment Control module, which is also referred to as “KK” or the “Budget Checking”
module, is tightly integrated with the General Ledger. Commitment Control (KK) is used for both
budget checking and encumbrance management and also helps in tracking the actual expenses
incurred through each module. KK enables an organization to measure expenditures against
predefined, authorized budgets and apply budget checking where applicable.

ARC’s Procurement Modules (ePro, Purchasing, Accounts Payable)

Procurement activities happen in one of three modules within ARC: Accounts Payable,
eProcurement, and Purchasing. These modules encompass the end-to-end procure-to-pay process.
The procure-to-pay process refers to all of the actions required to make purchases and provide
appropriate payment/reimbursement for these purchases. The Procurement modules enable the
University to transact with vendors, suppliers and employees, in an efficient and effective way.

ARC’s Project Costing Module

Project Costing is a module used to track and aggregate project-related costs. It can be thought of
as a repository of project lifecycle information for budgeting, life-to-date actuals, encumbrances,
sponsored billing, and reporting purposes, and it also provides a place to store additional
attributes applicable to a single project.

The following is a picture of how ARC's modules fit together:
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Commitment Control (KK)

ARC GENERAL
LEDGER

PROJECT COSTING

E-PROCUREMENT/
PURCHASING

———o

ACCOUNTS PAYABLE

Vi

KK includes budget
checking &
encumbrance
management
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Financial Statements - The Balance Sheet
The Balance Sheet

The University’s Balance Sheet tracks Assets, Liabilities and Net Assets. Assets are things that
the University owns. They are the resources that have been acquired through transactions and
have future economic value that can be measured and expressed in dollars. Liabilities are
obligations of the University; they are amounts owed to creditors and they usually have the word
"payable" in their account title. Along with the Net Assets, liabilities can be thought of as a
source of the company's assets.

As the name implies, a balance sheet shows precisely how assets are equal to liabilities.

{3
7y \9\,‘& o\l‘
Pinge Balance Sheet o oo
J""ak’ Assets Liabilities
n

Payables Loans

%

o

Ca sh

Net Assets

é = "sa:y g e

Buildings.

Cash
Buildings ;) o)
/\atk' Wiy
Oh’e
m = | Liabilities |+ |NetAssets
OR
Nemssets | Assets | . |Liabilitie5 |
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Financial Statements - Statement of Activities
Statement of Activities

The Statement of Activities provides a different way at reviewing Net Assets by summarizing
revenues and expenses. In contrast to a balance sheet, the Statement of Activities depicts what
happened to Net Assets over a month, quarter, or year. It is based on a fundamental accounting
equation (Change in Net Assets = Revenue - Expenses) and shows the rate at which the Net
Assets is changing over time.

Statement of Activities
June 30, 2013

Tuition
Payments

Building
Maintenance

sRevenues minus Expenses

The Bottom Line
I
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How Financial Statements Fit Together
How Financial Statements Fit Together

Net Assets can be looked at two ways:

1. Net Assets equals Assets minus Liabilities
2. Net Assets equals the history of revenues minus expenses

I Net Assets can be looked at two ways: |

Balance Sheet
June 30, 2013

Assets Liabilities

Cash 0000 | Pavables (2300
Receivables 1,000

Total Assets 10,000

|Net Assets !7 ?ODzll-n

i Statements of Activities

All Prior Years

Statement of Activities
June 30, 2012

Statement of Activities
June 30, 2013

Net Assets Beg (7,600)
Revenues (3,200)

Net Assels End (7.700) I

A 4

po

po

1.

Net Assets equals Assets
minus Liabilities

2. Net Assets equals the history
of revenues minus expenses
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Specific Funds Have Financial Statements
Specific Funds Have Financial Statements

o Specific funding sources (found in the Project ChartField) have Fund Balances
o If you add up all Fund Balances - they equal Columbia'’s total Net Assets
o Fund Balances tell us how much is left to spend (or if it is in "overdraft™)

Statement of Activities :
Jones Gift Revenue & Expenses i

All Prior Years

Statement of Activities :
Project ChartField Jones Gift Revenue & Expenses :
June 30, 2012 !

Statement of Activities
Balance Sheet Jones Gift Revenue & Expenses [ [~
Jones Gift Fund Balance June 30, 2013
June 3% 2013
Liabilities 0 ;und Balance Beg (ggg)
ClamonCash 700 —— Fevenues ( m',)‘
I Fund Balance (700) e :Fund Balance End (700)
Fund Balance = Assets - Liabilities Fund Balance = History of Revenues - Expenses
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Claim on Cash
Claim on Cash

A final key concept to understand when reviewing financial statements is “Claim on Cash”.

e "Claim on Cash" is the amount of cash a specific fund has provided to the University and
therefore has a claim to

o If there are no other assets or liabilities, Claim on Cash equals Fund Balance

e However, if there are receivables (or other non-cash assets), the Claim on Cash is less
than the Fund Balance

Project ChartField

Jones Gift Fund Balance
June 30, 2013

—_— Liabilities 0
T 4 —
Fund Balance (700) . A

Assets = Liabilities + Fund Balance
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Building Blocks of Financial Statements

This is the Building Blocks of Financial Statements lesson of the Introduction to General Ledger
in ARC course. Upon completion of this lesson you will be able to:

e Describe the four key building blocks of the financial statements
o Define basic accounting language such as debits and credits
e Gain a general understanding of how to interpret a Balance Sheet

Estimated Time to Complete Lesson: 20 minutes
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The Organization of Financial Information
The Organization of Financial Information

The key building blocks of the Financial Statements are:

Ledgers
Accounting Periods
ChartFields

Debits and Credits

These building blocks are all stored in the General Ledger in order to generate Financial
Statements.

General Ledger

Debits and
Credits

ChartFields

Ledgers
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Ledgers

Ledgers

Ledgers are sets of numbers that must be tracked separately.

ARC organizes ledgers into groups. These ledger groups keep data organized for access and
reporting purposes.

For purposes of transacting, School/Administrative Department users will post directly to the
Actuals Ledger Group in ARC. The Budget Ledger generally comes from the Budget Tool
(Project Budgets may come from other sources such as InfoEd) and the Encumbrances Ledger
comes from the Purchasing Module.

Most ledgers are included for reporting purposes.

The Budget Ledger, Actuals Ledger and Encumbrances Ledger are tracked separately

Actual to Date | |_Commitments
Account Account Description Budget Month Year Encumbrance
40000 Tuition {750,000} - (750,000)
40540 Labfees (40,000} (5,000) (30,000)
Total Revenue (840,000) (5,000) (850,000)
53300 Officer of admin 60,000 5,000 45,000 15,000
54600  Supportstaff 25,000 2,083 18,750 6,250
53010  Fringe 160,050 13,888 124,588 41,663
Sub-Total Salary and Fringe 645,050 55,971 503,738 167,913
61400 Supplies 80,000 10,000 60,000 5,000
63005 Rent 60,000 5,000 45,000 5,000
65405  Utilities 30,000 3,000 21,000
Sub-Total OTPS 170,000 18,000 126,000 10,000
Total Direct Expenses 815,050 73,971 629,738 177,913
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Accounting Periods

Transactions must be posted to the time period they relate to.
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On the first day of the month, ledgers can begin to receive accounting entries for that month. On
the last day of the month, the University attempts to ‘close the books’ on ledgers in order to
generate Financial Statements. During the transition from month to the next, there is a brief
amount of time when the ledgers are open to make accruals and adjustments to that month as well
as to begin making entries in the following month.

1%t Day of
the Month

Last Day Month
of Month Closes

T
I
1
1
1
1
Open Month I Closing Period
1
1
1
I
]
]
1

[ Following Month is Open
1

1

Entries can be
for either month

)
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ChartFields

ChartFields

e ChartFields are the way we organize financial information in ARC
o ChartFields are recorded on every transaction

=
=

-

=

bl a o

£ 7 2

T H 2]
= =

2 g £

8 2 =
o
o

Separate Legal/ COBLine
Reporting Entity ireplaces Exp
{replaces 9-Ledger] Function attribule]
Natural Account
Fi
{replaces SubCode und Type
[ Aceount Control) |replaces Ledger #)
Building Number
Organlzation Chart
(: places BU/MU, or Country Code
De (.someSls]J [replaces bldg
i attribute)

Project Type Generally a Person

or Thing

Iti- fiscal

(mul v:::}j scal (replaces many
¥ sLs)

Generallya

Program er
Fund Source a
[replaces GL Acct) Business Activity
(replices many
5Ls|

Components of a
Pulti-Year Project
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Debits and Credits

Debits and
Credits

Debits and credits are basic terms in the language of accounting. They are also visible in the
Financial Statements you review.

Debits are entered on the left:

e Increases to Assets are Debits (even though this is counterintuitive)
o Decreases in Net Assets are Debits
o Expenses are Debits

Credits are entered on the right

e Increases to Liabilities and Net Assets are Credits
e Revenues are Credits

We will use the balance sheet to explain why each debits equal credits.

DEBITS = == CREDITS
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The Balance Sheet - Debits and Credits

Debits and
Credits

The Balance Sheet

Equal debits and credits on any transaction is the basic rule of double-entry accounting. The result
is a “balanced general ledger” in which the left side (debits) of the ledger equals the right side
(credits). The balanced general ledger concept is generally referred to as a Balance Sheet.

There are two important concepts to get used to when thinking about debits and credits:

Because debits are increases to assets, something you would think of as a credit in a bank

account (i.e., a deposit) is actually a debit to “Cash in the Bank” on the balance sheet.
Credits to assets like Cash in the Bank are actually decreases for accounting

In the system and in many system-generated reports, credits will shown as negatives. So a

credit to revenues is a good thing, it means we earned revenue, but it is going to show up
in the system and reports as negative to distinguish debits from credits.

Balance Sheet
Assets Liabilities
DEBITS = | Things we own | | Amounts we owe |
Increases to
the Left Side
of the
Balance
Sheet
Net Assets
CREDITS = 1. Savings after we pay
Decreases to | our obligations
the Left Side
Balance | 2. History of Revenues
Sheet less Expenses

Total Assets

Liabilities + Net Assets

CREDITS =
Increases to
the Right
Side of the
Balance
Sheet

DEBITS =
Decreases to
the Right
Side of the
Balance
Sheet
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The Balance Sheet Continued

Debits and
Credits

Balance Sheet
Assets Liabilities + Net Assets

1. Tuition revenue increases |
net assets and cash 1
1

U el A== ====
2. We charge supplies 1
expense on a credit card — 1
the expense reduces net 1
assets and increases 1

liabilties A | ____ e e
1
1
3. We pay the credit card 1
company — which reduces 1
cash and the liability 1
1

Total Assets = Liabilities + Net Assets
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Equal Debits and Credits

Debits and
Credits

Equal debits and credits on a transaction is the rule of double-entry accounting.

Here are some examples:

DEBITS == - mm CREDITS

Cashin bank $1,000 Tuition Revenus ($1,000)

Rent Expense $500 Accounts Payable ($500)

Fund Transfer Out $250 Fund TransferIn ($250)

Credits are shown as negatives in the system

Page 20



m—« Training Guide
Introduction to General Ledger in ARC

The Accounting ChartField + Debits and Credits

Debits and
Credits

The Account ChartField + Debits and Credits

Account is the key ChartField for Debits and Credits. Accounts have 5 digits - the first digit tells
us the type of Account. See the table below for specific examples:

Matural Acct Numbering Scheme Examples Are Increases Debits or Crediits?

ook = Assets 10000 = Cash Dehits

200 = Liabilities 20000 = Vouchers Payable Credits

3o = Fund Balance 30000 = Furd Balance Credits

dxxxx = Revenues 40000 = Tution Qredts

Sxxx = Payroll Expenses 50000 = Salaries Debits

B = OTPS Expenses = Printing Costs Debits

Txxxx = Intemal Transfers 75400 = Gereral Funds TransTer Transfers Inare Qreaits, Transfers Qut are Debits :
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Putting it Together
Putting it Together

General Ledger

Debits and
Credits

ChartFields

Ledgers

Now, let’s have a look at a Journal Entry as it appears in ARC to tie some of these building
blocks together.

The Header of a Journal Entry shows the Ledger and the Accounting Period.

-

Favorites ~ Man Menu > Cuhrm'nvSDecﬁc > Eeneer'Ledger » Intemnal Transfer JournalEntry
Header Lines Totals Emors Approval
Unit: COLUM Journal ID: NEXT Date: 0412312012
Long Description: |Juumal Entry Example &
*Ledger Group: [ACTUALS | Adjusting Entry: Non-Adjusting Entry =
Fiscal Year: 2012
*Source: TF Period:
Reference Number: ADB Date: 0412312012

The Lines of a Journal Entry shows the ChartFields and the Debits and Credits.
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Favorites  Main Menu > Columbia Specfic > GeneralLedger > Intemal Transfer JournalEntry

Header | (TR0 Iotals | Errors

Approval
Unit: COLUM Journal ID: 0000075006 Date: 042312012
Template List Search Criteria Change Values
Interdntralnit *Process: Edit Journal - Process T & Line: 2 EE
- Lines.

~eonize | Fed| B

ro Q62015 [12141018 [cenrt  1Q Juroorzis [Q [o1  Q [6Le 3 [ro004 (& foooooooay | @ o1y !
2 || Qpa007 /@ [1622102Q [GENRL @ [UR001288 (@ [01 @ [6LE @ [10275 @ [oooooooo@ [ @ [or/ @ [f
| 1 ]
Matched pair to add : 2 = @
Unit Total Lines Total Debits Total Credits  Jo I Status Budget Status
COLUM 2 2,500.00

2,500.00 N
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Transaction Processing

This is the Transaction Processing lesson of the Introduction to General Ledger in ARC course.
Upon completion of this lesson, you will be able to:

o Describe the different kinds of journal entries in ARC
o Describe the main processes that a journal must go through once its created
e List the basic steps involved in the accounting cycle

Estimated Time to Complete Lesson: 15 minutes
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Journal Entries Overview
Journal Entries Overview

As we said at the beginning, the General Ledger module is the ‘book of record’ for Columbia
University. While the General Ledger is a standalone module, it is very connected to all the other
modules in ARC as well as various integrating systems because the other modules and systems
create accounting entries that are passed to the General Ledger for posting. From this posted
accounting data, you can obtain both detail and summary accounting information and produce
numerous financial reports for your department and/or school/administrative unit.

All transaction information comes into ARC’s GL through Journal Entries (even systems that
feed the GL are posting double sided journal entries behind the scenes). Examples include:

e Transactions from other ARC modules (such as AP) and from Integrating systems like
SIS transaction systems feed into the GL
o Internal Transfers and General Journal Entries are made by users to update the GL

ACCOUNTS PAYABLE

ARC GENERAL
LEDGER

The AP Module in ARC
is a “Subledger”

STUDENT INFO SYSTEM
(SIS)
|
)
3 -

SISis an Integrating
System“Subledger”

Journal Entries can be
made directly to the GL:
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All Entries Follow the Rules

AP entries have equal Debits and Credits, even if you don't see both sides of the equation.

Eind | Viow Al Frst K1 1071 1Y Lasi
]
Line: 1 tem: a, uom: Q =
*Distribute by: [ Amount T UnitPrice: Quantity:
Ship To: |CU00000001 @, Line Amount: 1,000.00

SpeedChart: GENERAL @] Dpeseription:
Clone Asset

Calculate
.1y a0

1011 0 Lasi

Customize | Find | view a1 | BV | 28 Fiet ]

EXED ocnangeRate | Statstcs | Assets

Sop¥  Line  Merchandiss Amt  Quantity ‘GLUnit  Account  Openitem  Fund  Dept Inktiative Function  FCBus

Unit
BHE O 1 1.000.00] | [CoLurey (65205 Q [30lq [s50210iq (00000 @ [225  |@ [GENRQ
AP Vouher
feeds to
General
i Ledger i
[ TravelExpense $1,000 | [ vouchers Payable (s1.000) |
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Steps a Journal Entry Goes Through to Post to the GL

Journal Processing

Journal processing involves the following steps:

1. Creating or updating a journal entry
2. Adding “Header” information, including the date, a description of the reason for the
entry, a ledger group, etc

3. Inputting the ChartStrings and the amount for each line

Training Guide

Introduction to General Ledger in ARC

4. Processing the journal entry through combo edits, budget checks, and approvals
(workflow)
5. Posting the journal entry to the General Ledger

Accuracy of journal entries is important because this process updates balances in each of the
ChartFields for reporting purposes and maintains the correct balance in the General Ledger and
facilitates reconciliations.

The image below summarizes the main processes a journal must go through once it's created:

Edit
Check

Budget
Check

N

TR
A

Route for
Approval

e

ey
A

Post
Journa

The Journal Edit process ensures that ChartField
values are valid, debits equal credits, and journal
entries are flagged for posting to the target ledger.

The Budget Check process ensures commitments
and expenditures are controlled by checking the
transaction against predefined, authorized
budgets.

The Approval process routes the journal to
predefined authorizers through workflow. The
journal may be routed to one or more approvers. A
journal can only be posted if all approvers approve
the journal.

N

Journal posting is the last step of journal entry
processing. After journal posting, a user can no
longer edit the entry. A journal can only be posted
after it has been successfully edit checked, budget
checked, and approved.
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Edit Check
Edit Check

"Edit Check" makes sure that ChartField combinations are valid.

Here are some examples:

Business
Unit

Natural . Initiative / . .
Accou i PrOJEC1 segm ent

/

Certain Funds go with Initiative and Segment Site is required on
Certain Projects are required when Capital Projects

Revenue & Expense

Accounts are used
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Budget Check
Budget Check
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"Budget Check™ makes sure that a transaction meets budget rules.

Business Natural 3
Prcjec‘
/

Initiative /
Segment

The combination of a
Project and Department
must be budgeted for

gona
t can't

=xceed the total budget
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Approving a Journal Entry
Approving a Journal Entry

"Workflow" is the term that ARC uses to describe and manage the approval process.

o Criteria determines if a transaction should be routed (e.g. a cost transfer to a grant

account)
e Transactions that meet the criteria are routed to users based on workflow roles (e.g. SPF)

If criteria are met, special
approval may be required (e.g.,
SPF for certain transfers)

[

. Deptinputs transaction

. Departmental approval as required
generally all departments on the
transaction

o

3. Adhoc additional approval can be
added far Procurement

If approvals are received,
transaction is processed

If eriteria are met, it may require
Central approval (e.g., AP for
certain vouchers)
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Sample of Approval Stages
Sample of Approval Steps

View predefined transaction approval routing path.

Favortes | Han Menu
Requisition Name: 0000000239 s Ao 22000 U2
Roquisition 0: 0000000239

Business Unit: s

Status: Open
Priocity: Mesum
Budget Status: Not Checked

Department Approval

"~ Line 1:initiated [Rstannew pan)
test wontow

Department
Approval
Stage

Level1-Oust 1

[

Approvers

Prior
Approval
Stage

Central
Purchasing
Approval
Stage
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The Accounting Cycle
The Accounting Cycle

The Accounting Cycle is a series of activities that begins with business transactions and ends
each reporting period with the closing of the books in order to create financial statements for
internal and external stakeholders to monitor the University’s overall financial health. Because
this standard process recurs with each new accounting period (typically there are
monthly/quarterly/annual accounting periods), it is referred to as the Accounting Cycle and it

consists of the following basic steps:

Closing q Opening
Balances - Balances -

R
L Transactions
Statements for the
period
\ End of
period

Adjustments
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Closing the Books

Every institution approaches the accounting cycle a little bit differently, but the basic components
are the same. At Columbia, financial managers and the Controller’s Office work together each
month to complete the full accounting cycle as depicted here:

15t Day of Mid- Last Day Month Mid-
the Month Manth of Month Closes Month
T T T T
1 1 1 1
- ’ 1 i '
Prior Month ! Following Month

T

1

1

1
- 1 ¥
] 1 1 1
: Spending Rule Allocation : :
[} 1 ]
1 1 1
1 1
1 1 1
Open Month Adj Period }
- b T [/ - 1

. . . - Final /S Feeds Special Feeds

Final Dept posts
Integrating Systems feed daily entries to GL

Controllers Office Entries
Maonth End Allocations

Depts post daily Journal Entries & Internal Xfers

ARC GL runs daily allocation processes
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Financial Reporting Overview

This is the Financial Reporting Overview lesson of the Introduction to General Ledger in ARC
course. Upon completion of this lesson, you will be able to:

e Access the ARC Portal from my.columbia.edu

Estimated Time to Complete Lesson: 5 minutes
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What's Changing?

The new reporting solution streamlines the reporting environments into two databases: ARC and
the University Data Store (UDS). The University Data Store (UDS) is the new data warehouse
repository, where data from ARC, PAC/LA, Student, and Historical/Legacy system data will be

stored. The ARC portal is a one stop shop where the majority of financial reporting can be
accessed.

The following image shows the ARC reporting solution:

| ARC Reporting |

: |
e
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Introduction to the ARC Portal

The ARC Portal is the entry into the reporting environments. To access the ARC portal log into
MyColumbia using your uni id and password and click on the ARC Portal hyperlink.

The image below describes how the content on the portal is organized.

MYCOLUMBIA

Faculty and Staff - HR Manager Resources - ARC Portal - DWR Reports = Enterprise Reporting - FinSys
ERDEV ERTEST ERSTAGE ERPoC

Accounting and Reporting at Columbia (ARC)
This link will take you directly to ARC [ Go to ARC I

Transaction Quick Links Reporting Quick Links
Budgeting Chartfield Statements
- Budget Tool ey
General Ledger - Department Summary Statement
= 7 - Project Summary Statement
The links on the left hand side of - Joiamets (Brsy, Approvel, Tnguiry) - Initiative Summary Statement
the portal will take the user to ARC - Internal Transfers (Entry, Approval, Inquiry) S aoard Birmmely Statamank
and to specific transaction or - Cash Entry v = Site Summary Statement The FDS reports are within the Reportin;
iy Cagas T ARG b, . - Chartfield Detail Statement Therne kn afe it \th fh
Voucher Inquiry Page} as well as to rocurement - Chartfield Transaction Statement Quick Links section of the portal. When the
othar finahsidleyatams link to a report is selected, a new window with
a 3 - Requisitions (Entry, Approval, Inquiry) 2
- Vouchers (Entry, Approval, Inquiry) Project Lifecycle Reports the search criteria will pop up.
Payroll

Consolidated Operating Reports (COB)
- Labor Accounting mc
- Casual & Support Staff Entry ve

Trial Balance Reports

The Balance Sheet and the Statement of

| Financial > Activiti ts are within the ‘Financial

Statements’ quick link.

Payroll Reports

Reports

. Cash Reports
Training & Help Resources

Canned Queries

Additional Training Resources and - Online ARC Training
Tools & Forms are also available - Finance Training Info
towards the bottom of the ARC - Getting System Access

- Finance Service Center
- Administrative Policy Library
- PI/Reseach Resources

- Finance Gateway Repots Info Page

portal page.

Tools & Forms

Frnance Gatewsy

= OO Ol Fool Legacy Systems Legacy Applications such as FAS and CAPS are
- System Security Request Form also available for inguiry use only.

~ Chart of Accounts Request Form

- Finance Service Request Form - Financial Accounting System (FAS)

- CUIT Service Request Form - Financial Front End (FFE)

- Finance Forms Library - Accounts Payable Controlled Analytical

Review (AP/CAR)
- Computer Augmented Purchasing
System(CAPS)

Legacy Reporting

- DARTS

- FAS Reports

- coa

- AP/CAR Reports

« Purchasing Reports
- HR Reports
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Log In to the ARC Portal
In this topic you will learn how to log in to the ARC portal.

Estimated Time to Complete This Topic: 2 minutes

Procedure

Training Guide
Introduction to General Ledger in ARC

Welcome to the Log In to the ARC Portal topic. In this scenario you will learn how to log in to
the portal.

o C &

MYCOLUMBIA

Help Email ~

Welcome to the New

myColumbia

Log In Now
Anhnouncements
Help
Introcucing the new myColumbial With an updated,
Text Size H streamlined design, myColumbia continues to deliver
the information and links that you need.
Using myColumbia
After you log in with your UM and password, please
click on the navigation links along the top to go to the
areas you neecd
Get more help with myCalumnbia
El
Done [T [ @ meeme [75 - [®wore - |
Step Action
1. Click the Log In Now link.

Log In Now
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&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

=0 UNI l‘—
l—

Maintained by CUTT, Please contact the Helpdesk if you have trouble lagging in.

=

Done

[

€ tnternet

|5 - [ %100

M7

Step

Action

In this simulation, you will enter a generic UNI and Password. Once you have

access to the ARC Portal you will enter your UNI and Password.

d_g COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

-0 UNI l‘—
l—

Maintained by CUIT, Please contact the Helodesk if you have troukble logging in.

-]

Done

0 o o

@ memet

[75 - [ % 100%

T 4
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Step Action

3. Enter the desired information into the Log in field. Enter "ARC _PORTAL".
=]
&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
-0 UMD [apc poRTAL
—
=
pone T T [epmteme [Fa = [®aow «

Step Action

4, Click in the Password field.
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&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

-0 UND [apc PORTAL
|

-
Done T T [epmteme [Fa = [®aew «
Step Action
5. Enter the desired information into the Password field. Enter "test".
2
n o] COLumﬂlA UNIVERSITY
-0 UND [aRc_PORTAL
=
pone T [epmteme [F5 = [®a00w «
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Step Action

6. Click the Log in button.
Log in

Hello ad2931€@columbia.edu

Log out

Coll k

Help Email -

MYCOLUMBIA

ARC Portal - DWR Reports - Enterprise Reporting - FinSys - ERDEVY | ERTEST - ERSTAGE - ER PoC

Welcome to the New

- myColumbia

Help

Text Size H

0 Logged in as ad2931@columbia.edu

Annhouncements

Introcucing the new myColumbial With an updated,
streamlined design, myColumbia continues to deliver
the information and links that you need.

| leinA muTnliimhia 4

Done T epmteme [Fa = [®awow «

Step Action

7. Click the ARC Portal link.
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Hello ad2931€@columbia.edu

Log out

Help Email -

MYCOLUMBIA

ARC Portal | DWR Reports - Enterprise Reporting : FinSys - ERDEY | ERTEST ' ERSTAGE ' ER PoC

ccounting and Reporting at Columbia (ARC)

Text Size H

Welcome to the ARC Portal. This tab is the single sign-on point of access for Accounting and Reporting at Columbia (ARC)
as well as a variety of financial reports. ¥ou will also find links here for certain help functions, some common tools and farms,
plus entry into current FFE modules and some legacy systems (read only). For mare information about 4RC, reporting, or
other subjects, please navigate to the Finance Gateway@r,

Go to ARC
Transaction Quick Links Reporting Quick Links ARC News
Use the below links to inititiate comman Use the below links to run or view
transactions or inguiries: comman reports:
Budgeting ' Chartfield Statements ‘ |
pone [ |epmtene RS

Step Action

8. Press the left mouse button over the scrollbar and drag the mouse to the desired
location.

Transaction Quick Links Reporting Quick Links
Use the below links to inititiate common Use the helow links to run ar view
transactions or inguiries: common reports:
Budgeting + Chartfield Statements

- Budgst Tool (FFE)E * Project Lifecycle Reports

* Consolidated Operating Reports

General Ledger * Trial Balance Reports

- Journals (Entry, Approval,
Inguiry e

- Internal Transfers (Entry, * Payroll Reports
Approval, Inguiry)E
- Cash Entry (FFE)&

¥ Financial Statements

' Endowment Reports
» Other Reports

' Pre-Defined Queries
Procurement
click on the Reports Info Page & for more info
- Requisitions (Entry, Approval,

Inquiryy& e

- Wouchers (Entry, Approval,

Inquiry )&
Payroll

- Labor Accounting (PAC)E Legacy Applications

- Casual & Suppart Staff Time Entry

(FFE)® For inquiry use only:

- Financial Accounting System

Mote: Yarious transaction inquiry reports (Fas)e
can be run from within system - Financial Front End (FFE) &
modules. https:/fintest.ce.eolumbia.edufinsys
2/login & - Accounts Payable Controlled

Analytical Review (AP/CAR)E

- Computer Augmented
Dirchasing Suctam (0 ADSYE

[T [T [ [@meeme 75~ [Foms -

-]
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Step Action

9. You have successfully logged in to the ARC portal. You can now select the next
topic, Running the Balance Sheet Report where you will learn how to run the
Balance Sheet report from the ARC portal.

End of Procedure.
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Course References

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

Job Aid: Getting Started with the Web-Based Training Tool
Introduction to General Ledger in ARC Training Guide
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Check Your Understanding

1. is the amount of cash a specific fund has provided to the University and
therefore has a claim to.

are the four key building blocks of Financial Statements.
3. enables you to control commitments and expenditures automatically by
checking them against predefined, authorized budgets.
True or False: Edit Check makes sure ChartField combinations are valid.
True or False: A journal can be routed for approval before it is edit and budget checked.

N

o ks

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

1. Claim on Cash is the amount of cash a specific fund has provided to the University and
therefore has a claim to.

2. Ledgers, Accounting Period, ChartFields, and Debits and Credits are the four key
building blocks of Financial Statements.

3. Budget Checking enables you to control commitments and expenditures automatically by

checking them against predefined, authorized budgets.

True or False: Edit Check makes sure ChartField combinations are valid.

True or False: A journal can be routed for approval before it is edit and budget checked.

o &
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Glossary

ARC

Budget
Checking

ChartFields

FAS
General Ledger

InfoEd

Ledger Groups
Post

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

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

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

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

The ‘Book of Record’ which holds all financial transactions in detail or
summary and is used for financial reporting and financial management.

A software that enables faculty, administrators and staff to move efficiently
through each part of the grant and contract process from proposal
development to post award management.

Defines the processing rule for each budget ledger.

The process of balancing voucher accruals and payment entries. The voucher
and payment posting processes generate the appropriate accounting entries
that will be passed to the General Ledger in the form of a journal during the
Journal Generation batch process.

First (highest) level at which you can budget and record project activity.
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