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ARC™

Payment Processing
This is the Payment Processing 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 (http://gateway-
7.webservices.lamptest.columbia.edu/files/gateway/content/training/job_aids/Job_Aid_Getting_S
tarted_With_the Web Based_Tool.pdf) for a quick reference guide.

Accounts
Payable

After completing the Payment Processing course, you

Payment Processing o) (o 1l G

2 Hours
+ Access and review summary and detail pay cycle reports

+ Review and process standard pay cycles

— .
. + Perform mass cancellations
Payment Processing
- Overview » Create manual payments
30 Minutes * Vaid, reissue, and stop payments
e

| Pay Cycle Processing
30Minutes

» Maintain pay cycle tables and banking configuration
= Escheat payments and undo escheatments

+ Run the automatic bank reconciliation process and the
semi-manual reconciliation process

+ Viewand resclve exceptions from the automatic bank
recenciliation process

i Y

|| Maintaining Payments
30Minutes

Bank Reconciliation
3aMinutes

eeeeeeee———
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Payment Processing Overview

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

o Describe the end to end process for processing payments in the Accounts Payable (AP)
module, including key changes and benefits for making the changes
o Understand the roles and responsibilities of users involved in payment processing

Estimated time needed to complete lesson: 30 minutes
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Roles and Responsibilities

Payment processing roles are managed by security rights. Payment processing is generally
managed by people within the Central Accounts Payable group. Throughout this course, the
following characters with different security rights and roles will help demonstrate payment
processing business flow:

€_f’ This is Jill. She is a Pay Cycle Processor in Central Accounts Payable,
s’ and is responsible for processing payments through pay cycle manager.

This is Will. He is a Payment Maintainer in Central Accounts Payable and
is responsible for maintaining payments.

This is Tim. He is a Bank Reconciliation Maintainer in Cash Accounting and
is responsible for managing the reconciliation of redeemed check payments.
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Creating Payments Overview

In the ARC Accounts Payable module, there are multiple ways to create payments. In addition to
creating manual payments, Central AP will have the ability to use ARC’s Pay Cycle functionality
for standard payment processing. This tool is known as the Pay Cycle Manager. The process is as
follows:

] ] ] -] @ -] ARC ARC @

‘C’W"“" Il N L N | Check File
reation  [>1 Vouchers ?| payments RunTrial Payments Pay Cycle Generate Transmitted
Process selected for p
rocess ecteare Crested Register ; Approved Payment to CUIT for
omplete aymen mart Modified e Printing

Processing (F Appicasle

Call Bankto
Release File

At the end of the process, the Pay Cycle Processor will use the ACH InfoDex System to enable
Chase bank to verify the authenticity of ACH files received by the Bank. The InfoDex System
will only communicate with someone within CU who enters the proper user 1D and password
assigned to them. Using a touchtone telephone the authorized CU personnel determine whether
the ACH file has been received by Chase bank and determines if the file conforms to the pertinent
ARC reports produced as part of pay cycle processing.
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Maintaining Payments Overview
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Payment Processing

Central users with the appropriate role in the ARC Accounts Payable module will be able to take
appropriate actions to maintain payments that have been generated. These include:

Payment

Maintenance

* Void
Payments

* Stop
Payments

* Reissue
Payments

4
‘B
Al i

* Escheat
Payments
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ARC™

Bank Reconciliation Overview

ARC's bank reconciliation functionality enables Cash Accounting to reconcile bank statements
against system transactions. First, a redeemed check file from Chase Bank is loaded into the
system. ARC will then automatically reconcile transactions in the system against the transactions
in the redeemed check file. Exception handling will be managed centrally by users with the
appropriate security role in the ARC Accounts Payable module via the Semi-Manual

Reconciliation page:

ARC ARC

Load Reconcile e .
»| Statement > Manage
Redeemed . .
. Against Exceptions
Check File
System (If
Information Applicable)
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What's Changing?
The new Pay Cycle Manager will help streamline payment processing. In addition, the following
changes will occur:

* Pay Cycle initiated daily by Central

* Pay Cycle run as an automated Accounts Payable

rocess on a nightly basis
P ghtly = Flexibility to exclude vouchers from

Pay Cycle and define selection criteria
for paying vouchers (i.e. by payment
due date range and payment method)
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Pay Cycle Processing

This is the Pay Cycle Processing lesson of the Payment Processing course. Upon completion of
this lesson, you will be able to:

Process a Pay Cycle using the Pay Cycle Manager
Run Pay Cycle Reports

Run the Trial Register Report

Approve or reject a Pay Cycle

Generate Payment Files

Estimated time needed to complete lesson: 30 minutes
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Pay Cycle Manager

The Pay Cycle Manager tool in ARC encomposses all the individual processes required to
generate payments. These individual processes—such as payment selection, payment creation,
and approval — that generate payments are referred to collectively as the pay cycle. In order to
run the pay cycle and generate payment files, the Pay Cycle Processor in Accounts Payable will
perform each individual process within ARC's Pay Cycle Manager tool. The Pay Cycle Manager
follows this process:

e From the ‘Pay Cycle Processing’ page, users identify the criteria for the transactions to be
processed, such as scheduled payment date range, business unit, vendor and bank
account. The Pay Cycle process creates the actual payments based on the bank account,
vendor, voucher, and business unit information defined

e Use Pay Cycle Manager to initiate the pay cycle process, view and send payments to a
printer or a file, and create automated clearing house (ACH) files, check files, wire
advice reports, and positive payment files

e Individual payments can be reviewed and updated for exclusion from the Pay Cycle,
placed on hold, or flagged for separate payment before the Payment Creation process
runs

0 9 B 9 9 9

Voucher | | | |

Creati > Vouch > = . > =

Prreni::: Sel?el(j::e: ;f:r Payments Run Trial Fay'men:is

Created Register Rewewg /

Complete Payment Modified
N Report

Pracessing (IF Applicable]

N |
Pay Cycle Generate
Approved Payment
Files
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Run a Pay Cycle

Running a Pay Cycle consists of the following steps:

Review Pay
Cycle Statuses

Review and
Ri
un Pay Cycle ls| to Ensure s Process N
Processes Process !
Exceptions

Completed
Successfully

Run Payment
Creation

Run the Trial
Register
Report

¥

Reset Pay

> Cycles

1F Applicale)

Approve the
Pay Cycle

Generate
Payment Files

Standard Processes include:
+ Payment Selection * Pay Cycle Errors
« Payment Selection & Creation « Withholding

Process Exceptions Include:

+ Payment Creation « Fimancial Sanctions Exceptions

Throughout the following topic, imagine a time you have faced a similar scenario: The voucher
process is complete, and Jill needs to run the pay cycle process so that payments can be created

and distributed to vendors.

Estimated time needed to complete topic: 20 minutes

Procedure

Welcome to the Run a Pay Cycle topic where you will learn how to run a pay cycle.

ARC™

Favarites | Main Meru

Fersonalize Content | Layout

‘Menu

Search:

®

> Columbia Specific

[> eProcurement

[ Accounts Payahle

[» Banking

I Set Up Financialsigupply Chain
[ Enterprise Companents

[ Warklist

> PeopleTools

— Change My Password

2 =) xI

-

Inttps: [fritstuseh. ce columbia, edu; 15443{psp Frd L anaz/EMPLOYEE [ERPYs/WEBLIE_PTPP_SC.HOMEPAGE FieldFormula. I5cri [

[ [3 [@ meeme:

[“5 - [ % 100%

T 4

Step Action

1. Click the Accounts Payable link.

[ Accounts Payahble]
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Favnvr\tes i MalnvMenu > Accounts Payable
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Payment Processing

Accounts Payable
!E Accounts Payable
Atess PeopleSoft Payables
ﬁ Control Groups ﬁ] Payments Review Accounts Payable Info
i, maintain, and revisw control groupss. Create andl MAMAgS payments RUN INGUIFIES 0N VOUCHErs, vendors, payments, ant
=] Group Informeation (71 Pav Cyele Processing integration with systems.
=] Update Status [ Pay Cycle Approvals [ payments
=] Delete Control Group (1 Pav Cycle Exceptions
=] Post Contral Group 4 More
Reports
Creste soeounts payable reports
[ Woushers
[ Youcher Reconciliation
(] Paymerts
3 More...
[T e meme [% - [ -

Step

Action

Fay Cycle Processing|

The Payments menu will contain items pertaining to payment processing. To select
transactions to be paid, click the Pay Cycle Processing link.
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Favnvr\tes i MalnvMenu > Accounts Payable

Accourts Payable
ﬁ Pay Cycle Processing

Maintain andl process the pay cycle

E" P ent Selection Criteria Pay Cycle Manager Pay Cycle Job

Establish selection criteria for one or more pay cycles. Select, review, and create scheduled paymerts. Al and submit pay cycle job

E" Manual Positive Payment E Check Restart E Email Payment Advice
Creste a positive payment file for the bank. Restart check printing. Email Payment Advice

E" Cancel Rescheduled P: ents
Cancel rescheduled payment terms processing errars in
the pay cycle

ittps: ffnitstweb. cc columbia edu; 18443/pspffndL gna2/EMPLOYEE/ERP{c/CREATE_PavMeNTs. PvcvcL DEFR.GELZPORTAL . | [ [ | | /g mtemet RN

Action

Click the Payment Selection Criteria link.

Eﬂent Selection Criter'a|

ARC™

Favgfites | Main Mend > Accounts Payable > Payments > Pay Cycle Processing > Payment Selection Criteria

E ewwindow P Help B hitp

=

Payment Selection Criteria

d an Existing Yalue

Pay Cycle:||

Find an Existing Value | Add a MNew Value

4 | »

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

Action

First you will need to enter a Pay Cycle identifier. In the live ARC system, you will
actually choose from a list of existing pay cycles (discussed in the next topic). For
training purposes and to highlight the payment selection criteria tabs, we will use a
new pay cycle (although you should not normally need to do this). Start by ensuring
the "Add a New Value" tab is selected and enter an identifier for this particular Pay
Cycle. In this case, we will use the date. Enter the desired information into the Pay
Cycle field. Enter "051612". (Note: At go-live,the various pay cycles will be
established to be run on a daily basis, in which the payment selection dates will be
incremented daily to pick up vouchers for payment. You will not need to create a
new Pay Cycle ID every time you run the Pay Cycle.)

Favuvﬂtes i MalnvMEnu 3 A::Duntipayah\e 3 F‘aynlents > Pay Cy:lefru:esslng > Payment Selection Criteria

& New window  ? Help Bl hitp

Payment Selection Criteria

Eind an Existing Value ﬁ df a New Va i.

Pay Cycle:|051612|

Add

Find an Existing Value | Add a MNew Value

4 | »

Done [ [ [ [ mnteme Vo~ [Fimm -

Step

Action

Click the Add button.
Add
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Favnvr\tes i MalnvMenu » Accounts Payable > Payments > Pay Cycle Processing » Payment Selection Criteria

/ Preferences vﬁuurcetau vﬂamktMelhud \/an Group / Metting AlE Craft Options A

F Newwindow P Help  [& Customize Page B hitp

Pay Cycle: 051812 |
Pay Cycle Selection Dates

Pay Cycle Manager

' No validation
1 Use Standard Week
€ Use Holiday Calendar:

™ validate Pay Through Dates

™ validate Payment Dates

[ e

Pay From Date: 01/01/1800 Mon *Next Pay Through Date: 05/23i2012 Wed

Pay Through Date: 05/16/2012 Wied *Next Payment Date: 052312012 Wed

Payment Date: 051162012 Wigd

Change Selection Dates:

1 [wieekis) || increment H Decrement |

Accounting Date ‘Withholding Date

“ACcounting Date; 051 6/2012 “yithholding Date: 050162012

Current Date Payrment Date -

Business Day V-

5 save [=] Notify 7 Re
v

efresh |

Dates | Breferences | Source [ BU | Bank/ Method | Pay Group i Metting | Draft Ontions

Update/Display |

=

3

[

| 3 |6 meemet

R

Step Action

6. Click in the Pay Cycle field.

Preferences

 GourceiBU || BankiMethod

’an Group / MNetting [ Craft Options )

Favuvmtes MainvMenu > Accuuntipayab\e > Paynlents > Pay Cyclefmcessing > Payment Selection Criteria

Eewwindow 7 Help [ Gustomize Page B it

Pay Cycle: 051612
Pay Cycle Selection Dates

Pay Cycle Manager

¥ No Validation
€ Use Standard Week
" Use Holiday Calendar:

[ &

™ validate Pay Through Dates
[ validate Payment Dates

Pay From Date: 017011900 [ Mon *Next Pay Through Date: 05232012 [ ed
Pay Through Date: 05M 62012 FH wed "Next Payment Date: 05232012 [F ad
Payment Date: 05162012 5 wied

Change Selection Dates:

1 [wieeks ~>]|  Increment | Decrement |
Accounting Date Withholding Date
*Accounting Date: 05/16/2012 [ “ithholding Date: 05162012 [
Current Date Payment Date B

Business Day

|E save | |[=] MWetity | | Refresh |

Dates | Preferences | Source / BU | Bank/ Method | Pay Group / Metting | Draft Options

Add | | Undate/Display

3

L

[ [ mternet

|
75 - [®io0w -
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Action

Enter "Columbia Pay Cycle".

Enter the desired information into the Pay Cycle Description field.

Favgfites | Main Mend > Accounts Payable > Payments > Pay Cycle Processing > Payment Selection Criteria

Preferences

Pay Cycile: 051512 [Columbia Pay Cycle| Pay Cycle Manager

Pay Cycle Selection Dates
01/011800 [ mon 05232012 [H wved

Source fBU Bank i Method Pay Group f Metting Draft Options

Pay From Date: *Next Pay Through Date:
Pay Through Date: 05182012 [ yyed “Next Payment Date: 05232012 [ wved
Payment Date: 05162012 3 wed
Change Selection Dates:
,_1 Week(s) - Increment Cecrement

Accounting Date Withholding Date
05/ 6/2012 |5 “yithholding Date: 05162012 [
Current Date B Payment Date B

Business Day Validation

*Accounting Date:

D rewwindow P Help

& No Validation
" Use Standard Week
" Use Holiday Calendar:

™ validate Pay Through Dates
[ validate Payment Dates

[ &

B Save | [ natify B Addd

Dates | Preferences | Source / BU | Bank/ Method | Pay Group / Metting | Draft Options

s Refresh

Update/Display

[& Customize Page hitp

3

[ o

Done

[ [ eermet

75 - [Hio0w -

Step Action

Now, you will define the dates by which to filter transactions you want to pay. Enter
the desired information into the Pay From Date field. Enter "05/16/2012".
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Favnvr\tes i MalnvMenu » Accounts Payable > Payments > Pay Cycle Processing » Payment Selection Criteria

-/ Preferences vﬁuurcetau vﬂamktMelhud \/an Group / Metting AlE Craft Options A

F Newwindow P Help  [& Customize Page B hitp

=

Pay Cycle: 051612 |Cn\umma Pay Cycle|
Pay Cycle Selection Dates
Pay From Date: 051612012 5 ton “Next Pay Through Date:
Pay Through Date: 05/16i2012 Wed *Next Payient Date:
Payment Date: 05/16i2012 Wed
Change Selection Dates:
1 [wieekis) || increment H Decrement |

Pay Cycle Manager

05/23/2012 Wad
05/23/2012 Wad

Accounting Date ‘Withholding Date

“Accounting Date: 05/16/2012 “yWithholding Date:

Current Date =

051182012
Payrment Date -

Business Day V-

@ No Validation ™ validate Pay Through Date:
© Use Standard Week ™ Validate Payment Dates

€ Use Holiday Calendar: Q

s

|E save [] Notify | |7 Refresh |

Dates | Breferences | Source [ BU | Bank/ Method | Pay Group i Metting | Draft Ontions

|[Es add | | £ UpdateiDisplay |

3

Done

|
[T T 3 e mieme [ - [®wr -

Step Action

9. Enter the desired information into the Ne
"05/18/2012".

xt Pay Through Date field. Enter

-/ Preferences VﬁnurtelElU \/BanklMemnd \’an Group | Metting \E Draft Options )

Favgfites | Main Mend > Accounts Payable > Payments > Pay Cycle Processing > Payment Selection Criteria

ENewwindow  ? Help  [F Customize Page B hitp

niEn

Pay Cycle: 051612 |Cu\umb\a Pay Cycle|
Pay Cycle Selection Dates

Pay From Date: [08/1802012 [ won “Next Pay Through Date:
Pay Through Date: 0582012 [ g “Next Payment Date:
Payment Date: (0582012 [ wed
Change Selection Dates:
] [weeks) ~]|  Increment | Decrement |

Pay Cycle Manager

051 e202] 5 wed
05232012 [ iied

Accounting Date

Withholding Date

“Accounting Date: 05/162012 | “yyithholding Date:

Current Date d

051162012 [3)
Payment Date B

Business Day

& No Validation ™ walidate Pay Through Dates
! Use Standard Week [ validate Payment Dates

" Use Holiday Calendar: Q

|B sawe | |[Z] Metity | | Refresh |

Dates | Preferences | Source / BU | Bank/ Method | Pay Group / Metting | Draft Options

4

|Er Add | | UndateDisglay |

3

|ivascript:DatePrampt_win0(PYCYCL_NEXT_PYMMNT_DT', PYCYCL_NEXT_PYMNT_DT$prompt, 450 False);

|
[ [ [ [ [ [ mneme 5~ [Fomm -
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Step

Action

10.

"05/18/2012".

Enter the desired information into the Next Payment Date field. Enter

Favarites

P,
Preferences | Source fBU
Pay Cycle: 051612 ‘CulummaFayCyclﬂ
Pay Cycle Selection Dates

05162012 [ mon *Next Pay Through Date: 0518202 5 wed
0501612012 [ yyed *Next Payment Date: 05182012 [ wed

Payment Date: 05162012 ) ed

WMain Menu > Accounts Payable » Payments » Pay Cydle Processing » Payment Selection Criteria

Home |

Bank i Method Pay Group f Metting Draft Options

Pay From Date:

Pay Through Date:

Change Selection Dates:

Pay Cycle Manager

[ [weeks)

& No Validation
" Use Standard Week
" Use Holiday Calendar:

|B sawe | |[Z] Metity | | Refresh |

~| | Increment | Decrement |

Accounting Date Withholding Date

051162012 [3)

“Accounting Date: 050162012 5 “Withholding Date:
Current Date B Payment Date B

Business Day Validation

™ validate Pay Through Dates
[ validate Payment Dates

[ &

Add | | ) Upclate/Display

Dates | Preferences | Source / BU | Bank/ Method | Pay Group / Metting | Draft Options

4

ENewwindow  ? Help  [F Customize Page =

http

3

|
7 - [Hio0w -

)

|ivascript: submitaction_wind(document. win, #ICFanel1’);

Step

Action

11.

Click the Preferences tab.
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Favnvr\tes i MalnvMenu » Accounts Payable > Payments > Pay Cycle Processing » Payment Selection Criteria

@NEWWmdnw “? Help Igfcuamm\zePagE hrlp

 Dates | " GourceiBU || Banki Method

/an Group / Metting AlE Craft Options A

Pay Cycle: 051612 Columbia Pay Cycle
Pay From Date: 05618i2012 Pay Through Date: 05162012 Payment Date: 05162012
General Options Credit Options
™ use Vendor Pay Group ™ Include Lost Discount Credit Vouchers: [Fracess Creditvouchers =l
™ Process EFT/ACH Pre-Note ™ Process Bank Charges |N T H
* it: o Date Limi =
™ Print LC Advice I” Calculate Value Date Date Limit
™ automatic Increment Dates I use Recipient's Pref. Lang.
™ Email Payment Advice ™ Suppress Zero Amount Check Hotification
I Financial Sanctions list edit
Payment Error User ID: Q
Report Output [Crystal Check =
P nt Advice U D:
Preferred Language: [Ergtizh =l aymel ce llser &
“Approval: [NHane = Bank Replacement Rule
SetiD: Q Rule Name: Q
“Metting Option: M@ wotapplicable
*Step Group: Model U Al pay cycle steps

Check Payment Message

Message: |

|E save |[] Notify | |7 Refresh |

Add | | ) UpdateDisplay

Dates | Preferences | Source [ BU | Bank/ Method | Pay Group f Metting | Draft Qntions

3

|
Done T T [ mteme [Fa = [®ae <

Step Action

12. Click the Suppress Zero Amount Check option.
| r Suppress fero Amount Check

Favuvﬂtes i MalnvMEnu 3 A::Duntipayah\e 3 F‘aynlents > Pay Cy:lefru:esslng > Payment Selection Criteria

ENewwindow  ? Help  [F Customize Page B hitp

=)
_ Dates | | Source /BU | Bank/Methad | Pay Group f Netting  Draft Qptions |
Pay Cycle: 051612 Columbia Pay Cycle
Pay From Date: 050162012  Pay Through Date: 05/ 62012 Payment Date: 051162012
General Options Credit Options
™ use vendor Pay Group I” Include Lost Discount Credit Vouchers: [Process Creditvouchers =l
I” Process EFTIACH Pre-Note I” Process Bank Charges . o [Fio Date Tt =
I Print LC Advice I Calculate Value Date Date Limit: o bate bt
™ Automatic Increment Dates ™ Use Recipient's Pref. Lang.
™ Email Payment Advice ¥ Suppress Zero Amount Check HNotification
I Financial Sanctions list edit
Payment Error User ID: Q
Report Output [Crystal Check =
Payment Advice User ID:
Preferred Language: | English d 2 &
“dpproval: | Mone j Bank Replacement Rule
SetlD: Q Rule Name: Q
“Netting Option: [M@ notappiicabe
*Step Group: Model Q. Al pay cycle steps

Check Payment Message

Message: |

B sawe [S] Metify | | Refresh |

UpdiateDizplay

Cates | Preferences | Source / BU | Bank/ Method | Pay Group ! Metting | Draft Options

3

|
Done [ [ [ [3meme 75~ [Foms -
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Step

Action

13.

|N|:|ne

|

Click the Approval list to select which approvals are necessary for transactions
being processed in this Pay Cycle.

ARC™

Favorites

MalnvMEnu 3 A::Duntipayah\e 3 F‘aynlents > Pay Cy:lefru:esslng > Payment Selection Criteria

ENewwindow  ? Help  [F Customize Page hrlp

m Source (BU | Bank/Method | Pay Groupinetting — DraftOntions
Pay Cycle: 051612 Columbia Pay Cycle
Pay From Date: 050162012  Pay Through Date: 05/ 62012 Payment Date: 051162012
General Options Credit Options
™ use vendor Pay Group I Include Lost Discount Credit Vouchers: [Process Creditvouchers =l
I” Process EFTIACH Pre-Note I” Process Bank Charges . o [Fio Date Tt =
I Print LC Advice I Calculate Value Date Date Limit: o bate bt
™ Automatic Increment Dates ™ Use Recipient's Pref. Lang.
™ Email Payment Advice ¥ Suppress Zero Amount Check HNotification
I Financial Sanctions list edit
Payment Error User ID: Q
Report Output [Crystal Check =
Payment Advice User ID:
Preferred Language: [Enatish =1 am a
“Approval: Mone j Bank Replacement Rule
Cerifier Approval
Nane SetiD: Q Rule Name: Q
*Netting Option:
*Step Group: Model Q. Al pay tycle steps
Check Payment Message
Message: |
B save | |[=] Moty | | Refresh B Add UpdsteiDisplay
Cates | Preferences | Source / BU | Bank/ Method | Pay Group / Metting | Draft Options
4 »
Done [ [ [ [ [ mnteme [Va - [Fiom -

Step

Action

14.

Click the User Approval list item.
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Training Guide

Payment Processing

Favnvr\tes i MalnvMenu » Accounts Payable > Payments > Pay Cycle Processing » Payment Selection Criteria

@NEWWmdnw “? Help Igfcuamm\zePagE hrlp

| Dates )

Source fBU \” Bank i Method \H Eav Group f Netting \H Craft Options A

Pay Cycle:

Pay From Date:
General Options

051812
05182012

™ use Vendor Pay Group

™ Process EFT/ACH Pre-Note
I~ Print LC Advice

™ Automatic Increment Dates
™ Email Payment Advice

Columbia Pay Cycle
Pay Through Date: 05162012
™ Include Lost Discount
™ Process Bank Charges
I” Calculate Value Date
I use Recipient's Pref. Lang.
™2 Suppress Zero Amount Check

Payment Date: 0516/2012
Credit Options
Credit Vouchers: [Process Creditvouchers =1
*Date Limit: [ Mo Date Limit =l

HNotification

I Financial Sanctions list edit
Payment Error User ID:

[ T
e

Report Output [Crystal Check =
Preferred Language: [Engtisn =l Payment Ahice User ID:
*Approval:

set;: [ Q
*Metting Option: |T\T®s Mot Applicable
*Step Group: [Model @ Al pay oycle steps

Bank Replacement Rule

Rule Name:

[ T

Check Payment Message

Message: |

[E Save [El Notify | [r:, Refresh |

Dates | Preferences | Source [ BU | Bank/ Method | Pay Group f Metting | Draft Qntions

[Es Add | UpdsteDisplay |

3

Done

[

|
| €9 meemet RS

Step Action

15.

Click the Look up Step Group (Alt+5) button.

Favgfites | Main Mend > Accounts Payable > Payments > Pay Cycle Processing > Payment Selection Criteria

Look Up

Look Up Step Group

Step Group Name: [ begins with jﬂ\

““‘WW”“‘"‘”&W“ ‘““@W}Basm Lookup

Search Results

/Step Group Hame Description
Columbia |Columbia Pay Cycle Steps|
bodel Allpavovclosiens

Home |

JiavascriptiptCommonGhi.updatePrompt(document.wind, #ICRowD');

L

[ [ eermer [¥5 - [#100% -
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ARC™

Training Guide
Payment Processing

Step

Action

16.

This will specify what steps are taken in the Pay Cycle. Click the Columbia link.

ARC™

Favarites

WMain Menu > Accounts Payable » Payments » Pay Cydle Processing » Payment Selection Criteria

ENewwindow  ? Help  [F Customize Page B hitp

=)
m Source fBU Bank i Method Pay Group f Metting Draft Options

Pay Cycle: 0516132 Columbiz Pay Cycle

Pay From Date: 051612012 Pay Through Date: 0511 6/2012 Payment Date: D5/ Bi2012

General Options Credit Options

I” Use Vendor Pay Group I” Include Lost Discount Credit Vouchers: [Pracess Creditvouchers =1

™ Process EFTIACH Pre.Note ™ Process Bank Charges T |

i it: o Date Limi =
I Print LC Atvice I” calculate value Date Date Limit I

I” automatic Increment Dates
I Email Payment Advice
I™ Financial Sanctions list edit

I use Recipient's Pref. Lang.
¥ Suppress Zero Amount Check

Notification

Payment Error User ID: Q
Report Output [Crystal Check =1

Payment Advice User ID: ]
Preferred Language: [English =1 aymel ce User Q
*Approval: | User Approval j Bank Replacement Rule

SetiD: Q Rule Hame: [ a
“Netting Option: e Notapplicable
*Step Group: [olurmbia Q. colmbia Pay Cycle Staps

Check Payment Message

Message: [

5 save [Z] Motify  Refresh .Eq. Add UpdateDisplay

Dates | Preferences | Source / BU | Bank/ Method | Pay Group ! Metting | Draft Options

T [

7 - [Hio0w -

Step

Action

17.

credit versus debit vouchers.
IF'rl:u:ess Credit Vouchers

=

Click the Credit Vouchers list to determine what options you went to select for
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Payment Processing

Favnvr\tes i MalnvMenu » Accounts Payable > Payments > Pay Cycle Processing » Payment Selection Criteria

@NEWWmdnw “? Help Efcuammwze?age hrlp

=

Dates [ gource/BU || BankiMethod || Pay GroupfMetting | Draft Qptions

Pay Cycle: 051612 Columbia Pay Cycle

Pay From Date: 050162012  Pay Through Date: 050 6/2012 Payment Date: 0511612012

General Options Credit Options

™ use vendor Pay Group I Include Lost Discount Credit Vouchers: [Process Creditvouchers =l

I” Process EFTIACH Pre-Note I” Process Bank Charges . o

I Print LC Advice I” Calculate Value Date Date Limit: Do Nt Fr rediV

y T Process CreditVouchers

™ Automatic Increment Dates ™ Use Recipient's Pref. Lang. - Process When DR == GRS

™ Email Payment Advice ¥ Suppress Zero Amount Check Htification Process iwhen DRs Exceed CRs

I Financial Sanctions list edit
Payment Error User ID: Q

Report Output [Crystal Check =
Payment Advice User ID:

Preferred Language: | English d 2 &

“dpproval: | User Approval j Bank Replacement Rule
SetlD: Q Rule Name: Q

“Netting Option: [M@ notappiicabe

*Step Group: Columhbia Q. columaia Pay Cycle Steps

Check Payment Message

Message: |

B sawe [S] Metify | | Refresh |

UpdiateDizplay

Dates | Preferences | Source / BU | Bank/ Method | Pay Group ! Metting | Draft Options

3

|
[T T 3 e mieme [ - " -

Step

Action

18.

Click the Process When DRs >= CRs list item.
[Process hen DRs == CRs |

Favgfites | Main Mend > Accounts Payable > Payments > Pay Cycle Processing > Payment Selection Criteria

ENewwindow  ? Help  [F Customize Page B hitp

niEn

Dates Source fBU Bank i Method Pay Group f Metting Draft Options
Pay Cycle: 0516132 Columbiz Pay Cycle
Pay From Date: 05118/2012  Pay Through Date: 0511 6/2012 Payment Date: D5/ Bi2012
General Options Credit Options
™ use Vendor Pay Group ™ Include Lost Discount Credit Vouchers:
™ Process EFTIACH Pre.Note ™ Process Bank Charges TEGErTT: |
i it: o Date Limi =
I Print LC Atvice I” calculate value Date Date Limit I
™ Automatic Increment Dates I use Recipient's Pref. Lang.
I Email Payment Advice ¥ Suppress Zero Amount Check HNotification
I™ Financial Sanctions list edit
Payment Error User ID: Q
Report Output [Crystal Check =1
P: nt Advice User ID:
Preferred Language: | English j aymel ce llser Q
*Approval: | User Approval j Bank Replacement Rule
Seti: Q Rule Name: Q
*Netting Option: [ notappiicable
*Step Group: Colurnbia Q. columbia Pay Cycle Steps

Check Payment Message

Message: [

|E save [ Motify | | Refresh |

Updlete Display

Dates | Preferences | Source / BU | Bank/ Method | Pay Group ! Metting | Draft Options

4 | »

[ [ [ [ [ [3@mneme [7a - [Fomm -
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Payment Processing

Step Action

19. Click the Source / BU tab.

Source fBL

ARC

Favnvr\tes MalnvMenu > Acmuntgpayah\e > Daynlents > Pay [y[lefmtessmg » Payment Selection Criteria

Py
Dates Preferences mm BankiMethod || Pay Group f Netting Craft Options

[_E’NEWW\TMDW 7 Help E,'/Cuamm\zef—‘age hrlp

Pay Cycle: 081612 Columbia Pay Cycle
Pay From Date: 057162012 Pay Through Date: 05162012 Payment Date: 05162012
Customize | Find | ieve A1 | B First K14 071 D Last
Process  “Source Transaction Description
~ VCHR Q,  Accounts Payable Vouchers =

Business Unit

Process  “Business Unit Deseriptio

~ COLUM Q. Columbia University =
|

B save | |[= natify | |2 Refresh Es sdd | |5 UpdateDisplay |

Dates | Preferences | Source [ BU | Bank/ Method | Pay Group i Metting | Draft Ontions

4 | 3
iavascript: submitéction_winO{dacument. wind, #1CPanel3'); [T T | [ memet ERErR

Step Action

20. Validate that the options are appropriate on the Source/BU tab. You can select the
types of transactions from which to process payments. Note: when processing
payments for vouchers from HRPAC (i.e. garnishments, insurance payments), the
CUBUS business unit should be included.
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Training Guide
Payment Processing

Favnvr\tes i MalnvMenu » Accounts Payable > Payments > Pay Cycle Processing » Payment Selection Criteria

y o - P T 2 -
Dates Preferences @_ || Pay Group i Netting Craft Options

Pay Cycle: 081612 Columbia Pay Cycle
Pay From Date: 05/16/2012  Pay Through Date:

@NEWWmdnw “? Help Igfcuamm\zePagE hrlp

05162012 Payment Date: 051 6/2012

First L 4 014 L

Process  “Source Transaction Description

~ WCHR Q) Accounts Payable Youchers

Business Unit First 1 10r1

Process  “Business Unit Deseription

~ COLUM Q. Columbia University

| save | =] notity | [ Retresh | b Add | | Updatemisplay |

Dates | Ereferences | Source S BU | Bank/ Method | Pay Group f Metting | Draft Qntions

3

1 |
T T [ e mieme [ - [ -

iavascript: submitAction_winO{dacument. wind, #1CPanelz;

Step Action

21. Click the Bank / Method tab.
Bank ! Method

Favnvr\tes i MalnvMenu > Acmuntgpayah\e > Daynlents > Pay [y[lefmtessmg » Payment Selection Criteria

@NEWWmdnw 7 Help IfCuamm\zePagE hrlp

/an Group / Metting i Craft Options A

i Source fBU 3

i Dates A Preferences

Pay Cycle: 051812 Golumbia Pay Gycle

04162012 Pay Through Date: 051162012 Payment Date: 08162012

Pay From Dati

Bank Account

FEE

¥ Process

“SetiD: louseT @
“Bank: Q
“Account: aQ

Currency:
Pay Method
Process *Payment Method
2 System Check j

Updateisplay

|E Sawe [] Wotity | |7 Refresh |
Dates | Preferences | Source S BU | Bank f Method | Pay Group f Metting | Draft Options

| 3

4
T T L e mternet - [%0% -

Done

Page 26



m—» Training Guide
Payment Processing

Step

Action

22.

Click the Look up Bank (Alt+5) button to select the bank from which you're
processing payments.

Look Up

Look Up Bank

Bank SetiD: CUSET

JjavascriptzptCommonbj.updatePrompt(document. wind, #1CRow0Y; [T T 36 mieme RS |
Step Action
23. Click the CHASE link.
CHASE
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Training Guide M
Payment Processing

Favnvr\tes i MalnvMenu » Accounts Payable > Payments > Pay Cycle Processing » Payment Selection Criteria

@NEWWmdnw “? Help Igfcuamm\zePagE hrlp

e e
| Dates | Preferences || Source/BU

Eav Group f Netting \H Craft Options A

Pay Cycle: 051612 Columbia Pay Cycle
Pay From Date: 050162012  Pay Through Date: 05M 62012 Payment Date: 050162012
Bank Account Find 10f1
¥ Process =
“SetiD: @

“Bank: Q JPMorgan Chase
*Account: [Ta
Currency:
Pay Method
Process *Payment Method
~ Systern Check j =

UpdateDisplay

[E Ssve] [El Motify ] [r:, Refresh ]

Dates | Preferences | Source [ BU | Bank/ Method | Pay Group f Metting | Draft Ontions

4 3

iavascript:pAction_wind(document. wind, PYCYCL_BNK_BANK_ACCT_KEV§prompt307; T T [ e meeme [ - [®r -

Step Action

24. Select the appropriate account by clicking the Look up Account (Alt+5) button.

Favgfites | Main Mend > Accounts Payable > Payments > Pay Cycle Processing > Payment Selection Criteria

Look Up

Look Up Account

Bank SetiD: CUSET
Bank Code: CHASE
Bank Account: | begins with gl
Bank account #: [begins win 7]

LookU I | Basic Lookup

Search Results

CU JPM Concentration Aceount
CU Accounts Pay:

[T T meme 3~ R -

JiavascriptiptCommonGhi.updatePrompt{document. wind, #ICRow1'l;
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Payment Processing

Step

Action

25.

Click the DISB link.
CISH

ARC™

Favarites

Home
| Main Menu > Accounts Payable » Payments @ Pay Cycle Processing > Payment Selection Criteria

Dates Preferences Source fBU

Pay Group f Metting Draft Options

Pay Cycle: 0516132 Columbia Pay Cycle
Pay From Date: 05182012 Pay Through Date: 05162012 Payment Date: D&M BIZ012
Bank Account i First K1 4004 O Lact
¥ Process =

"SetiD: [cuseT/a

“Bank: [CHASE/Q uPMorgan Chase

“Account: [pisB @ cu accounts Payable

Currency: LS Dollar

Pay Method

Process *Payment Method
Ird System Check j =

B Save | [ Notity | | Retresh B Add UpdateDisplay

Cates | Preferences | Source / BU | Bank/ Method | Pay Group / Metting | Draft Options

ENewwindow  ? Help  [F Customize Page B hitp

niEn

T [

i
7 - [Hio0w -

Step

Action

26.

methods.

Click the Add a new row at row 1 (Alt+7) button to select multiple payment
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Training Guide
Payment Processing

Favnvr\tes i MalnvMenu » Accounts Payable > Payments > Pay Cycle Processing » Payment Selection Criteria

[_EINEWW\TMDW “? Help Efcuammwze?age hrlp

Dazar2 0

Pay Method

f First

Process *Payment Method
~ |Svslem Check j
ird |Svslem Check j

B sawe [S] Metify | | Refresh |

Cates | Preferences | Source / BU | Bank/ Method | Pay Group ! Metting | Draft Options

Dates || Preferences | SourcefBU Pay Group f Metting | Draft Qptions
Pay Cycle: 051812 Golumbia Pay Gycle
Pay From Date: 05618i2012 Pay Through Date: 05M16/2012 Payment Date: 05182012
Bank Account
¥ Process
“SetiD: CUSET @
“Bank: CHASE @4 UPMaorgan Chase
*Account: DIEE QU CU Accounts Payable
Currency: UE Dollar

Add | J UpdsteDisplay

3

[

| 4 € meemet

RS

Step Action

217. Click the Payment Method list.

IEystem Check

=

Favnvmtas i MainvMEnu > Accounts Payable > Payments » Pay Cycle Processing » Payment Selection Criteria

[_ENemednw ? Help E{Custnm\ze?age htm

4]

120f2 1

Pay Method % First

Process *Payment Method

Systern Check

Systern Check

utomated Clearing House
Draft- Custormer EFT
Draft- Custormer Initated
Electranic Funds Transfer
Gira- EFT

Letter of Credit

Systerm Check

B sawe [Z] Metity | | R

Cates | Preferences | Source / B

Dates | Preferences || Source fBU Pay Group i Netting | Draft Options
Pay Cycle: 051612 Golumbia Pay Gyele
Pay From Date: 0561802012 Pay Through Date: 05M16/2012 Payment Date: 050182012
Bank Account
¥ Pracess
“SetiD: [cuseT/ay
‘Bank: MQ JPMargan Chase
*Account: [DIEE @ cu Accounts Payable
Currency: UE Dollar

Add | J UpdsteDisplay

3

L

| g € mtemet

RS
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Payment Processing

Step

Action

28.

Click the Automated Clearing House list item.
|#utarnated Clearing House |

ARC™

Favgfites | Main Mend > Accounts Payable > Payments > Pay Cycle Processing > Payment Selection Criteria

Home

ENewwindow  ? Help  [F Customize Page B hitp

Dates Preferences Source fBU Pay Group f Metting Draft Options

Pay Cycle: 0516132 Columbia Pay Cycle
Pay From Date: 05182012 Pay Through Date: 05162012 Payment Date: D&M BIZ012
Bank Account i First K1 4004 O Lact
¥ Process =
"SetiD: [cuseT/a
“Bank: [CHASE/Q uPMorgan Chase
“Account: [DISB @ U Accounts Payable
Currency: LS Dollar

Pay Method o
Process *Payment Method

Ird System Check j =

Autornated Clearing House

B save | = natify | |2 Refresh By Add | [ & UpdeteiDispiay

Dates | Preferences | Source / BU | Bank/ Method | Bay Group / Mefting | Draft Options

niEn

o

)

7 - [Hio0w -

Step

Action

29.

Click the Payment Method option.
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Training Guide M
Payment Processing

Favnvr\tes i MalnvMenu » Accounts Payable > Payments > Pay Cycle Processing » Payment Selection Criteria

Dates || Preferences | SourcefBU Pay Group f Netting | Draft Qptions |

Pay Cycle: 051812 Golumbia Pay Gycle
Pay From Date: 05618i2012 Pay Through Date: 05M16/2012 Payment Date: 05182012
Bank Account

¥ Process
“SetiD: [cuseT @
‘Bank: [CHASE|Q  JPMorgan Chase
*Account: [DIE8 @ cUAccounts Payable
Currency: UE Dollar
Pay Method
Process *Payment Method
| |Aummaled Clearing House j =
I |Svslem Check j =

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

Upzte/Dizplay

Cates | Preferences | Source / BU | Bank/ Method | Pay Group ! Metting | Draft Options

4

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

=

3

liavascript:submitiction_win0{dacument wind, $1CFieldSSnew 05407 T T [ e mieme

RS

Step Action

30. Click the Add a new row at row 1 (Alt+7) button to create a wire transfer payment

method.
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Favnvr\tes i MalnvMenu » Accounts Payable > Payments > Pay Cycle Processing » Payment Selection Criteria
.
) . . . @NEWWmdnw “? Help Iﬂcuamm\ze Page hrlp
Dates Preferences Source fBU

/an Group / Metting AlE Craft Options A

Pay Cycle: 051812 Golumbia Pay Gycle
Pay From Date: 0511612012 Pay Through Date: 05/ 62012 Payment Date: 051 8i2012

Bank Account

¥ Process

SetiD: jouseT &
“Bank: Q
*Account: Q

Currency:
Pay Method First K3 10r1 D L
Process *Payment Method
~ Systerm Chack j =

| save | £ Retuntosearch | [=] notiry \ |7 Retresh \ Upilate/Display,

Dates | Preferences | Source [ BU | Bank/ Method | Pay Group f Metting | Draft Ontions

. | i

T T [ e mieme [ - [ -

Step

Action

31.

Click in the Bank field.

Favuvmtes MainvMenu > Accuuntipayab\e > Paynlents > Pay Cyclefmcessing > Payment Selection Criteria
Eewwindow 7 Help [ Gustomize Page B it

’Qates (@ Preferences /3nurnatEIU 3 ’an Group / MNetting [ Craft Options )

Pay Cycle: 051612 Columbia Pay Cycle
Pay From Date: 050162012  Pay Through Date: 05M6/2012 Payment Date: 050162012

Bank Account

W Process

“SetiD: CUSET @
‘Bank: | Q
“Account: @

Currency:
Pay Method
Process *Payment Method
Ird System Check j =

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

Add| [ UpdeteDisplay, |

Cates | Preferences | Source / BU | Bank/ Method | Eay Group / Mefting | Draft Options

‘ | i

[ [ [ [ [ mnteme [7a - [Fiom -
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ARC™

Step

Action

32.

Enter the desired information into the Bank field. Enter "CHASE".

Favnvr\tes ! MainvMenu » Accounts Payable > Payments > Pay Cycle Processing » Payment Selection Criteria

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

Dates Preferences Source fBU Eav Group § Netting Craft Options

Pay Cycle: 051612 Golumbia Pay Gyele
Pay From Date: 05618i2012 Pay Through Date: 05M16/2012 Payment Date: 05182012

Bank Account Find
¥ Process =

*SetiD: CUSET @,
‘Bank: CHASE[ @

“Account: Q
Currency:
Pay Method ot Kl 1071 1 Last
Process *Payment Method
2 System Check =l =
B save | | Retuntosesrch | [ Notity | | Refresh | [Bvmoa| [ upoateDispiay,

Dates | Preferences | Source [ BU | Bank/ Method | Pay Group f Metting | Draft Ontions

| 3

[ [ femm

ERERRY

Step

Action

33.

Click in the Account field.

L]
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Favnvr\tes i MalnvMenu » Accounts Payable > Payments > Pay Cycle Processing » Payment Selection Criteria

Dates || Preferences | SourcefBU Pay Group f Netting | Draft Qptions |

@NEWWmdnw “? Help Efcuammwze?age hrlp

Pay Cycle: 051812 Golumbia Pay Gycle

Pay From Date: 05618i2012 Pay Through Date: 05M16/2012 Payment Date: 05182012

Bank Account

FEE

¥ Process

“SetiD: CUSET @,
“Bank: CHASE
*Account: | Q

Currency:
Pay Method First K3 10f1 O Last
Process *Payment Method
~ Systerm Chack j =

B Sswe O RetumtoSesich (] motty ol Refresh

Dates | Preferences | Source [ BU | Bank/ Method | Pay Group f Metting | Draft Ontions

Training Guide
Payment Processing

| 3
RN

[

| €9 meemet

Step Action

34. Wire Payments needs to be paid from the CONC bank account. Enter the desired

information into the Account field. Enter "CONC".

Favgfites | Main Mend > Accounts Payable > Payments > Pay Cycle Processing > Payment Selection Criteria

Dates Preferences Source fBU Pay Group f Metting Draft Options

ENewwindow  ? Help  [F Customize Page = hitp

Pay Cycle: 051612 Columbia Pay Cycle
Pay From Date: 0561662012 Pay Through Date: 05162012 Payment Date: 0511652012

Bank Account

¥ Process

“SetiD: CUSET @
“Bank: CHASE Q

“Account: ’WNCIQ
Currency:
Pay Method
Process *Payment Method
Ird System Check j =

|E Save & Retunto Search | [=] hotity | i Refresh |

Cates | Preferences | Source / BU | Bank/ Method | Pay Group / Metting | Draft Options

|
[ [ meermet 5~ [Foms -

3

: ol
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Payment Processing m

Step Action

35. Click the Payment Method list.
|5ystem Check j|

Favnvmtas i MainvMEnu > Accounts Payable > Payments » Pay Cycle Processing » Payment Selection Criteria

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

Dates Preferences Source fBU

Eav Group § Netting Craft Options e
Pay Cycle: 051612 Golumbia Pay Gyele
Pay From Date: 0561802012 Pay Through Date: 05M16/2012 Payment Date: 050182012
Bank Account
¥ Pracess =
“SetiD: [cuseT/ay
“Bank: [cHagE/Q
“Account: WQ
Currency:
Pay Method C
Process *Payment Method
~ Systerm Chack j =

Automated Clearing House

Draft- Customer Initiated
Electronic Funds Transfer

Gira- EFT
B save | &L Returnto Search ;33&:’&25:} :@ Add: Upilate/Display,

Dates | Preferences | Source f EY\(”e Transfer

T = SrTETETeopo

| 3

T T L e nternet [Fa = [®aew «

Step Action

36. Click the Wire Transfer list item.
[wire Transfer
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Training Guide
Payment Processing

=

@NEWWmdnw “? Help Efcuammwze?age

hitp

Dates || Preferences | SourcefBU Pay Group f Metting | Draft Qptions
Pay Cycle: 051812 Golumbia Pay Gycle
Pay From Date: 0511612012 Pay Through Date: 05/ 62012 Payment Date: 051 8i2012
Bank Account
¥ Process
“SetiD: CUSET @
“Bank: CHASE @
*Account: CONC QL
Currency:

First Kl 10r1 O

Pay Method

Process

&

*Payment Method

B Sswe O RetumtoSesich (] motty ol Refresh

Dates | Preferences | Source [ BU | Bank/ Method | Pay Group f Metting | Draft Ontions

Upilate/Display

3

[

RN

| €9 meemet

Step

Action

37.

Click the Save button.

Favnvmtas i MainvMEnu > Accounts Payable > Payments > Pay Cycle Processing »

Payment Selection Criteria

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

Dates | Preferences || Source fBU Pay Group i Netting | Draft Options
Pay Cycle: 051612 Columbia Pay Cycle
Pay From Date: 04/16i2012  Pay Through Date: 051 62012 Payment Date: 05 Biz012
Bank Account
¥ Pracess
*SetiD: euser o
‘Bank: MQ JPMargan Chase
*Account: [DIEE @ cu Accounts Payable
Currency: UE Dollar

Pay Method

Process *Payment Method
~ |Svslem Check j
| |Au1nmalen Clearing House j

B sawe [S] Metify | | Refresh |

Cates | Preferences | Source / BU | Bank/ Method | Pay Group ! Metting | Draft Options

Add | J UpdsteDisplay

| 3

L

| e [ meemet

RS
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Payment Processing

Step

Action

38.

Click the Pay Cycle Processing button.
F‘ay Cyile F‘rDEESSing|

Favorites  Main Menu > Accounts Payable > Payments > Pay Cvdegmcesmu > Payment Selection Criteria —
Eremiindon P Help  [E Customize Page B nitp
Dates Preferences Snource f AU Bank f Method % Ea!’“::enlt i?ecmm Criteria
3y Cycle Manager
Pay Cycle: 051612 Columpia Pay Cye | ] Pay Cycle Job
PayFram Date: 05182012 Pay Through Date: % @;QSE‘RZD;';‘;E Payment #2012
] Emal Payment advice
¥ Process (5] Cancel Rescheduled Payments
*SetiD: fpuseT @
“Bank: [CHASE/Q uPMorgan Chase
“Account: [DISE @ cU Accounts Payable
Currency: LS Dollar
Pay Method
Process *Payment Method
Ird |Syslem Check j =
| [Automated Clearing House = =]
5 save | |[= natify | |2 Refresh [Ev Add | |5 UpdeteiDisplay
Dates | Preferences | Source / BU | Bank/ Method | Bay Group / Mefting | Draft Options
4 | »
[ [ [ [ [ mneme 5~ [Fomm -

Step

Action

39.

Click the Pay Cycle Manager button to process the Pay Cycle.
| D Pay Cycle Manager |
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Pay Cycle Manager

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

Favnvr\tes i MalnvMenu > Accounts Payable > Payments > Pay Cycle Processing » Pay Cycle Manager

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

Pay lee:mﬂiq

| Search || Clear |Basic Gearch [ Save Search Criteria

Done

Training Guide
Payment Processing

A newwindow 7 Help B nip

neen

[

| 3

R

Step

Action

40.

Click in the Pay Cycle field.

Favuvmtes

Pay Cycle Manager

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

Main Menu > Accuuntipayab\e > Paynlents > Pay Cyclefmcessing > Pay Cycle Manager

Home

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

Pay mle:ml\iq

\Sﬂﬂ Clear | masic Search B Save Search Criteria

Dione

D ewwindow 7 Help B hitp

hitn

L

[ [ mternet

| »
7 - [wio0w -
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Payment Processing

Step

Action

41.

Enter the Pay Cycle ID you created at the beginning of the Pay Cycle process. Enter
the desired information into the Pay Cycle field. Enter "051612".

Favarites | Main Meru » Accounts Payable » Payments » Pay Cycle Processing > Pay Cycle Manager

Elewtindow  ? Help B hitp

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

Find an Existing Yalue

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

Pay Cycle:|= ¥|[051812 Q

Search Clear |Basic Search [§) Save Search Criteria

Search (A1)

| »
Internet g v | m0wm -
& V7

[

Done

Step

Action

42.

Click the Search button.
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Pay Cycle Manager

Pay Cytle:

051612 Columhbia Pay Cycle

Favnvr\tes i MalnvMenu > Accounts Payable > Payments > Pay Cycle Processing » Pay Cycle Manager

@NEWWmdnw “? Help Efcuammwze?age hrlp

Training Guide
Payment Processing

Selection Criteria

Approve

Trial Register

Reference Confirmation

Draft Staging Approval

Status: Mew - Reftesh  myocaee wonitor Details
Pay From Date: 05162012 Pracess Server Step Hame
Pay Through Date: 05M 62013 . Process | [PEUNK @] Payment Selection
Payment Date: 0anerzmz | Process | [PsUNX x| |Payment Selection & Creation
Schedule Payments Selected: a Surnmary Details
Server: ud [
Pay Cycle Errar Digcount Lost Discount Denied Withholding Bank Replacement Financial Sanctions Exceptions

Pay Cycle Results

st K 1or1 O st

WAL GO [ Acsitionalinfa |

Deseription Bank Account Status: Server Hame: ‘Output Type  Output Destination

B Sswe O RetumtoSesich (<] noity
4 [ v
Done T T [ mteme [Fa = [mae «

Step Action

43.

Process

Click the Process button to run the Payment Selection process and select
transactions for payment based off on the preferences information defined in the
Pay Cycle Processing Criteria page you created for the Pay Cycle.
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Favnvr\tes i MalnvMenu > Accounts Payable > Payments > Pay Cycle Processing » Pay Cycle Manager

@NEWWmdnw “? Help Efcuammwze?age
saved

Pay Cycle Manager
Pay Cycle: 051612  Columbia Pay Cycle

Selection Criteria Approve Trial Register Reference Confirmation Draft Staging Approval ‘

Status: Running W‘ Process Monitor
Pay From Date: 05M6/2012

Pay Through Date: 05162012

Payment Date: 05M 62012

Schedule Payments Selected: a Summary Details

Server: B e

Pay Cycle Error Discount Lost Discount Denied Withhalding Bank Replacement Financial Sanctions Exceptions

Pay Cycle Results C Find First K11 oF1 D ast
™ Main I © Addtiorl Infa

Description Bank Account Status Server Hame: “Output Type Output Destination

| save | £ Retunto Search | [=] watity |

4 [ v

Done T T [ mteme [Fa = [®ae -«

Step

Action

44,

Click the Process Monitor link to see when the process has completed.

Frocess Monito

Favorites | MainMenu > Accounts Payable » Payments > Pay Cycle Processing > Pay Cycle Manager
B R D rewwindow P Help Efcusturmze Page hrlp =
Server List
iew Process Request For
user ID: BP_TEST_06 QL Type: | =] [rest =l 1 [oas = | Refresh |
[ @ Instance: | o |
= ¥ Save On Refresh
Select Instance Seq. Process Type Process Hame User Run Date/Time
= 19183 Application Engine AF_APYZO1S  AR_TEST_06 05M6/201210:14.03AM EDT (Queued A Details
[l 19148 Application Engine AP_APY2055  AP_TEST_06 0516/2012 8:53:31AM EDT Success Pasted Details
= 18902 S0OR Process FINZ02Z5 AF_TEST_06 05152012 2:49.:39PM EOT Success Posted Details
[l 18401 S0R Pracess FINZ025 AP_TEST_06 05M5/2012 2:48:22PM EOT Success Pasted Details
= 18896 S0OR Process FINZ02Z5 AF_TEST_0B 051152012 2:31.37PM EOT Success Posted Details
[l 18883 Application Engine AP_APY2055  AP_TEST_08 05152012 1:53:50PM EOT Success Posted Details
[l 18797 Application Engine AP_APY2050  AP_TEST_06 05/15/201211.04:49AM EDT Success Fosted Details
[l 18784 Application Engine ZCU_CHKGEN AP_TEST_06 05M5/2012 11025540 EDT Success Posted Details
= 18787 S0OR Process FINZ02Z5 AR_TEST_06 05152012 10:55.27AM EDT Success Posted Details
[l 18785 Application Engine AP_APY2015  AP_TEST_06 05152012 10:51 4540 EDT Success Posted Details
= 18777 Application Engine AF_APYZO015  AR_TEST_06 05M1%2012 1046 41AM EDT success Posted Details j=
[l 18765 Application Engine AP_APY2015  AP_TEST_06 05M5/2012 10:40054M EDT Success Posted Details
= 18759 Application Engine AF_APYZO019  AR_TEST_06 051152012 10:37:49AM EDT success Posted Details
[l 18754 50R Process FINZ025 AP_TEST_06 05M5/2012 10:35 4840 EDT Success Posted Details
= 18753 Application Engine AF_APYZ055  AF_TEST_06 05152012 10:35:09AM EDT success Posted Details
- 18751 Application Engine AP_APY2050 AP_TEST_06 05M15/201210:32:53AM ECT Success Posted Details
= 18750 Application Engine ZCU_CHKGEN AF_TEST_06 05152012 10:32:39AM EDT success Posted Details
- 18748 Application Engine AP_APY2015 AP_TEST_06 05M15/201210:32:33AM ECT Success Posted Details
4
Dn!’\e [ [ [ [ [ mneme l [7a - [Fom -
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Step

Action

45.

Click the Refresh button until the Run Status of the Process is "Success™ and the
Distribution Status is "Posted".

ARC™

Favuvﬂtes MalnvMEnu 3 A::Duntipayah\e 3 F‘aynlents > Pay Cy:lefru:esslng > Pay Cycle Manager

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

niEn

Server List
User ID: [4P_TEST_05 |, Type: | =] [rest = 1 [oas = Refresh
Server: | j Hame: | Q Inmance:‘ to |
N m— T P sm o

Process List

Select Instance Seq. Process Type Process Hame User Run Date/Time Run Status

[l 19183 Application Engine AP_APY20145  AP_TEST_06 05M16/20121014:03AM EDT Success Fosted Details
[l 19148 Application Engine AP_APY2055  AP_TEST_06 0516/2012 8:53:31AM EDT Success Pasted Details
= 18902 S0OR Process FINZ02Z5 AF_TEST_06 05152012 2:49.:39PM EOT Success Posted Details
= 18787 S0OR Process FINZ02Z5 AR_TEST_06 051 /2012 10:5527AM EDT Success Posted Details
[ | 18785 Application Engine AP_APY2015  AP_TEST_06 05M5/2012 10:51:45AM EDT Success Pasted Details
- 18777 Application Engine AP_APY20145  AP_TEST_06 05M15/201210.46:41AM EDT Success Posted Details
[ | 18765 Application Engine AP_APY2015  AP_TEST_06 05M5/2012 10:40:054M EDT Success Posted Details
- 18753 Application Engine AP_APY20145  AP_TEST_06 05/15/201210:37:49AM EDT Success Posted Details
[ | 18754 50R Process FIrZ025 AP_TEST_06 05M5/2012 10:35. 4840 EDT Success Posted Details
= 18753 Application Engine AF_APYZO055  AR_TEST_06 05M1%201210:35:09AM EDT success Paosted Details
[ | 18751 Application Engine AP_APY2050  AP_TEST_06 05M5/2012 10:32:53AM EDT Success Posted Details b
= 18750 Application Engine ZCU_CHKGEN AR_TEST_06 05M1 %2012 10:32:39AM EDT success Paosted Details
- 18748 Application Engine AP_APY2015  AP_TEST_06 05M15/201210:32:33AM ECT Success Posted Details
= 18748 Application Engine AF_APYZO01S  AR_TEST_06 05M %2012 10:32:03AM EDT success Paosted Details
- 18735 Application Engine AP_APY2015  AP_TEST_0B 05M15/201210:24128M ECT Success Posted Details

Go hackio Pay Cycle Manager

H100% - g

Step

Action

46.

Click the Go back to Pay Cycle Manager link.
|G|:| back to Pay Cyile Manader |
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Payment Processing M

Favnvr\tes i MalnvMenu > Accounts Payable > Payments > Pay Cycle Processing » Pay Cycle Manager

Pay Cycle Manager

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

Pay lee:mﬂiq

| Search || Clear |Basic Gearch [ Save Search Criteria

Enewwindow 7 Help B np

| 3

Done

’7’7’7‘ ‘ | |° Internet

R

Step Action

47.
the Pay Cycle field. Enter "051612".

Search for the appropriate Pay Cycle again by entering the Pay Cycle ID into

Favarites | Main Meru » Accounts Payable » Payments » Pay Cycle Processing > Pay Cycle Manager

& Newe indow
Pay Cycle Manager

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

Pay Cycle:|= ¥|[051812 Q

| Search | Clear |gasic search [ Save Search Criteria

|
Done

? Help hitp

=

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

3
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M Payment Processing

Step Action

48, Click the Search button.

Favnvmtas i MainvMEnu > Accounts Payable > Payments » Pay Cycle Processing » Pay Cycle Manager

[_ENemednw ? Help E{Custnm\ze?age

Pay Cycle Manager

hitp

hita

Pay Cycle: 051612  Columbia Pay Cycle
Selection Criteria Approve Trial Register Reference Confirmation Draft Staging Approval

Status: Selected | Refresh | Erocess Monitor Details
Pay From Date: 05M 62012 Process Server Step Hame
Pay Through Date: 05M 62012 . Process \ lm Payment Creation
Payment Date: 05A6/2012
Schedule Payments Selected: 2 Surnmary Details
Server: lﬁ W'
Pay Cycle Error Discount Lost Discount Denied Withhalding Bank Replacement Financial Sanctions Exceptions

Pay Cycle Results
Ve Information: e Cr

Description Bank Account Status Server Hame: “Qutput Type Output Destination

|E save | £\ Returnto Search | =] Nty

[ >

L

Done

| [ mtemet ERERY

Step Action

49. Click the Details link to view the transactions selected for payment.
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Payment Processing M

Favnvr\tes i MalnvMenu > Accounts Payable > Payments > Pay Cycle Processing » Pay Cycle Manager

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

=

Pay Cycle Details

Pay Cycle Data

Pay Cycle: WQ Columbia Pay Cycle Pay Cyile Summary Pay Cycle Manager

Business Unit: [ ]2 advicen: [ - woice: | Q@
Vendor SetiD: [ la remit vendor: | I = Y Address: [ @ ogation: [ @
Bank SetiD: [ |@ Bankcode: [ & Bank Account: [ @ methos: |

Payment Handing: [ @ PpaymentCurrency: e [seatch | [ ciear |

Pay Cycle Details

(" Payment Detsils || Additional Details

“Action Hold Reason Source  Business Unit |\|’]Tmher Payment Count Invoice  Remit Vendor  Short Vendor Hame Address
[rone E | Q WCHR  cOLUM 00004169 1IMV123 0000000005 JAPAN PUB TRAD 1
[rone =l @ VCHR  coLUM 00004171 1/IMV4SE 0000000009 | A1WEINBERG 1
| HoldAl | | EscludeAl | Geparate Al Total Paid Amount: 250,00 USD

Total Gross Amount: 25000 USD
Total Discount Amount: 000 USD
Total Late Charge Amount: 000 USD
B sawe | [Z] ety |
4 | 3
[T T 36 mieme [ - [ -

Step Action

50. Once on this page, you can select different actions on a particular voucher by

clicking the Action menu.
|N|:|ne
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Payment Processing

ARC

Favnvr\tes i MalnvMenu > Accounts Payable > Payments > Pay Cycle Processing » Pay Cycle Manager

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

Pay Cycle Details

Pay Cycle Data

Pay Cycle: WO\ Columbia Pay Cycle Pay Cyile Summary Pay Cycle Manager

Business Unit: [ ]2 advicen: [ - woice: | Q@
Vendor SetiD: [ la remit vendor: | I = Y Address: [ @ ogation: [ @
Bank SetiD: [ |@ Bankcode: [ & Bank Account: [ @ methos: |
Payment Handling: [ @ PpaymentCurrency: [Ta | gearth Clear

Customize | Find |
Paymert Details || Additional Details

“Bction Hold Reason Source  Business Unit |\|’]Tmher Payment Count Invoice  Remit Vendor  Short Vendor Hame Address
[rone = Q. VCHR  coLum 00004169 1IMv123 0000000005 JAPAN PUB TRAD 1
e Q. VCHR  coLum 00004171 1/IMv456 0000000009 A1WEINBERG 1
Hold & Separate
Mone I .

Separate Gl | w302 Tatal Paid Amount: 25000 USD
Total Gross Amount: 250.00 USD
Total Discount Amount: 0.00 USD
Total Late Charge Amount; 000 USD
B save | [ Hatify
. | i
[T T 36 mieme [% - " -

Step Action

51. These are the available options for each voucher. By selecting Exclude, this voucher

will be excluded from this particular Pay Cycle and will disappear after you have
saved your selection.

Putting a transaction on Hold will delay the Payment from being processed and a
Hold Reason is necessary. Hold & Separate will both hold the transaction (a Hold
Reason is necessary) and create separate payment for this voucher (separate is only
really used when two payments are being processed to the same vendor).

None means that no special action will be taken on this voucher, and it will be
processed in this Pay Cycle.

Separate is used when processing two payments to the same vendor and is used to
indicate that you would like to create two separate payments.
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Favnvr\tes i MalnvMenu > Accounts Payable > Payments > Pay Cycle Processing » Pay Cycle Manager

F Newwindow P Help  [& Customize Page B hitp

o
Pay Cycle Details

Pay Cycle Data

Pay Cycle: WQ Columbia Pay Cycle Pay Cyile Summary Pay Cycle Manager

Business Unit: [ ]2 advicen: [ - woice: | Q@
Vendor SetiD: [ la remit vendor: | I = Y Address: [ @ ogation: [ @
Bank SetiD: [ |@ Bankcode: [ & Bank Account: [ @ methos: |
Payment Handing: [ @ PpaymentCurrency: e [seatch | [ ciear |

Pay Cycle Details
r

{ Payment Details || Additional Details |

“Action Hold Reason Source  Business Unit |\|’]Tmher Payment Count Invoice  Remit Vendor  Short Vendor Hame Address
[Waone =l | Q. VCHR  coLum 00004169 1Mv123 0000000005 | JAPAN PUB TRAD 1
[Wane =l Q. VCHR  coLum 00004171 1 IMv456 0000000009 A|WEINBERG 1
| HoldAl | | EscludeAl | Geparate Al Total Paid Amount: 250.00 USD

Total Gross Amount: 250.00 USD
Total Discount Amount: 0.00 USD
Total Late Charge Amount: 0.00 USD
B sawe | [Z] ety |
4 | 3
[T T 36 mieme [ - [ -

Step Action

52. Click the Save button.

Favnvmtas i MainvMEnu > Accounts Payable > Payments » Pay Cycle Processing » Pay Cycle Manager

FNewWindow 7 Help  [5 Custamize Page [ hitp

fi=t
Pay Cycle Details

Pay Cycle Data

Pay Cycle: W@\ Columbia Pay Cycle Paw Cyile Summary Pav Cycle Manaier

Business Unit: [ advice: [ e woice: | @
Vendor SetiD: [ |& Remit vendor: | I = Address: [ @ rocation: [ @
Bank SetiD: [ & Bankcoue: [Ta

Bank Account: Q Method:
Payment Currency: Q |

Payment Handling: [ Search \ | Clear |

Pay Cycle Details
-

| Payment Detls

| Additional Details |

Hold Reason Source BusinessUnt  |"°“*P®T  nimentCount |inwoice  RemitVendor  [Shart Wendor Hame Address
j ‘ Q. WCHR CoLuUmM 00004169 1 INV123 0000000005 JAPAN PUB TRAD 1
j ‘ @, WCHR coLunm Qoo04171 1 INV45E 0000000009 A |WEINBERG 1
| Heldal | ExcludeAl | SeparateAll \ Total Paid Amount: 250.00 USD
Total Gross Amount: 250.00 UsD
Total Discount Amount: 0.00 USD
Total Late Charge Amount: 0.00 USD
B save | =] ety |
4 »
[T T [3ememet ERErER
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Step Action

53. Click the Pay Cycle Manager link.

|F'ai Cyile Managed

Favarites | Main Meru » Accounts Payable » Payments » Pay Cycle Processing > Pay Cycle Manager

Pay Cycle Manager

Pay Cycle: 051612 Columbia Pay Cycle

ENewwindow  ? Help  [F Customize Page hrlp

Selection Criteria Approve Trial Register Reference Confirmation Draft Staging Approval

Status: Selected Reffesh | process Monior Details

Pay From Date: 0516/2012 Process Server Step Hame

Pay Through Date: 0516/2012 | Process | PSUNX >| Payment Creation

Payment Date: 05162012

Schedule Payments Selected: 2 Summary Details

Server: lﬁ W'

Pay Cycle Errar Digcount Lost Discount Denied Withholding Bank Replacement Financial Sanctions Exceptions
Pay Cycle Results
™ Wein Information TRCCE L

Description Bank Account Status: Server Hame “Output Type Output Destination

(B Ssws 2L RetumtoSesrch  [S] Hotity

[ v

bone [ [ [ [ [ mneme

75 - [Hio0w -

Step Action

54. Click the Process button to run the Payment Creation process.
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Favnvr\tes i MalnvMenu > Accounts Payable > Payments > Pay Cycle Processing » Pay Cycle Manager

@NEWWmdnw “? Help Efcuammwze?age
saved

Pay Cycle Manager
Pay Cycle: 051612  Columbia Pay Cycle

Selection Criteria Approve Trial Register Reference Confirmation Draft Staging Approval ‘

Status: Running W‘ Process Monitor
Pay From Date: 05M6/2012

Pay Through Date: 05162012

Payment Date: 05M 62012

Schedule Payments Selected: 2 Burmmary Details

Server: B e

Pay Cycle Error Discount Lost Discount Denied Withhalding Bank Replacement Financial Sanctions Exceptions

Pay Cycle Results C Find First K11 oF1 D ast
™ Main I © Addtiorl Infa

Description Bank Account Status Server Hame: “Output Type Output Destination

| save | £ Retunto Search | [=] watity |

4 [ v

Done T T [ mteme [Fa = [®ae -«

Step

Action

55.

Click the Process Monitor link.

Frocess Monito

Favorites | MainMenu > Accounts Payable » Payments > Pay Cycle Processing > Pay Cycle Manager
B R D rewwindow P Help Efcusturmze Page hrlp =
Server List
iew Process Request For
user ID: BP_TEST_06 QL Type: | =] [rest =l 1 [oas = | Refresh |
[ @ Instance: | o |
= ¥ Save On Refresh
Select Instance Seq. Process Type Process Hame User Run Date/Time
= 19188 Application Engine AF_APYZO01S  AR_TEST_06 05M6/201210:1808AM EDT mm
[l 19183 Application Engine AP_APY2015  AP_TEST_06 05M6/201210:14:03AM EDT Success Pasted Details
[l 19148 Application Engine AP_APY2055 AP_TEST_06 05M16/2012 8:63:31AM EDT Success Fosted Details
[l 18402 S0R Pracess FINZ025 AP_TEST_06 05M5/2012 2:48:38PM EOT Success Pasted Details
= 18901 S0OR Process FINZ02Z5 AF_TEST_06 05152012 2:49.22PM EOT Success Posted Details
[l 18896 50R Process FINZ025 AP_TEST_06 05152012 2:3137Pw EOT Success Posted Details
[l 18883 Application Engine AP_APY2055  AP_TEST_06 05/15/2012 1:63:50PW EDCT Success Fosted Details
[l 18787 Application Engine AP_APY2050  AP_TEST_06 05M5/2012 11044940 EDT Success Posted Details
[l 18734 Application Engine ZCU_CHKGEMN AP_TEST_06 05/15/201211.02:55AM ECT Success Fosted Details
[l 18787 50R Process FINZ025 AP_TEST_06 05152012 1055 27TAM EDT Success Posted Details |
= 18785 Application Engine AF_APYZO019  AR_TEST_06 05M1%201210:91:45AM EDT success Posted Details
[l 18777 Application Engine AP_APY2015  AP_TEST_06 05M5/2012 1046 41AM EDT Success Posted Details
= 18765 Application Engine AF_APYZO015  AR_TEST_06 051152012 10:40:09AM EDT success Posted Details
[l 18758 Application Engine AP_APY2015  AP_TEST_06 05M5/2012 10:37 49AM EDT Success Posted Details
= 18754 SR Process FINZ025 AF_TEST_06 05152012 10:35:48AM EDT success Posted Details
- 18753 Application Engine AP_APY2055 AP_TEST_06 05/15/201210:35:094M ECT Success Posted Details
= 18751 Application Engine AF_APYZOS0  AR_TEST_06 05M1 %2012 10:32:83AM EDT success Posted Details
- 18750 Application Engine ZCU_CHKGEM AP_TEST_06 05/15/201210:32:358M ECT Success Posted Details
4
Dn!’\e [ [ [ [ [ mneme l [7a - [Fom -
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Step

Action

56.

Click the Refresh button until the Run Status is "Success" and the Distribution
Status is "Posted".

Favuvﬂtes MalnvMEnu 3 A::Dunti Payable > F‘aynlents > Pay Cy:lefru:esslng > Pay Cycle Manager
D rewwindow P Help E,)Custurmze Page hrlp =
Server List
View Process Request For
User ID: [4P_TEST_05 | Type: | =] [rest = 1 [oas = Refresh
Server: | j Mame: | @ Instance: ‘ to |
M — S s
Process List
Select Instance Seq. Process Type Process Hame User Run Date/Time Run Statys  DStrIOUNON gy
[l 19186 Application Engine AP_APY20145  AP_TEST_06 05M16/20121018:08AM EDT Success Fosted Details
[l 19183 Application Engine AP_APY2015  AP_TEST_06 05M6/201210:14:03AM EDT Success Pasted Details
[l 19148 Application Engine AP_APY2055 AP_TEST_06 05M16/2012 8:63:31AM EDT Success Fosted Details
[l 18402 50R Process FINZ025 AP_TEST_06 051 5/2012 2:48:38PM EOT Success Posted Details
= 18901 S0OR Process FINZ02Z5 AF_TEST_06 05152012 2:49.22PM EOT Success Posted Details
[l 18896 50R Process FINZ025 AP_TEST_06 05152012 2:3137Pw EOT Success Posted Details
= 18889 Application Engine AF_APYZ055  AF_TEST_06 05152012 1:53:50PM EDT success Posted Details
[l 18787 Application Engine AP_APY2050  AP_TEST_06 05M5/2012 11044940 EDT Success Posted Details
= 18794 Application Engine ZCU_CHKGEN AF_TEST_06 05152012 11:02:959AM EDT success Posted Details
[ 18787 S0R Process FINZ025 AP_TEST_06 05M5/2012 1055 27TAM EDT Success Posted Details |
= 18785 Application Engine AF_APYZO019  AR_TEST_06 05M1%201210:91:45AM EDT success Posted Details
- 18777 Application Engine AP_APY2015  AP_TEST_06 05M15/201210:46:41AM ECT Success Posted Details
= 18765 Application Engine AP_APYZ015  AP_TEST_0B 05/15/2012 10:40:05AM EDT Success Posted Details
- 18759 Application Engine AP_APY2015  AP_TEST_06 05M15/201210:37:49AM ECT Success Posted Details
= 18754 SQR Pracess FInz2025 AP_TEST_06 051572012 10:35:484M EDT Success Posted Details
- 18753 Application Engine AP_APY2055 AP_TEST_06 05/15/201210:35:094M ECT Success Posted Details
= |[1e751 Application Engine AP_APYZ050  AP_TEST 06 05/15/201210:32:53AM EDT Success Posted Details.
18750 Application Engine ZCU_CHKGEM AP_TEST_06 05/15/201210:32:358M ECT Success Posted Details
4
Dn!’\e [T [demteme : [Fa - [Hao0e -

Step

Action

57.

Click the button of the scrollbar.
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Favnvr\tes MalnvMenu > Accounts Payable > Payments > Pay Cycle Processing » Pay Cycle Manager

[ | 19148 Application Engine AP_APY2056 AP_TEST_06 05/16/2012 8:63:31AM EDT Success
= 18902 S0OR Process FINZ025 AP_TEST_0B 0511 %/2012 2:49.:20PM EDT Success
[ | 18001 80R Pracess FINZ025 AP_TEST_06 05M16/2012 2:43:22PM EOT Success
= 18898 S0OR Process FINZ025 AP_TEST_DB 051 %/2012 2:31.37PM EDT Success
[ | 18883 Application Engine AP_APY2055 AP_TEST_06 05M5/2012 1:53:50PM EOT Success
= 18797 Application Engine AP_APY2050 AP_TEST_08 05152012 11.04.49AM EDT Success
[ | 18784 Application Engine ZCU_CHKGEN AP_TEST_06 05M5/2012 11:02:554M EDT Success
= 18787 S0OR Process FINZ025 AP_TEST_DB 0511 5/201210:5527AM EDT Success
[ | 18785 Application Engine AP_APY2015  AP_TEST_06 05M5/2012 10:51:45AM EDT Success
= 18777 Application Engine AF_APYZONG  AR_TEST_06 05M %2012 1046 41AM EDT Success
[ | 18765 Application Engine AP_APY2015  AP_TEST_06 05M5/2012 10:40:054M EDT Success
= 18759 Application Engine AF_APYZONG  AR_TEST_06 05M %2012 10:37 49AM EDT Success
[ | 18754 S0R Pracess FIrZ025 AP_TEST_06 05M5/2012 10:35:48AM EDT Success
= 18753 Application Engine AF_APYZO055  AR_TEST_06 05M %2012 10:35.09AM EDT Success
[ | 18751 Application Engine AP_APY2050  AP_TEST_06 05M5/2012 10:32:53AM EDT Success
= 18750 Application Engine ZCU_CHKGEM AR_TEST_06 051 %2012 10:32.35AM EDT Success
[ | 18743 Application Engine AP_APY2015  AP_TEST_06 05M5/2012 10:32:33AM EDT Success
= 18748 Application Engine AF_APYZONG AR_TEST_06 05M %2012 10:3203AM EDT Success
[ | 18735 Application Engine AP_APY2015  AP_TEST_06 05M5/201210:2412AM EDT Success

Go backto Pay Cycle Manager

5 save [=] notify

Pracess List| Server List

4

Postad Details |

Posted Details
Pasted Details
Posted Details
Pasted Details
Posted Details
Pasted Details
Posted Details
Pasted Details
Posted Details
Pasted Details
Posted Details
Pasted Details
Posted Details
Posted Details
Posted Details
Posted Details
Posted Details

Posted Details

javascript:haction_wind(document. wind, PMN_GO_HOME_WRK_HOME_LINK', 0, 0, 'Go back to Pay Cycle 8Manager’, fase, | | | |

| ol |
| 4 |6 mtemet RN

Step Action

58. Click the Go back to Pay Cycle Manager link.

|G|:| backto Pay Cyele Managej

Favarites | Main Meru » Accounts Payable » Payments » Pay Cycle Processing > Pay Cycle Manager

Pay Cycle Manager

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

E ewwindow P Help B hitp

=

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

Pay mle:ml\iq

Search Clear |Basic Search [§) Save Search Criteria

| »

i il

[ [ [ meeme: 5~ [Foms -
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Step Action

59. Click in the Pay Cycle field.

worklist | Addto Favorites |
Favuvmtes MainvMenu > Accuuntipayab\e > Paynlents > Pay Cyclefmcessing > Pay Cycle Manager
& New Window 7 Help hrlp

Pay Cycle Manager

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

Find an Existing Yalue

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

Pay Cycle:|= = | Q

: Search Clear  |Basic Search [§ Save Search Criferia

‘ | i
Done [ [ [ [ mnteme Vo~ [Fiom -

Step Action

60. Search for the appropriate Pay Cycle by entering the Pay Cycle ID into the Pay
Cycle field. Enter "051612".
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Favnvr\tes i MalnvMenu > Accounts Payable > Payments > Pay Cycle Processing » Pay Cycle Manager
Eewwindow 2 Help B ntp

Pay Cycle Manager

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

Pay Cycle:|= x|[051617 Q

| Search || Clear |Basic Gearch [ Save Search Criteria

Search (Alt+1)

4 | 3

Done T T [ mteme [Fa = [®aew «

Step Action

61. Click the Search button.

Favnvmtas i MainvMEnu > Accounts Payable > Payments » Pay Cycle Processing » Pay Cycle Manager

FNewWindow 7 Help  [5 Custamize Page [ hitp

hita

Pay Cycle Manager
Pay Cycle: 051612  Columbia Pay Cycle
Selection Criteria Approve Trial Redister Reference Confirmation Draft Staging Approval

Status: Greated | Reffesh | pyncace ponitor
Pay From Date: 05M6/2012

Pay Through Date: 05M6/2012

Payment Date: 051672012

Schedule Payments Selected: 2 Surmmary Details

Pay Cycle Error Discount Lost Discount Denied Withhalding Bank Replacement Financial Sanctions Exceptions

Pay Cycle Results

First K11 or1 D Lot
-
Main |

 Additional Info |

Description Bank Account Status Server Hame: “Qutput Type Output Destination

CHASE DIsB Created

| save | £\ Returnto Search | =] hatity

[ >

Done [T T [ e meeme 5 - [Hamw -
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Action

62.

report.
Trial Redister

Click the Trial Register link to run the Trial Register report and see what vouchers
are being paid. The Trial Register can only be reviewed after payment selection and
payment creation. Once the pay cycle is completed, no data will be produced in the

ARC

Trial Register

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

Find an Ex Add a New Yalue

FavuvmteséMainvMenu > Accountgpayable > Payrgents > Paycvc\efmcessmg > Pay Cycle Manager

Lirmit the nurmber of results to (up to 3003 (300
Run Control ID: [ begins with =] |

I” case Sensitive

Search Clear  |Basic Search [ Save Search Criteria

Find an Existing Walue |Add a e Value

Eewwindow 7 Help B hitp

o

Dione

L

[ [ mtermet

[ 75 - | % 100%

T 4

Step

Action

63.

Click the Add a New Value tab.

| Add a Mew Yalue
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ARC

Favnvr\tes'MalnvMenu > Accounts Payable > Payments > Pay Cycle Processing »  Pay Cycle Manager

Enewwindow 7 Help B np

Trial Register

Find an Existing Yalue

Run Control ID: |

CoAdd

Find an Existing Yalue |Add a Mew Value

| 3
Done

T T [3 e mieme [ - [®wr -

Step Action

64. A Run Control ID is a way to identify the particular report you are running. Run
Control IDs are used in PeopleSoft each time you submit a report or any other batch
process. All the criteria used to specify a process are saved so that they can be

remembered for future submissions. Enter the desired information into the Run
Control ID field. Enter "Pay Report".
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Favnvr\tes'MalnvMenu > Accounts Payable > Payments > Pay Cycle Processing »  Pay Cycle Manager

A newwindow 7 Help B nip

neen

Trial Register

Find an Existing Yalue

Run Control ID:[Fay_Repor]

L oAdd

Find an Existing Yalue |Add a Mew Value

| 3
Done RS

Step Action

65. Click the Add button.

FavnvmtasEMainvMEnu > Accounts Payable > Payments > Pay Cycle Processing > Pay Cycle Manager

[_ENemednw ? Help E{Custnm\ze?age htm

hita

Register

Run Control ID: Pa

Report Manager F‘mcessMumlurl R ‘

Language:

Report Request Parameters

Pay Cycle: Q

Pay Cycle Manager

| seve | =] atify | [Er Add | & UpdateiDisplay |

Done

[T [3ememet ERErR
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66.

Click in the Pay Cycle field.

ARC

FavuvmteséMainvMenu > Accountgpayable > Payrgents > Paycvc\efmcessmg > Pay Cycle Manager

Eewwindow 7 Help [ Gustomize Page B it

Register

Run Control ID:  Pay_Report Report Manater  Pracess Monitor |- RYN

Language: English j'
Report Request Parameters

Pay Cycle: | Q Pay Cytle Marnaner
B save | =] oty :@ Add: UpdateiDisplay
Done [T [ meeme [7a - [Fiom -
Step Action

67.

Enter the Pay Cycle for which you want to run the report. Enter the desired
information into the Pay Cycle field. Enter "051612".

Page 58
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[_EINEWW\TMDW “? Help Efcuammwze Page hrlp
Register
Run Control ID:  Pay_Report Report Manager  Process Monitar | Run |
Language: English j'
Report Request Parameters
Pay Cycle: 051612 |Q Pay Cvele Manager
B save | |[=] notify | | B Add | Update/Display |
Done T T [ mteme [Fa = [®aw « )

Training Guide
Payment Processing

Step

Action

68.

Click the Run button.

FavnvmtasEMainvMEnu > Accounts Payable > Payments > Pay Cycle Processing > Pay Cycle Manager

[_ENemednw ? Help E{Custnm\ze?age htm

Process Scheduler Request

UserID: AF_TEST_DG Run ControlID: Pay_Report

Server Name: 2 Run Date: [0571 872012
Recurrence: E Run Time: 11:30:3544 521121062t |

Time Zone: Q

Select Description Process Hame Process Type *Type *Format Distribution
[ Trial Register APX2030 HML Publisher Wieh x| |POF ¥ | Distribution
r Trial Register APY2030- Crystal Wiieh *| |POF ~| Distribution
e Ok | [ EaNERI |
Done [T 36 meme [%h « % -
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Step Action

69. Select the appropriate Server Name by clicking on the Server Name Menu.

PSR

Process Scheduler Request

UserID: AF_TEST_0G

Favnvr\tes'MalnvMenu > Accounts Payable > Payments > Pay Cycle Processing »  Pay Cycle Manager

Run Control ID: Fay_Repaort

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

Server Name:

Time Zone: Q

Select Deseription
[ Trial Register

r Trial Register

oK Cancel

Run Date: |05/16/2012 E]
Run Time; | 11:30:38AM [

PEMNT
Recurrence: j'

Resetto Current DaterTime

Wieh x| |PDF x| Distribution

*Format Distribution

=| |PDF x| Distribution

Done

[T 36 mieme [ - [ -

Step Action

70. Click the Select option next to the "Crystal” process type option.
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Favnvr\tes i MalnvMenu > Accounts Payable > Payments > Pay Cycle Processing »  Pay Cycle Manager
[_EINEWW\TMDW “? Help Efcuammwze?age hrlp
Process Scheduler Request
UserlD: AF_TEST_DG Run ControlID: Pay_Report
Server Name: | PSNT = Run Date; 0511612012 E]
Recurrence: | R.un]ime:l”-aU-HAM Resetto Current DaterTime |
Time Zone: Q
Select Description Process Hame Process Type *Type *Format
r Trial Register APX2030 HML Publisher Wieh ~| |PDF ¥ | Distribution
i Trial Register APY2030- Crystal Wieh *| |FPOF ~| Distribution
oK || cancel |
Done T T [ mteme [Fa = [®aew « )

Step

Action

71.

Click the OK button.

Favnvmtas i MainvMEnu > Accounts Payable > Payments > Pay Cycle Processing > Pay Cycle Manager
[_ENemednw ? Help E{Custnm\ze Page
saved
Register
Run Control ID:  Pay_Report Report Manager Process Monitor | Run ‘
Language: English j' Process Instance:1 9230
Report Request Parameters
Pay Cycle: 051612 |QU Columbia Pay Cycle Pay Cycle Wananger
| seve | =] atify | sdd 5 Updste/Dispiay |
Done T [ &3 [ meemet [%5 « [Hmw -
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72.

Click the Process Monitor link.

FProcess Monito

ARC™
Favorites © MainMenu > Accounts Pavable > Payments > Pay Cycle Pracessing > Pay Cycle Manager
D rewwindow P Help E,)Custurmze Page hrlp =
Server List
View Process Request For
User ID: BFP_TEST_06 | Type: | =] [rest =l 1 [oars =l Refresh
Server: l—;[ Mame: | aQ Inmance:‘ to |
Run |—;[ Distribution |—;[ ¥ Save On Refresh
Status: Status:
Process List
Select Instance Seq. Process Type Process Hame User Run Date/Time Run Status W"““" Details
= 19230 Crystal AFYZ030- AF_TEST_06 05M6/201211.30:39AM EDT Queued A Details
[l 19225 Application Engine AP_APY2015  AP_TEST_06 05M6/2012 11:28:08AM EDT Success Pasted Details
[l 19201 Application Engine AP_APY2055  AP_TEST_06 05M16/201210:49:01AM EDT Success Fosted Details
[l 14200 Application Engine AP_APY2050  AP_TEST_06 05M6/2012 10:48:39AM EDT Success Pasted Details
[l 19187 Application Engine ZCU_CHKGEM AP_TEST_06 05M16/2012 10 46:44AM EDT Success Fosted Details
[l 19185 Application Engine AP_APY2015  AP_TEST_06 05M6/2012 1043 34AM EDT Success Posted Details
[l 19134 Application Engine AP_APY20145  AP_TEST_06 05M16/201210:38:33AM EDT Success Fosted Details
[l 14180 Application Engine AP_APY2055  AP_TEST_06 05M6/201210:22:59AM EDT Success Posted Details
[l 19188 Application Engine AP_APY20580  AP_TEST_06 0516/201210:21128M EDT Success Fosted Details
[l 19187 Application Engine ZCU_CHKGEN AP_TEST_06 05M 62012 101357AM EDT Success Posted Details
= 19186 Application Engine AF_APYZO015  AR_TEST_06 05M16/201210:1808AM EDT success Posted Details
[l 19183 Application Engine AP_APY2015  AP_TEST_06 05M6/2012 10140340 EDT Success Posted Details |
= 19148 Application Engine AF_APYZO055  AP_TEST_06 05/16/2012 8:5331AM EDT success Posted Details
[l 18402 50R Process FINZ025 AP_TEST_06 051 5/2012 2:48:38PM EOT Success Posted Details
= 18901 SR Process FINZ025 AF_TEST_06 05152012 2:49:22PM EDT success Posted Details
[ 18896 S0R Process FINZ025 AP_TEST_06 05152012 2:31:37PM EOT Success Posted Details
= 18889 Application Engine AF_APYZ055  AF_TEST_06 05152012 1:53:50PM EDT success Posted Details
4 |
Done [ [ [ [ [ mneme [7a - [Fomm -

Step

Action

73.

Click the Refresh button until the Run Status is "Success" and the Distribution
Status is "Posted".
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Favnvr\tes MalnvMenu > Atmunt5 Payable > Pavr@ents > Pay [vdefm[ess\ng Pay Cycle Manager
[_EINEWW\TMDW “? Help Efcuammwze Page hrlp ]
Server List
User ID: [AP_TEST_0E | Type: | =] [Last =l 1 foae =] . Refresh |
Server: | j Name: | Q. Instance: ‘ to |
?tu:tus: [ =l g:i‘ms_“‘“’“ [ 2| ¥ Save On Refresh
Process List
Select Instance Seq. Process Type Process Hame User Run Date/Time Run Status W‘“i““ Details
| 14230 Crystal APY2030- AP_TEST_06 05M 62012 113073940 EDT Success Posted Details
- 19225 Application Engine AP_APY20145  AP_TEST_06 05M16/201211.28:08AM ECT Success Posted %@
[ | 14201 Application Engine AP_APY2055  AP_TEST_06 05M 62012 10:48.01AM EDT Success Posted Details
- 19200 Application Engine AP_APY2050  AP_TEST_06 05M16/201210:48:39AM EDT Success Posted Details
[ | 19187 Application Engine ZCU_CHKGEN AP_TEST_06 05M 62012 1046 44AM EDT Success Posted Details
= 19185 Application Engine AF_APYZO01S  AR_TEST_06 D5M16/201210:4334AM EDT success Paosted Details
[ | 19184 Application Engine AP_APY2015  AP_TEST_06 05M 62012 10:3833AM EDT Success Posted Details
= 19180 Application Engine AF_APYZO055  AR_TEST_06 05M6/201210:22:99AM EDT success Paosted Details
[ | 19188 Application Engine AP_APY2050  AP_TEST_06 05M 62012 10:21:12AM EDT Success Posted Details
= 19187 Application Engine ZCU_CHKGEN AR_TEST_06 05M16/2012 101 957AM EDT success Paosted Details
- 19188 Application Engine AP_APY2015  AP_TEST_06 05M16/20121018:0848M ECT Success Posted Details
= 19183 Application Engine AF_APYZO01S  AR_TEST_06 05M6/2012 101 4:03AM EDT success Paosted Details |
- 18148 Application Engine AP_APY2055 AP_TEST_0B 05M16/2012 8:53:31AM EDT Success Posted Details
= 18902 SR Process FINZ025 AR_TEST_06 05152012 2:49:39PM EDT success Paosted Details
] 18401 S0R Process FINZ025 AP_TEST_08 0515/2012 2:48:22PM EOT Success Posted Details
- 18@%6 SQR Pracess FInz2025 AP_TEST_06 05/15/2012 2:31:27TPM EOT Success Posted Details
- 18889 Application Engine AP_APY2055 AP_TEST_0B 05M15/2012 1:53:50PWM ECT Success Posted Details
4
iavascript:haction_winD{document. wind, PRCSDETAIL_BTHSD, 0, 0, ‘Details', False, truel; [T T 3 e meeme R

Step Action

74. Click the Details link.

Favarites | Main Meru > Accounts Payable > Payments » Pay Cycle Processng > Pay Cycle Manager

ENewwindow  ? Help  [F Customize Page

niEn

Process Detail

Instance: 13230 Type: Crystal
Name: APY2030- Description: Trial Register
Run Status: Success Distribution Status: Posted
L ————— 1,17 ——————
Run Control ID: Pay_Report © Hold Request
Location: Server  Queue Request
Server: PSNT € Cancel Request

" Delete Request

hitp

Recurrence: © Restart Request

L —
Request Created On: 05/ 6/2012 11:31:054M EDT Parameters Transfer

Run Amime After: 0511 6/2012 11:30:384M EDT Message Log

Began Process At: 05M16/2012 11:31:18AM EDT Batch Timings

Ended Process At: 05M6/2012 11:31:284M EDT Yiew Laa/Trace
0K | Cancel |
Done [ [T [3@meme 75~ [Foms -
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75.

Click the View Log/Trace link.

ARC™

Favarites | Main Meru > Accounts Payable > Payments » Pay Cycle Processng > Pay Cycle Manager

View LogiTrace

Report ID: 16514 Process Instance: 19230 Message Lo
Name: APY2030- Process Type: Crystal

Run Status:  Success

Trial Register
Distribution Details

ENewwindow  ? Help  [F Customize Page B hitp

niEn

Distribution Node:  tmdeviweh Expiration Date: 05/30/2012
File List
Hame File Size (bytes)  Datetime Created
APY2030- 18230.PDF 33,883 05/16/2012 11:31:28.562026AM EDT
CRW APYZ030- 19230100 1) 0501602012 11:31:28.562086AM EDT
pesultracedre 520 05/16/201211:31:28.5620864M EDT
Distribute To
Distribution ID Type *Distribution ID
User AP_TEST 0B
| Return \
Iittps: fffritstweb. cc. columbia, edu: 16443 /psreports(fns 1 qnaz] 1651 4/CRW_APY2030-_19230.log [ [T [ meme [7a - [Foms -

Step

Action

76.

Click the file that ends in the .PDF to see the PDF version of the report. Press the
left mouse button on the APY2030-_19230.PDF link.
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[&] hutps:finistien 18443jpsreparts{fn 1 qnazj 165 14/APYZ030- 9230 POF 12| [ | 2 Live search |2

o

File Edt GoTo Favorites  Help

7 Favorites | 95 &) SungestedSites = € | Web Slice Gallery ~

ghttps:/ﬂfntstweb‘cc.co\umb\a.edu:18443Ipsreportsffr\..‘| | M- © ) deh v Page- Safety - Took v @@=

ORACL & Report ID: APYZ030 PeopleSoft Accounts. Payable Fage No. 1
AP TRIAL PAYMENT REGISTER Run Date 82712012,
Run Time 1:52:08 PM|
Payment Cycle: 051612 455.250162
Bank Account: CHASE DISB 021309379 455-250162 Swift Code 021309379
JAPAN PUB TRADING CO LTD CHK Amount: 275.00
1-2-1 SARUGAKU-CHO ||
CHIYODA-KU TOKYO 101-0064
JAPAN
Japan
03
JPN
Advice ID Invoice Payment Ref Advice Date Dus Date Disc. Due Date. Amount Discount Late Charges. Net Amount| Curr.
oco1s48  |Nvi23  [o000000142 | MayMer2012 | Mayrero12 275.00 0.00 a0 275.00] uso

Total Requirements for Bank Account:

NIER

pore [ [ [ | & unknownzone [ |
#start]| | & | & Pay Cyde Hanager - win... || @ hitpss//tstweb.cec. [«

Step Action

77. The report will open in a separate window for your to analyze/print. Then close out
of the report to navigate back to ARC.

Favarites | Main Meru > Accounts Payable > Payments » Pay Cycle Processng > Pay Cycle Manager

ENewwindow  ? Help  [F Customize Page hrlp

View LogiTrace

Report ID: 20374 Process Instance: 23217 Message Lo
Name: APY2030- Process Type: Crystal

Run Status:  Success

Trial Register
Distribution Details

Distribution Node:  tmdeviweh Expiration Date: 061 2/2012

File List
Hame File Size (bytes)  Datetime Created
APY2030- 23217.PDF 33,096 05/28i2012 2:23:52.101323PM EDT
CRW APYIO30- 233717009 0 09/2912012 2:23:52.101323PM EDT
pesultrace.dre 366 05/29/2012 2:23:52.101323PM EDT
Distribute To
Distribution ID Type *Distribution 1D
User AP_TEST_0B

Return

pone [ [ mteme 75~ [Foms -
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78.

You will now approve the Pay Cycle by navigating back to the Pay Cycle Manager.

Click the Pay Cycle Processing button.
Faﬁ,r Cyclefrucezzing|

Favnvr\tes ! MainvMenu > Accounts Payable > Payments > Pay Cycle Processing > Pay Cycle Manager
[_E’NEWW\TMDW “? Help E,»/Cuamm\ze Page hrlp
D Payrent Selection Criteria

D Pay Cycle Manager

D Pay Cycle Ioh

[ Hara Postive Payment

ReportID: 20374 Process Instance: 23717 | L Cneek Restart
[=] Emai Payment advice

Name: APY2030- ProcessType:  Giystal | ] Cancel Rescheduled Payments
RunStatus:  Success

View Log/Trace

Ttial Reaister

Distribution Details

Distribution Node:  fndevweb Expiration Date: 061272012
Hame File Size (bytes| Datetime Created
APY2030- 23217 PDF 33,996 05/28/2012 2:23:52.101323PM EDT
CRYW APYI030- 23217 |o i} 05/28/2012 2:23:52.101323PM EOT
pssgltrace tre 366 05/28/2012 2:23:52.101323PM EDT
Distribution ID Type *Distribution ID
User AP_TEST_OB

Return

Internet v [ -
2

ittps: ffntstweb. cc columbia edu; 18443/pspfrial gnaz/EMPLOYEE /ERP{c/CREATE _PAYMENTS.PYCYCL_MGR.GBLZFolderPal| [T |

Step

Action

79.

Click the Pay Cycle Manager menu.
| D Pay Cycle Manager
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Favnvr\tes i MalnvMenu > Accounts Payable > Payments > Pay Cycle Processing » Pay Cycle Manager

A newwindow 7 Help B nip

neen

Pay Cycle Manager

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

Pay lee:mﬂiq

| Search || Clear |Basic Gearch [ Save Search Criteria

| 3
Done

AL T [ e mtemet [“a ~ [0 -

Step Action

80. Click in the Pay Cycle field.

Home
Favuvmtes MainvMenu > Accuuntipayab\e > Paynlents > Pay Cyclefmcessing > Pay Cycle Manager

E ewwindow 7 Help B hitp

hitn

Pay Cycle Manager

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

Pay mle:ml\iq

\Sﬂﬂ Clear | masic Search B Save Search Criteria

| »
Done

[T [ e mteme [P - [Maee -
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Action

81.

Enter the desired information into the Pay Cycle field. Enter "051612".

Favnvr\tes ! MainvMenu > Accounts Payable > Payments > Pay Cycle Processing » Pay Cycle Manager

Eewwindow 7 Help B nmp

Pay Cycle Manager

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

Pay Cycle:|= x|[051617 Q

| Searsh | Glear |Basic Search [ Save Search Criteria
4 | 3
= O [ [ aenm e (Ao ~

Step

Action

82.

Click the Search button.
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Pay Cycle Manager

Pay Cycle: 051612 Columbia Pay Cycle

@NEWWmdnw “? Help Ifcuamm\zePagE

Training Guide
Payment Processing

=

hitp

Selection Criteria Approve Trial Register Reference Confirmation Draft Staging Approval

Status: Created Refresh Fracass Monitor
Pay From Date: 05M6/2012

Pay Through Date: 05162012

Payment Date: 05M 62012

Schedule Payments Selected: 2 Burmmary Details

Server:

Pay Cycle Error Discount Lost Discount Denied Withhalding Bank Replacement

Financial Sanctions Exceptions

Pay Cycle Results

™ Main I © Addtiorl Infa

First B4 g oF1 B4 act

Description Bank Account Status Server Hame: “Output Type

CHASE DIsB Created

Output Destination

| save | £ Retunto Search | [=] watity |

[ v

[

Done

|3 € meemet

RN

Step Action

83. Click the Approve link.

Favarites

WMain Mend > Accounts Payable > Payments > Pay Cycle Pracessing » Pay Cycle Manager

Pay Cycle Approval
Pay Cycle: 051612 Columhbia Pay Cycle Pay Cycle Manager
Pay Cycle/Payments/Drafts
Pay Through Date: 05182012 Payment Date: 050182012
Scheduled Payments: 2 Paycycle Summary
| Approve . Reject

Status: Created

Pay Cycle Results
Payment
File

Checks

Status SetiD Bank Account FormID  Settle By

FILE1

Created CUSET CHASE DISB Pay Cycle

|E Save &4 Retunto Search | 5] hatify |

ENewwindow  ? Help  [F Customize Page

File Copy Form  First Payment

0000000110

niEn

hitp

101

Last

0 o

Done

[ [ eermet

7 - [Hio0w -
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84.

Click the Approve button to approve the Pay Cycle.
Approve _

Favnvmtas i MainvMEnu > Accounts Payable > Payments » Pay Cycle Processing » Pay Cycle Manager

Pay Cycle Approval

Pay Cycle: 051612 Columbia Pay Cycle Pay Cycle Manager

Pay Cycle/Payments/Drafts

Pay Through Date: 05/1612012 Payment Date: 0511612012
Scheduled Payments: 2 Faveytle Surmmary
Status: Approved o Ammraves | | Reect

Pay Cycle Results | B First K11 071 Y Last
Payment Positive Payment § §

Status SelD  Bank  Account [V FormID  Settle By o File Copy Form _ First Payment

Approved| CUSET CHASE DISB Checks FILE1 Pay Cycle POS1 oooooooto

(B Ssws 2L RetumtoSesrch  [S] Hotity

[_E’Nemednw ? Help E{Custnm\ze?age

saved I

Done [ [ [3ememet

RS

Step

Action

85.

See that the Status has been changed to "Approved".
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Favnvr\tes i MalnvMenu > Accounts Payable > Payments > Pay Cycle Processing » Pay Cycle Manager

@NEWWmdnw “? Help Ifcuamm\zePagE

Pay Cycle Approval

Pay Cycle: 051612 Columbia Pay Cycle Pav Cutle Manager
Pay Cycle/Payments/Drafts

Pay Through Date: 05/16I2012 Payment Date: 06/1Bi2012
Scheduled Payments: 2 Pancycle Surmary
Status: Approved [ | Reject

Pay Cycle Results

Status Setl  Bank  Account :::”E’m“m FormiD  Settle By ::f:"epwme'“ File Copy Form  First Payment
Approved  CUSET CHASE DISB Checks FILE1 Pay Cycle POS1 oooooooto

(B Ssws 2L RetumtoSesrch  [S] Hotity

Done [T T [ e mteme [Fa = [®ae « )

Step Action

86. Click the Pay Cycle Manager link.

|F'ai Cyile Managed

Favarites | Main Meru » Accounts Payable » Payments » Pay Cycle Processing > Pay Cycle Manager

ENewwindow  ? Help  [F Customize Page hrlp

Pay Cycle Manager

Pay Cycle: 051612 Columbia Pay Cycle

Selection Criteria Approve Trial Register & i 1 Draft Staging Approval ‘

Status: Approved ‘RW:‘ Process Monitor
Pay From Date: 0516/2012

Pay Through Date: 05162012

Payment Date: 0516/2012

Schedule Payments Selected: 2 Summary Details

Pay Cycle Errar Digcount Lost Discount Denied Withholding Bank Replacement Financial Sanctions Exceptions

Pay Cycle Results Find 10f1 Last

™ Wein nfarmy | Aciditional Info
e *Qutput -
Process  Description Bank  Account  Status Server Hame 11 Output Destination
| Process | CheckFile CHASE DISB Appraved PEUMK  *| File fappipsofiinterfacesiingl gnaziout

| save | £\ Returnto Search | =] hatity

[ v

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

Page 71




Training Guide
Payment Processing

Step Action

87. Click the Process button to process the C

heck File.

Favnvmtas i MainvMEnu > Accounts Payable > Payments » Pay Cycle Processing » Pay Cycle Manager

Pay Cycle Manager

Pay Cycle: 051612  Columbia Pay Cycle

[_ENemednw ? Help E{Custnm\ze?age
saved

Reference Confirmation

Selection Criteria

Apprave Trial Reqister

Draft Staging Agproval

Status: Running W‘ Process Monitor
Pay From Date: 05M6/2012
Pay Through Date: 05M6/2012
Payment Date: 05M 62012
Schedule Payments Selected: 7 Surnmary Details
Server: ud [
Pay Cycle Error Discount Lost Discount Denied Withhalding Bank Replacement Financial Sanctions Exceptions

Pay Cycle Results

in Information Additional Info
- *Qutput -
Process Description Bank  Account Status Server Hame Output Destination
| Pracess | Check File CHASE DISB Approved PSUNX File Japp/nsoffiinterfacesfE1 gna2iout
|B sawe £\ Retunta Search | [S] hatity |
4 [ >
T T L e nternet - [%woe -

Step Action

Click the Process Monitor link.

88.
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Favnvr\tes : MalnvMenu > Attnunt5 Payable > Daynlents > Pay [y[lefmtessmg > Pay Cycle Manager
[_E’NEWW\TMDW “? Help E,»/Cuamm\ze Page hrlp ]
Server List
User ID: [AP_TEST_08 | Type: | =] [Last =l 1 foae =] . Refresh
Server: | j Name: | Q. Instance: ‘ to |
?tu:tus: [ =l g:i‘ms_“‘“’“ [ 2| ¥ Save On Refresh
Process List
Select Instance Seq. Process Type Process Hame User Run Date/Time Pun Statye  DiStObution oo
[ | 19187 Application Engine ZCU_CHKGEN AP_TEST_06 05M 62012 1013:57AM EDT Queued (RN Details
- 19186 Application Engine AP_APY20145  AP_TEST_06 05M16/20121018:08AM EDT Success Posted Details
[ | 19183 Application Engine AP_APY2015  AP_TEST_06 05M 62012 10140340 EDT Success Posted Details
- 19148 Application Engine AP_APY2055 AP_TEST_06 05M16/2012 8:63:31AM EDT Success Posted Details
[ | 18402 50R Process FIrZ025 AP_TEST_06 05M5/2012 2:48:38PM EOT Success Posted Details
= 18301 SR Process FINZ025 AR_TEST_06 05152012 2:49:22PM EDT success Paosted Details
[ | 18896 50R Process FIrZ025 AP_TEST_08 05M5/2012 2:31:37Pw EOT Success Posted Details
= 18889 Application Engine AF_APYZO055  AR_TEST_06 0512012 1:53.:50PM EDT success Paosted Details
[ | 18787 Application Engine AP_APY2050  AP_TEST_06 05M5/2012 11044940 EDT Success Posted Details
= 18794 Application Engine ZCU_CHKGEM AF_TEST_06 05152012 11:02:959AM EDT success Paosted Details b
] 18787 S0R Process FINZ025 AP_TEST_06 05M5/2012 1055 27TAM EDT Success Posted Details
= 18785 Application Engine AF_APYZO01S  AR_TEST_06 05M1 %2012 10:91:45AM EDT success Paosted Details
- 18777 Application Engine AP_APY2015  AP_TEST_06 05M15/201210:46:41AM ECT Success Posted Details
= 18765 Application Engine AF_APYZO01S  AR_TEST_06 05M1%2012 10:40:00AM EDT success Paosted Details
- 18759 Application Engine AP_APY2015  AP_TEST_06 05M15/201210:37:49AM ECT Success Posted Details
= 18754 SQR Pracess FInz2025 AP_TEST_06 0515672012 10:35:42AM EDT Success Posted Details
- 18753 Application Engine AP_APY2055 AP_TEST_0E 05/15/201210:35:09AM ECT Success Posted Details
! 18751 Application Engine AP_APYZ050  AP_TEST_06 051152012 10:22.53AM EDT Success Posted Details |
4
Done T T [ mteme [Fa " -

Step Action

89. Click the Refresh button until the Run Status is "Success" and the Distribution
Status is "Posted".
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Favorites

ServerList |

MalnvMenu > Accounts Payable > Payments > Pay Cycle Processing » Pay Cycle Manager

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

View Process Request For

User ID: [AP_TEST_0E | Type: | =] [Last =l 1 foae =] . Refresh |
Server: | Name: | aQ Instam:e:‘ to |

Run ~| Distribution - ¥ Save On Refresh

Status: Status:

ibution

=

Select Instance Seq. Process Type Process Hame User Run Date/Time e Details
[ | 19187 Application Engine ZCU_CHKGEN AP_TEST_06 05M 62012 1013:57AM EDT Success Posted Details
- 19186 Application Engine AP_APY20145  AP_TEST_06 05M16/20121018:08AM EDT Success Posted Details
[ | 19183 Application Engine AP_APY2015  AP_TEST_06 05M 62012 10140340 EDT Success Posted Details
- 19148 Application Engine AP_APY2055 AP_TEST_06 05M16/2012 8:63:31AM EDT Success Posted Details
[ | 18402 50R Process FIrZ025 AP_TEST_06 05M5/2012 2:48:38PM EOT Success Posted Details
= 18301 SR Process FINZ025 AR_TEST_06 05152012 2:49:22PM EDT success Paosted Details
[ | 18896 50R Process FIrZ025 AP_TEST_08 05M5/2012 2:31:37Pw EOT Success Posted Details
= 18889 Application Engine AF_APYZO055  AR_TEST_06 0512012 1:53.:50PM EDT success Paosted Details
[ | 18787 Application Engine AP_APY2050  AP_TEST_06 05M5/2012 11044940 EDT Success Posted Details
= 18794 Application Engine ZCU_CHKGEM AF_TEST_06 05152012 11:02:959AM EDT success Paosted Details b
] 18787 S0R Process FINZ025 AP_TEST_06 05M5/2012 1055 27TAM EDT Success Posted Details
= 18785 Application Engine AF_APYZO01S  AR_TEST_06 05M1 %2012 10:91:45AM EDT success Paosted Details
- 18777 Application Engine AP_APY2015  AP_TEST_06 05M15/201210:46:41AM ECT Success Posted Details
= 18765 Application Engine AF_APYZO01S  AR_TEST_06 05M1%2012 10:40:00AM EDT success Paosted Details
- 18759 Application Engine AP_APY2015  AP_TEST_06 05M15/201210:37:49AM ECT Success Posted Details
= 18754 SQR Pracess FInz2025 AP_TEST_06 0515672012 10:35:42AM EDT Success Posted Details
- 18753 Application Engine AP_APY2055 AP_TEST_0E 05/15/201210:35:09AM ECT Success Posted Details
! 18751 Application Engine AP_APYZ050  AP_TEST_06 051152012 10:22.53AM EDT Success Posted Details
4
Done T T [ mteme [Fa~- "o -
Step Action

90.

Click the button of the scrollbar.

Favnvr\tes H MainvMenu > AEEDLIFIti Payable > Daynlents > Pay Cy[lefmtessing > Pay Cycle Manager
[l 19148 Application Engine AP_APY2086  AR_TEST_06 05/16/2012 8:63:31AM EDT Success Pasted Details d
= 18902 SOR Process FINZ025 AP_TEST_DB 0515/2012 2:49.:29PM EOT Success Posted Details
[l 18001 B0R Process FINZ025 AR_TEST_06 05M6/2012 2:43:22PM EOT Success Pasted Details
= 18896 SR Process FINZ025 AP_TEST_DB 05152012 2:31.37PM EOT Success Posted Details
[l 18883 Application Engine AP_APY2056  AR_TEST_06 05M&/2012 1:63:60PM EOT Success Pasted Details
[l 18797 Application Engine AP_APY2050  AP_TEST_08 05/15/201211.04:49AM EDT Success Posted Details
[l 18784 Application Engine ZCU_CHKGEN AR_TEST_06 05M6/2012 11:02:654M EDT Success Pasted Details
= 18787 SR Process FINZ025 AP_TEST_0B 05152012 10:5527AM EDT Success Posted Details
[l 18785 Application Engine AP_APY2015  AP_TEST_06 05M5/2012 10:51:454M EDT Success Pasted Details
[l 18777 Application Engine AP_APY2015  AP_TEST_06 05M15/201210.46:41AM EDT Success Posted Details
[l 18765 Application Engine AP_APY2015  AP_TEST_06 05M5/2012 104000540 EDT Success Pasted Details
[l 18759 Application Engine AP_APY2015  AP_TEST_08 05/15/201210:37:49AM EDT Success Posted Details
[l 18754 S0R Pracess FINZ025 AP_TEST_06 05M5/2012 10:35:48AM EDT Success Pasted Details
[l 18753 Application Engine AP_APY2055  AP_TEST_06 05/15/201210:35:09AM ECT Success Fosted Details
[l 18751 Application Engine AP_APY2050  AP_TEST_06 05M5/2012 10:32:53AM EDT Success Pasted Details
[l 18750 Application Engine ZCU_CHKGEM AP_TEST_06 05/15/201210:32:35AM ECT Success Fosted Details
[l 18748 Application Engine AP_APY2015  AP_TEST_06 05M5/2012 10:32:33AM EDT Success Pasted Details
[l 18748 Application Engine AP_APY20145  AP_TEST_06 05M15/201210:32:03AM EDT Success Fosted Details
[l 18735 Application Engine AP_APY2015  AP_TEST_06 05M5/201210:24124M EDT Success Posted Details
Go backto Pay Cycle Manager
(@ save | [ natty |
Process List| Server List
1 | o
javascript:haction_wind(document. wind, PMM_GO_HOME_WRK_HOME_LINK, 0, 0, 'S0 back to Pay Cycle &Manager’, fase, | | | | | [ € intemet RN
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Step

Action

91.

Click the Go back to Pay Cycle Manager link.
[Go backto Pay Cycle Managet

Favnvr\tes ! MainvMenu > Accounts Payable > Payments > Pay Cycle Processing » Pay Cycle Manager

Pay Cycle Manager

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

Pay lee:mﬂiq

| Search | Glear |Basic Search [ Save Search Criteria

E newwindow 7 Help B nmp

3

i

| € meemet |45 - [ 100%

T 4

Step

Action

92.

Click in the Pay Cycle field.
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Favnvr\tes i MalnvMenu > Accounts Payable > Payments > Pay Cycle Processing » Pay Cycle Manager

A newwindow 7 Help B nip

neen

Pay Cycle Manager

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

Pay lee:mﬂiq

| Search || Clear |Basic Gearch [ Save Search Criteria

| 3

T T g e mteme [ - " -

Step Action

93. Search for the appropriate Pay Cycle using the Pay Cycle ID in the Pay Cycle field.

Enter "051612".

Favarites | Main Meru » Accounts Payable » Payments » Pay Cycle Processing > Pay Cycle Manager

E ewwindow P Help B hitp

=

Pay Cycle Manager

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

Pay Cycle:|= ¥|[051812 Q

| Search | Clear |gasic search [ Save Search Criteria

| »

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

94, Click the Search button.

Favnvmtas i MainvMEnu > Accounts Payable > Payments » Pay Cycle Processing » Pay Cycle Manager

Pay Cycle Manager

Pay Cycle: 051612  Columbia Pay Cycle

[_ENemednw ? Help E{Custnm\ze?age htm

Reference Confirmation

Apprave Trial Reqister

Selection Criteria

Draft Staging Agproval

Pay Cycle Error

Status: Canfirmed \RW\ Process Monitor
Pay From Date: 05M6/2012
Pay Through Date: 05M6/2012
Payment Date: 05M 62012
Schedule Payments Selected: 2 Surnmary Details
Server: ud |mResst]
Discount Lost Discount Denied Withhalding Bank Replacement Financial Sanctions Exceptions

Pay Cycle Results

Ve Information: e Cr

Process Description Bank Account Status Server Hame
Process Format Positive Payment CHASE DISB Confirmed PSUMK -

Qutput Destination

| save | £\ Returnto Search | =] hatity

[ >

Done

] | [ meemet EREER

Step Action

95.

Click the Process button to format the Positive Payment file.
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Pay Cycle Manager

Pay Cycle: 051612

Columbia Pay Cycle

Favnvr\tes i MalnvMenu > Accounts Payable > Payments > Pay Cycle Processing » Pay Cycle Manager

&

Mew Window 7 Help Efcuammwze?age
saved

Selection Criteria Approve

Trial Register

Reference Confirmation

Draft Staging Approval ‘

Status: Running |
Pay From Date: 05M6/2012
Pay Through Date: 05162012
Payment Date: 05M 62012
Schedule Payments Selected: 2

[ Reftesh | process Monitor
Surmmary Detalls

Server:

Reset|

Discount Last

Pay Cycle Error

Discount Denied

Withhalding

Bank Replacement

Financial Sanctions Exceptions

Pay Cycle Results

First Kl 1 op1 O st

™ Main I © Addtiorl Infa
Process Description Bank Account Status Server Hame Output Destination
\ Process: \ Format Positive Payment CHASE DISB Confirmed PSUNK
| save | £ Retunto Search | [=] watity |
4 [ v
T T [ e mieme [ - (" -

Step

Action

96.

Click the Process Monitor link.

Frocess Monito

Favorites | MainMenu > Accounts Payable » Payments > Pay Cycle Processing > Pay Cycle Manager
B R D rewwindow P Help Efcusturmze Page hrlp =
Server List
iew Process Request For
user ID: BP_TEST_06 QL Type: | =] [rest =l 1 [oas = | Refresh |
[ @ Instance: | o |
= ¥ Save On Refresh
Select Instance Seq. Process Type Process Hame User Run Date/Time
= 19188 Application Engine AF_APYZO50  AR_TEST_06 D5M6/201210:2112AM EDT Queued A Details
[l 19187 Application Engine ZCU_CHKGEN AP_TEST_06 05M6/2012 101 3:57AM EDT Success Pasted Details
[l 19186 Application Engine AP_APY20145  AP_TEST_06 05M16/20121018:08AM EDT Success Fosted Details
[l 19183 Application Engine AP_APY2015  AP_TEST_06 05M6/201210:14:03AM EDT Success Pasted Details
[l 19148 Application Engine AP_APY2055 AP_TEST_06 05M16/2012 8:63:31AM EDT Success Fosted Details
[l 18402 50R Process FINZ025 AP_TEST_06 051 5/2012 2:48:38PM EOT Success Posted Details
= 18901 S0OR Process FINZ02Z5 AF_TEST_06 05152012 2:49.22PM EOT Success Posted Details
[l 18896 50R Process FINZ025 AP_TEST_06 05152012 2:3137Pw EOT Success Posted Details
[l 18883 Application Engine AP_APY2055  AP_TEST_06 05/15/2012 1:63:50PW EDCT Success Fosted Details |
[l 18787 Application Engine AP_APY2050  AP_TEST_06 05M5/2012 11044940 EDT Success Posted Details
= 18794 Application Engine ZCU_CHKGEN AF_TEST_06 05152012 11:02:959AM EDT success Posted Details
[l 18787 50R Process FINZ025 AP_TEST_06 05152012 1055 27TAM EDT Success Posted Details
= 18785 Application Engine AF_APYZO019  AR_TEST_06 05M1%201210:91:45AM EDT success Posted Details
[l 18777 Application Engine AP_APY2015  AP_TEST_06 05M5/2012 1046 41AM EDT Success Posted Details
= 18765 Application Engine AF_APYZO015  AR_TEST_06 051152012 10:40:09AM EDT success Posted Details
- 18759 Application Engine AP_APY2015  AP_TEST_06 05M15/201210:37:49AM ECT Success Posted Details
= 18754 SR Process FINZ025 AF_TEST_06 05152012 10:35:48AM EDT success Posted Details
- 18753 Application Engine AP_APY2055 AP_TEST_06 05M15/201210:35:09AM ECT Success Posted Details
4
Dn!’\e [ [ [ [ [ mneme [7a - [Fom -
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Step

Action

97.

Click the Refresh button until the Run Status is "Success" and the Distribution
Status is "Posted".

Favorites

Server List

MalnvMEnu 3 A::Duntipayah\e 3 F‘aynlents > Pay Cy:lefru:esslng > Pay Cycle Manager

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

View Process Request For

niEn

User ID: AF_TEST_06 | Type: = [Last =l [ CET | Refresh

Server: | j Hame: @, Instance: ‘ to |

gt“a"tus: [ | g::"u'ls‘:“""" | ¥ Save On Refresh

Process List
Select Instance Seq. Process Type Process Hame User Run Date/Time Run Status Details
[l 19188 Application Engine AP_APY20580  AP_TEST_06 0516/201210:21128M EDT Success Fosted Details
[l 19187 Application Engine ZCU_CHKGEN AP_TEST_06 05M6/2012 101 3:57AM EDT Success Pasted Details
[l 19186 Application Engine AP_APY20145  AP_TEST_06 05M16/20121018:08AM EDT Success Fosted Details
[l 19183 Application Engine AP_APY2015  AP_TEST_06 05M6/2012 10140340 EDT Success Posted Details
[l 19148 Application Engine AP_APY2055 AP_TEST_06 05M16/2012 8:63:31AM EDT Success Fosted Details
[l 18402 50R Process FINZ025 AP_TEST_06 051 5/2012 2:48:38PM EOT Success Posted Details
= 18901 SR Process FINZ025 AF_TEST_06 05152012 2:49:22PM EDT success Posted Details
[l 18896 50R Process FINZ025 AP_TEST_06 05152012 2:3137Pw EOT Success Posted Details
= 18889 Application Engine AF_APYZ055  AF_TEST_06 05152012 1:53:50PM EDT success Posted Details |
- 18797 Application Engine AP_APY2050 AP_TEST_0E 05/15/201211.04:49AM ECT Success Posted Details
= 18794 Application Engine ZCU_CHKGEN AF_TEST_06 05152012 11:02:959AM EDT success Posted Details
[ 18787 S0R Process FINZ025 AP_TEST_06 05M5/2012 1055 27TAM EDT Success Posted Details
= 18785 Application Engine AP_APYZ015  AP_TEST_0B 05/15/2012 10:51.45AM EDT Success Posted Details
- 18777 Application Engine AP_APY2015  AP_TEST_06 05M15/201210:46:41AM ECT Success Posted Details
= 18765 Application Engine AP_APYZ015  AP_TEST_0B 05/15/2012 10:40:05AM EDT Success Posted Details
- 18759 Application Engine AP_APY2015  AP_TEST_06 05M15/201210:37:49AM ECT Success Posted Details
= 18754 SQR Pracess FInz2025 AP_TEST_06 0511572012 10:35:424AM EDT Success Posted Details.

18753 Application Engine AP_APY2055 AP_TEST_06 05M15/201210:35:09AM ECT Success Posted Details
4
Dn!’\e [T [demteme [Fa - [Hao0e -

Step

Action

98.

Click the button of the scrollbar.
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Favnvr\tes MalnvMenu > Accounts Payable > Payments > Pay Cycle Processing » Pay Cycle Manager

[ | 19148 Application Engine AP_APY2056 AP_TEST_06 05/16/2012 8:63:31AM EDT Success
= 18902 S0OR Process FINZ025 AP_TEST_0B 0511 %/2012 2:49.:20PM EDT Success
[ | 18001 80R Pracess FINZ025 AP_TEST_06 05M16/2012 2:43:22PM EOT Success
= 18898 S0OR Process FINZ025 AP_TEST_DB 051 %/2012 2:31.37PM EDT Success
[ | 18883 Application Engine AP_APY2055 AP_TEST_06 05M5/2012 1:53:50PM EOT Success
= 18797 Application Engine AP_APY2050 AP_TEST_08 05152012 11.04.49AM EDT Success
[ | 18784 Application Engine ZCU_CHKGEN AP_TEST_06 05M5/2012 11:02:554M EDT Success
= 18787 S0OR Process FINZ025 AP_TEST_DB 0511 5/201210:5527AM EDT Success
[ | 18785 Application Engine AP_APY2015  AP_TEST_06 05M5/2012 10:51:45AM EDT Success
= 18777 Application Engine AF_APYZONG  AR_TEST_06 05M %2012 1046 41AM EDT Success
[ | 18765 Application Engine AP_APY2015  AP_TEST_06 05M5/2012 10:40:054M EDT Success
= 18759 Application Engine AF_APYZONG  AR_TEST_06 05M %2012 10:37 49AM EDT Success
[ | 18754 S0R Pracess FIrZ025 AP_TEST_06 05M5/2012 10:35:48AM EDT Success
= 18753 Application Engine AF_APYZO055  AR_TEST_06 05M %2012 10:35.09AM EDT Success
[ | 18751 Application Engine AP_APY2050  AP_TEST_06 05M5/2012 10:32:53AM EDT Success
= 18750 Application Engine ZCU_CHKGEM AR_TEST_06 051 %2012 10:32.35AM EDT Success
[ | 18743 Application Engine AP_APY2015  AP_TEST_06 05M5/2012 10:32:33AM EDT Success
= 18748 Application Engine AF_APYZONG AR_TEST_06 05M %2012 10:3203AM EDT Success
[ | 18735 Application Engine AP_APY2015  AP_TEST_06 05M5/201210:2412AM EDT Success

Go backto Pay Cycle Manager

5 save [=] notify

Pracess List| Server List

4

Postad Details |

Posted Details
Pasted Details
Posted Details
Pasted Details
Posted Details
Pasted Details
Posted Details
Pasted Details
Posted Details
Pasted Details
Posted Details
Pasted Details
Posted Details
Posted Details
Posted Details
Posted Details
Posted Details

Posted Details

javascript:haction_wind(document. wind, PMN_GO_HOME_WRK_HOME_LINK', 0, 0, 'Go back to Pay Cycle 8Manager’, fase, | | | |

| ol |
| 4 |6 mtemet RN

Step Action

99. Click the Go back to Pay Cycle Manager link.

|G|:| backto Pay Cyele Managej

Favarites | Main Meru » Accounts Payable » Payments » Pay Cycle Processing > Pay Cycle Manager

Pay Cycle Manager

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

E ewwindow P Help B hitp

=

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

Pay mle:ml\iq

Search Clear |Basic Search [§) Save Search Criteria

| »

i il

[ [ [ meeme: 5~ [Foms -
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Step

Action

100.

Enter the desired information into the Pay Cycle field. Enter "051612".

Favnvr\tes ! MainvMenu > Accounts Payable > Payments > Pay Cycle Processing » Pay Cycle Manager

E newwindow 7 Help B nmp

Pay Cycle Manager

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

Pay Cycle:|= x|[051617 Q
| Search | Glear |Basic Search [ Save Search Criteria

Search (Alt+1)

3

| € meemet |45 - [ 100%

i

T 4

Step

Action

101.

Click the Search button.
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Favnvr\tes i MalnvMenu > Accounts Payable > Payments > Pay Cycle Processing » Pay Cycle Manager

F Newwindow P Help  [& Customize Page B hitp

=

Pay Cycle Manager
Pay Cycle: 051612  Columbia Pay Cycle
Selection Criteria Approve Trial Register Reference Confirmation Draft Staging Approval

Status: Farmatted \RW\ Process Monitor
Pay From Date: 05M6/2012

Pay Through Date: 05162012

Payment Date: 05M 62012

Schedule Payments Selected: 2 Burmmary Details

Pay Cycle Error Discount Lost Discount Denied Withhalding Bank Replacement Financial Sanctions Exceptions

Pay Cycle Results C Find Frat 1 0f1 Last

™ Main I © Addtiorl Infa
) *Output L
Process Description Bank  Account  Status ServerHame Output Destination
\ Process \ Produce Positive Payment File  CHASE DISB Formatted PSUNK =] File Tappipsoftinterfacesfnd1 gnaZioutt

|E sawe |2 ReturntoSearch | (=] Natify |

4 [ v

Done T T [ mteme [Fa = [mae «

Step Action

102. Click the Process button to produce the Positive Payment File.

Frocess

Favnvmtas i MainvMEnu > Accounts Payable > Payments » Pay Cycle Processing » Pay Cycle Manager

@Nemednw ? Help I?Custnm\zePage

Pay Cycle Manager
Pay Cycle: 051612  Columbia Pay Cycle

Selection Criteria Apprave Trial Register Reference Confirmation Draft Staging Approval ‘

Status: Running W‘ Process Monitor
Pay From Date: 05M6/2012

Pay Through Date: 05M6/2012

Payment Date: 05M 62012

Schedule Payments Selected: 2 Surmmary Details

Pay Cycle Error Discount Lost Discount Denied Withhalding Bank Replacement Financial Sanctions Exceptions

Pay Cycle Results Find Frat 1 0f1 Last

™ Main | * Addtiorl Infa
) *Qutput -
Process Description Bank  Account  Status Server Hame [ Output Destination
\ Process \ Produce Positive Payment File  CHASE DISB Formatted PSUNK File fapplpsoffinterfacesif81 gnaziout!
| save | £\ Returnto Search | =] hatity
4 [ >
Done [T T [ e meeme 5 - [Hmw -
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Action

103.

Click the Process Monitor link.

FProcess Monito

ARC™

Favorites | MainMenu > Accounts Payable » Payments > Pay Cycle Processing > Pay Cycle Manager
D rewwindow P Help E,)Custurmze Page hrlp =
Server List
View Process Request For
User ID: BFP_TEST_06 | Type: | =] [rest =l 1 [oars =l Refresh
Server: | j Hame: | @, Instance: ‘ to |
gt“a"tus: [ | g::"u'ls‘:“""" [ | ¥ Save On Refresh
Process List
Select Instance Seq. Process Type Process Hame User Run Date/Time Run Status ';m“sw Details
= 19180 Application Engine AF_APYZ055  AR_TEST_06 05M6/201210:22:99AM EDT Queued A Details
[l 19188 Application Engine AP_APY2050  AP_TEST_06 05MG/201210:2112AM EDT Success Pasted Details
[l 19187 Application Engine ZCU_CHKGEMN AP_TEST_06 05M16/20121019:97AM EDT Success Fosted Details
[l 19186 Application Engine AP_APY2015  AP_TEST_06 05M6/2012 101 808AM EDT Success Pasted Details
[l 19183 Application Engine AP_APY20145  AP_TEST_06 05M16/20121014:03AM EDT Success Fosted Details
[l 149148 Application Engine AP_APY2055  AP_TEST_08 05162012 8:53:31AM EDT Success Posted Details
= 18902 S0OR Process FINZ02Z5 AF_TEST_06 05152012 2:49.:39PM EOT Success Posted Details
[l 18401 50R Process FINZ025 AP_TEST_06 05152012 2:48:22Pw EOT Success Posted Details
= 18896 S0OR Process FINZ02Z5 AF_TEST_0B 051152012 2:31.37PM EOT Success Posted Details b
[l 18883 Application Engine AP_APY2055  AP_TEST_08 05152012 1:53:50PM EOT Success Posted Details
= 18797 Application Engine AF_APYZOS0  AR_TEST_06 05152012 11:04.49AM EDT success Posted Details
[l 18784 Application Engine ZCU_CHKGEN AP_TEST_06 05M5/2012 11025540 EDT Success Posted Details
= 18787 SR Process FINZ025 AF_TEST_06 05152012 10:55.27AM EDT success Posted Details
[l 18785 Application Engine AP_APY2015  AP_TEST_06 05152012 10:51 4540 EDT Success Posted Details
= 18777 Application Engine AF_APYZO015  AR_TEST_06 05M1%2012 1046 41AM EDT success Posted Details
- 18765 Application Engine AP_APY2015  AP_TEST_06 05M15/201210:40:0548M ECT Success Posted Details
= 18759 Application Engine AF_APYZO019  AR_TEST_06 051152012 10:37:49AM EDT success Posted Details
[ 18754 S0R Process FINZ025 AP_TEST_06 0515/2012 10:35 48AM EDT Success Posted Details
4 »
Dn!’\e [ [ [ [ [ mneme l [7a - [Fomm -

Step

Action

104.

Click the Refresh button until the Run Status is "Success" and the Distribution
Status is "Posted".

Refresh
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Favnvr\tes MalnvMenu > Atmunt5 Payable > Pavr@ents Pay [vdefm[ess\ng Pay Cycle Manager
[_E’NEWW\TMDW “? Help E,-/Cuamm\ze Page hrlp -
Server List
User ID: [sP_TEST_0G | Type: | =] [iest = 1 [oms = | Refresh |
Server: lﬁ Name: | aQ Instam:e:‘ to |
Run lﬁ Distribution lﬁ ¥ Save On Refresh
Status: Status:
Select Instance Seq. Process Type Process Hame User Run Date/Time % Details
[ | 23278 Application Engine AP_APY2055 AP_TEST_08 05/29/2012 3:3324Pw EOT Success Posted Details
- 23275 Application Engine AP_APY2050  AP_TEST_06 05/29/2012 3:32:09PW EDT Success Posted Details
[ | 23274 Application Engine ZCU_CHKGEN AP_TEST_08 05/29/2012 3:31.51Pw EOT Success Posted Details
- 23243 Application Engine AP_APY2055 AP_TEST_06 05/29/2012 3:04:00PW ECT Success Posted Details
[ | 23248 Application Engine AP_APY2050  AP_TEST_08 05/29/2012 3:03:31PM EOT Success Posted Details
= 13247 Application Engine ZCU_CHKGEM AF_TEST_06 05/29/2012 3:02:41PM EDT success Paosted Details
[ | 23246 50R Process FIrZ025 AP_TEST_08 05/29/2012 3:02.04Pw EDT Success Posted Details
= 23240 Crystal Check AFYZOZT- AR_TEST_06 05/29/2012 2:69.56PM EDT success Paosted Details
[ | 23238 Application Engine AP_APY2015  AP_TEST_08 05/29/2012 2:58:40PM EOT Success Posted Details
= 3237 Application Engine AF_APYZO01S  AR_TEST_06 05/29/2012 2:66:26PM EDT success Paosted Details
] 2317 Crystal APY2030- AP_TEST_0B 0572972012 2:2315PM EOT Success Posted Details
= 3212 Application Engine AF_APYZO01S  AR_TEST_06 05/29/2012 2:21.33PM EDT success Paosted Details
- 23207 Application Engine AP_APY2015  AP_TEST_0B 05/28/2012 1:48:53PWM ECT Success Posted Details
Go hackio Pay Cycle Manager
g
javascript:haction_win0(document. wind, PMM_GO_HOME_WRK_HOME_LINK, 0, 0, ‘G0 back to Pay Cycle 8Manager’, fase, | | | | | [ @b Intemet RN

Step

Action

105.

Click the Go back to Pay Cycle Manager link.

|G|:| backto Pay Cyele Managej

Favarites | Main Meru > Accounts Payable > Payments » Pay Cycle Processng > Pay Cycle Manager
& New Window P Help hrlp
Pay Cycle Manager
Eniter any infarmation you have and click Search. Leave fizlds blank for a list of all values
Lirnit the nurmber of results to (up to 300); |300
Pay Cycle:|= =] Q
| Search | Clear |gasic Search [E) Save Search Criteria
4 | »
Done I @ mntemet 5~ [Foms -
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Step

Action

106.

Enter the desired information into the Pay Cycle field. Enter "051612".

Favnvr\tes’MainvMenu > Accounts Payable > Payments > Pay Cycle Processing > Pay Cycle Manager

E newwindow 7 Help B nmp

Pay Cycle Manager

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

Pay Cycle:|= x|[051617 Q

| Search | Glear |Basic Search [ Save Search Criteria

3

| € meemet |45 - [ 100%

i

T 4

Step

Action

107.

Click the Search button.
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Pay Cycle Manager

Favnvr\tes i MalnvMenu » Accounts Payvable > Payments Pay Cycle Processing

@NEWWmdnw “? Help Igfcuamm\zePagE hrlp

Pay Cycle Manager
Pay Cycle: 051612 Columbia Pay Cycle
Selection Criteria Approve Trial Register Reference Confirmation Draft Staging Approval

Refresh | pocace ponitor Details

Status:

Pay From Date: 05162012 Pracess Server Step Hame

Pay Through Date: 05M 62013 - Process | [PEUNK x| Payment Selection

Payment Date: 0anerzmz Frocess | FSUNK =] Payment Selection & Creation
Schedule Payments Selected: 2 Surnmary Details

Server: 5

Financial Sanctions Exceptions

Pay Cycle Errar Digcount Lost Discount Denied Withholding Bank Replacement

First 1of 1

Pay Cycle Results
WUE L ol  Additionsl info |

Process Recreate Pos Pay  Description Bank  Account  Status :e’"' output o iout Destination
ame Type
| Process | Recreate Pos Pay :r‘zduce Fositiva Paymant - uee oise Completed  [PSUNK *| File fapp/psoftinterfacesingl gnaziout
|E) save | & Retuntosearch | [=] notity |
4 | 3
Done T T [ mteme [Fa = [maew <

Step Action

108. Note that the Pay Cycle Status is completed.

Favnvr\tes’MainvMenu > Accounts Payable > Payments > Pay Cycle Processing > Pay Cycle Manager

@NEWWmdnw “? Help Igfcuamm\zePagE hrlp

Pay Cycle Manager
Pay Cycle: 051612 Columbia Pay Cycle
Selection Criteria Approve Trial Register Reference Confirmation Draft Staging Approval

Status: Completed | Refesh | bcoce wonitor Details

Pay From Date: 05162012 Pracess Server Step Hame

Pay Through Date: 05 62012 | Process | [PSUNX =] Payment Selection

Payment Date: 0snemz | Process | [PsUNX x| |Payment Selection & Creation
Schedule Payments Selected: 2 Surnmary Details

Server: ud [

Bank Replacement Financial Sanctions Exceptions

Pay Cycle Error Discount Lost Discount Cenied Withhalding

First 1of 1

Pay Cycle Results
 Additional Info |

Process Recreate Pos Pay  Description Bank  Account  Status EALET foutput 4 iout Destination
Hame Type
Produce Fositiva Paymant - yee oisg Completed  [PSUNX =] File Jappipsofiinterfacesia gnaZiouls

Process | Recreate Pos Pay File

| save | & Returntosearch | [=] notry |

| 3
| € meemet R

[

Done
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Step Action

109. Click the Payments button.
| Accounts Payable |

Favnvr\tes’MainvMenu > Accounts Payable > Payments > Pay Cycle Processing »  Pay Cycle Manager

[_EINEWW\TMDW “? Help Efcuammwze?age hrlp

[0 Control Groups 4

Pay Cycle Mani & payments v

(1 Review Accounts Payable Info 4

Pay Cycle: 951 5 Reports N
Selection Criteria Approve Trial Register Reference Confirmation Draft Staging Approval

Status: Completed Refresh Frocess Monitor Details
Pay From Date: 05162012 Pracess Server Step Hame
Pay Through Date: 05H B/2012 | Process | [PSUNX =] Payment Selection
Payment Date: 0anerzmz Frocess | FSUNK =] Payment Selection & Creation
Schedule Payments Selected: 3 Surnmary Details
Server: ud [
Pay Cycle Error Discount Lost Discount Cenied Withhalding Bank Replacement Financial Sanctions Exceptions

E Frst K4 ora O

Pay Cycle Results

B0 i b Additionsl Info
Process Recreate Pos Pay  Description Bank  Account  Status EALET foutput 4 iout Destination
Hame Type
| Process | Recreate Pos Pay :r‘zduce Fositiva Paymant - uee oise Completed  [PSUNK *| File fapp/psoftinterfacesingl gnaziout
| save | & Returntosearch | [=] notry |
< 3
ittps: ffnitstweb. cc columbia edu; 18443/pspifdl gnaz/EMPLOYEE/ERP/s/WEBLIE_PTPP_SC.HOMEPAGE FieFormulatsery| | | | | [ @b intemet EREER

Step Action

110. Click the Review Accounts Payable Info menu.
3 Review Accounts Payable Info ¥
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Pay Cycle Manager

Favnvr\tes i MalnvMenu > Accounts Payable > Payments Pay Cycle Processing

@NEWWmdnw “? Help Igfcuamm\zePagE hrlp

3 Control Groups L4
Pay Cycle Mani & payments 2
(1 Review Accounts Payahle
Pay Cycle: 951 3 Repurts 3 Paymments 4
Selection Criteria Approve Trial Register Reference Confirmation Draft Staging Approval

Status: Completed | Refesh | mcoce wonitor Details

Pay From Date: 05162012 Pracess Server Step Hame

Pay Through Date: 051 B/2012 | Process | [PSUNX x| Payment Gelection

Payment Date: 0snemz | Process | [PsUNX x| |Payment Selection & Creation
Schedule Payments Selected: 3 Surnmary Details

Server: ud [

Pay Cycle Errar Digcount Lost Discount Denied Withholding Bank Replacement Financial Sanctions Exceptions

Pay Cycle Results First 1of 1

" Wain nformation Rl

Process Recreate Pos Pay  Description Bank  Account  Status :e’"' output o iout Destination
jame: Type
Frocess: Recreate Pos Pa Produce Fositiva Paymant CHASE DISB Completed PSUMNK =|  File Japp/psofifinterfacesing gna2fout
File

(B Ssws 2L RetumtoSesrch  [S] Hotity

< 3
ttps: ffnitstweb. cc columbia edu; 18443/pspifndL gnaz/EMPLOYEE/ERPYs/WEBLIE_PTPP_SC.HOMEPAGE FiFormulatsery| | | | | [ € Intemet RN

Step

Action

111.

Click the Payments menu.
3 Payments k

Favuvﬂtes=Ma|nvMenu 3 A::uuntapayable b3 Payrgents > PayCy:\efm:essmg > Pay Cycle Manager

ENewwindow P Help  [E Customize Page hrlp

1 Control Graups 4
Pay Cycle Mani & payments 3
. .
Py Cyel [ Review Accounts Payable =
ay Cycle: 081 Payments 4 o
1 Reports i Detal Data
Selection Criteria Approve Trial Register Reference Confirmation Iy Surmnmary Data
Docurnent Status
Status: Completed Reffesh | prycocs monior
Pay From Date: 05H 62012 Process Server Step Hame
Pay Through Date: 158012 | Process | |PSUNK x| |PaymentSelection
Payment Date: 05M 62012 | pProcess | [PSUNK x| Payment Gelection & Creation
Schedule Payments Selected: 3 Summary Details

Server: il

Pay Cycle Error Discount Lost Discount Denied Withhalding Bank Replacement Financial Banctions Exceptions

Pay Cycle Results
[ Addtional Info |

Process  Recreate Pos Pay  Description Bank  Account  Status ze”'" Uit tput Destination
ame Type
| Pracess | Recreate Pos Pay EGD:UEE Positive Payment o e g Completed  |PSUNK =] File Tappipsoftfinterfacesiigd graziout
|E Save &4 Retunto Search | [ hatify |
4| »
Ictps: fntstweb. ce columbia edu; 18443/pspifn31 gnaz/EMPLOYEE ERP/s/WEBLIE_PTPP_SC.HOMEPAGE FieldFormula.tsery| | | | | | g |l Intemnet 75~ [fomm -
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Step

Action

112.

Click the Payments menu.
| =] Payment

Favnvr\tes i MalnvMenu » Accounts Payable > Review Accounts Payable Info > Payments > Payment
[_E’ Mew Window 7 Help IL/ Customize Page hitp 2
Payment Inquiry
Search Criteria
Search Name AL Q
From Teo
Vendor Name Q [ Q
*Amount Rule Any j
Amount
Currency Q
Bank SetiD [cuseT a
Bank Code Q
Bank Account Q
Bank Account ¥
Reference |
Payment Date |
Payment Method =l
Pay Cycle Q
Seq Num Q
Payment Status j
Remit SetlD CUSET @
Remit Vendor Q
Setlle By =
Settlement Status =l |
™ Single Payment Vouchers
Max Rows a0 Search Clear
I~ Show Chart ‘Chart Type: [Bar Chart =l
SertingCriteria
1st sort: [Bank Account =l T pescending sot .
Done [T T [ mteme [Fa = [®aew «

113.

You can filter by a variety of fields. In this example, we'll filter by Bank Account,
Bank Code, Pay Cycle, and Payment Date. Enter the desired information into
the Bank Code field. Enter "CHASE".
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Favorites - MainMenu > Accounts Payable > Review Accounts Payable Info » Payments > Payment
@ Mew Window 7 Help Ef Customize Page hitp 2
Payment Inquiry
Search Criteria
Search Name [ Q
From Teo
Vendor Name Q [ Q
*Amount Rule Any j
Amount
Currency Q
Bank SetiD [cuseT a
Bank Code CHASE| Q
Bank Account Q
Bank Account ¥
Reference | |
Payment Date |
Payment Method =l
Pay Cycle Q
Seq Num Q
Payment Status j
Remit SetlD CUSET @
Remit Vendor Q
Setlle By =
Settlement Status =l |
™ Single Payment Vouchers
Max Rows 00 | Gearch | | Clear |
I~ Show Chart ‘Chart Type: [Bar Chart =l
SeingCriteria
15t sort: [BankAccount =l I™ Descending | .
Done T T [epmteme [Fa = [®aew «

Step Action

114, Enter the desired information into the Bank Account field. Enter "DISB".

Favnvr\tes ! MainvMenu » Accounts Payable > Review Accounts Payable Info > Payments > Payment
@ Mew Window 7 Help Ef Customize Page hitp 2
Payment Inquiry
Search Criteria
Search Name AL Q
From Teo
Vendor Name Q [ Q
*Amount Rule Any j
Amount
Currency Q
Bank SetiD [cuseT Q
Bank Code CHASE] a
Bank Account Disg Q
Bank Account #
Reference | |
Payment Date [
Payment Method =l
Pay Cycle Q
Seq Num Q
Payment Status j
Remit SetlD CUSET @
Remit Vendor Q
Setlle By |
Settlement Status =l |
™ Single Payment Vouchers
Max Rowes 300 | Bearch | | Clear |
I™ Show Chart *Chart Type: [Bar Ghart =1
SeingCriteria
15t sort: [BankAccount =l I™ Descending | .
pone [T T [ mteme [F5 = [®aow «
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Step

Action

115.

Click in the Pay Cycle field.

Favnvr\tes:MalnvMenu > Acmuntgﬂayahle > Rewewﬂcmurlts Payable Info > Dayrgemts > Payment

[_E’NEWW\TMDW 7 Help E,-/Cuamm\zef—‘age hrlp =

=

Payment Inquiry
Search Name AL Q
Frem To

Vendor Name Q [ Q,

*Amount Rule Any =

Amount

Currency Q

Bank SetiD CUSET Q

Bank Code CHASE Q

Bank Account DisE Q

Bank Account #

Reference [ [

Payment Date [

Payment Method =

Pay Cycle 051613 Q

Seq Num Q

Payment Status j

Remit SetiD CUSET Q

Remit Vendor QA

Setlle By =

Settlement Status =l | |

I Single Payment Vouchers
Max Rows a00 | 8earch | | Glear |
I~ Show Chart ‘Chart Type: [Bar Chart =l
Sorting Criteria
1st sort; [BankAccount =] I pescending [ st =

Done [T 36 meme [%5 « [%mw -

Step

Action

116.

Enter the desired information into the Pay Cycle field. Enter "051612".
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Favnvr\tes i MalnvMenu » Accounts Payable > Review Accounts Payable Info > Payments > Payment
@ Mew Window 7 Help Ef Customize Page hitp 2
Payment Inquiry
Search Criteria
Search Name AL Q
From Teo
Vendor Name Q [ Q
*Amount Rule Any j
Amount
Currency Q
Bank SetiD [cuseT a
Bank Code CHASE Q
Bank Account Disg Q
Bank Account ¥
Reference | |
Payment Date |
Payment Method =l
Pay Cycle 051613 Q
Seq Num Q
Payment Status j
Remit SetlD CUSET @
Remit Vendor Q
Setlle By =
Settlement Status =l |
™ Single Payment Vouchers
Max Rows 00 | Gearch | | Clear |
I~ Show Chart ‘Chart Type: [Bar Chart =l
SeingCriteria
15t sort: [BankAccount =l I™ Descending | .
Done [T T [ mteme [Fa = [®w «

117.

Click in the Payment Date field.

Favarites | Main Menu > Accountg Pavable > Rewiew Accounvts Payable Info > Payrgemts > Payment
Enewwindow 7 Help [ custamize Page ntp =
Payment Inquiry
Search Criteria
Search Name el Q
From Te
Vendor Name | Q | aQ
*Amount Rule Any =
Amount
Currency Q
Bank SetiD [cuseT Q
Bank Code [cHAsE Q
Bank Account EEE Q
Bank Account # |
Reference | |
Payment Date || [ | ]
Payment Method [ =l
Pay Cytle [o51612 Q
Set Num Q
Payment Status ﬂ
Remit SetlD CUSET Q
Remit Vendor Q
Setle By =
Setllement Status =l o
™ Single Payment Vouchers
Max Rows 200 | Gearch | | Clear |
I” Show Chart ‘Chart Type: [Bar Chart =l
SortingCriteria
1st sort: I Bank Account =l I” Descending |$\ -
Done [ [T [3@meeme [7a - [Fiom -
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Step Action

118. Enter the desired information into the Payment Date field. Enter "05/16/2012".

Favnvr\tes ! MainvMenu » Accounts Payable > Review Accounts Payable Info > Payments > Payment
[_E’ Mew Window 7 Help IL/ Customize Page hitp 2
Payment Inquiry
Search Criteria
Search Name AL Q
From Teo
Vendor Name Q [ Q
*Amount Rule Any j
Amount
Currency Q
Bank SetiD [cuseT Q
Bank Code CHASE Q
Bank Account Disg Q
Bank Account #
Reference |
Payment Date 0501 62012| [
Payment Method =l
Pay Cytle 051612 Q
Seq Num Q
Payment Status j
Remit SetlD CUSET @
Remit Vendor Q
Setlle By |
Settlement Status =l |
I™ Single Payment Youchers
Max Rows 300 Search Clear
I™ Show Chart *Chart Type: [Bar Ghart =1
SeingCriteria
1st sort: [Bank Account =l T pescending sot | .
pone T T [ mteme [Fa = [®aow «

Step Action

119. Click the button of the scrollbar.
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Favnvr\tes MalnvMenu > Atmunt5 Payable > Review Atmurlts Payable Info > Dayrgemts > Payment
Search Name [ Q |
Frem To
Vendor Name Q [ Q,
*Amount Rule Any |
Amount
Currency | Q
Bank SetiD [cuseT Q
Bank Code CHASE Q
Bank Account Disg Q
Bank Account #
Reference |
Payment Date 05162013 [
Payment Method =
Pay Cycle 051612 Q
Seq Num Q
Payment Status j
Remit SetlD CUSET Q
Remit Vendor Q
Setlle By =
Settlement Status =l
I Single Payment Vouchers
Max Rows a00 | 8earch | | Glear |
I~ Show Chart ‘Chart Type: [Bar chart |
sertingCriteria
1st sort: [BankAccount =l ™ Descending [oosat
2nd sort: | Fayment Reference 1D =l ™ Descending
Done T T [ mteme [F5 = [®oew - i

Step Action

120. Click the Seat_’ch button.

Favnvmtas i MainvMEnu > Acmunt& Payable > Review Acmurlts Payable Info > Daynlents s Payment

Search Name [ALL Q |

From Teo

Vendor Name Q [ Q

*Amount Rule Ay = |

Amount

Currency Q

Bank SetlD CUSET Q

Bank Code CHASE Q

Bank Account Disg Q

Bank Account ¥

Reference |

Payment Date 0516/2012 |osi1giz012

Payment Method =

Pay Cycle 051612 Q

Seq Num Q

Payment Status j

Remit SetlD CUSET Q

Remit Vendor Q

Setlle By =

Settlement Status =l

I” Single Payment Wouchers
Max Rows [ aoo| | Search | | Glear |
I~ Show Chart *Chart Type: [Bar Chart =1 ]
sertingCriteria
1st sort: [Bank Accaunt =l I™ Descending [oosot
Znd sort: [Payment Reference 1D =l ™ Descending
Payment Inquiry Result
o : ; . -
Done [T T T [ e mieme 5 - [Hw -
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Step

Action

121.

Click the button of the scrollbar.

Favnvr\tes’MainvMenu » Accounts Payable > Review Accounts Payable Info > Payments > Payment
Hank Account # |

Reference [ [
Payment Date 0501 672012 [osiBrz012
Payment Method =
Pay Cycle 051612 Q
Seq Num Q
Payment Status j
Remit SetiD CUSET Q
Remit Vendor Q
Setlle By =
Settlement Status =l
I Single Payment Vouchers
Max Rows [ soo| £ Bearch. | Clear
I™ Show Chart *Chart Tyne: [Bar Chart =
1st sort; [Bank account =] [ pescending sort
2nd sort: [Payment Reference ID =l I” Descending

Payment Inquiry Result

Additionalinfo | Venclor Detalls | Financial Gateway

Payment Payment Creation Date Payment Reconciliation -
Saurce LoV Da Method Amount | Currency ' Payment Date MU O Reconcile Date
Systern
VCHR 000000110 | A0S 100.00 USD 05162012 05182012 [Paid Unreconciled
Systern . .
VCHR 0000000111 | S0 150.00 USD 0562012 05AER2012  [Paid Unreconciled
4 | »
pone T T [ mteme [Fa = [®ao0w «

Step

Action

122.

ID for additional detail on the transaction.

Verify that the vouchers have been paid. You can click on the Payment Reference
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Favnvr\tes i MalnvMenu » Accounts Payable > Review Accounts Payable Info > Payments > Payment

[_EINEWW\TMDW “? Help Efcuammwze?age hrlp

=

Vouchers For a Payment

Back To Payrment Inguiry

Bank Name: JPMorgan Chase Pymnt Ref ID: apoonootto

Bank Account #: 455-250162 Accounting Date: 06162012

Pay Cycle: 051612 SeqNum: 2 Payment Date: 05162012

Vendor Name: JAPAM PUB TRADING CO LTD Days Outstanding:

Address: 1-2-1 BARUGAKU-CHO Payment Clear Date:  05/16/2012
CHIYODA-KU TOKYO 101-0064 Reconcile Date: 05162012
Japan 0z JPN Walue Date: 0516/2012

Payment Amount: 100,00 UsD Payment Method: CHK

Description [

Ucuchey g:; ©  advice Date  Invoice Humber ﬁ:::;: 3 Paid Amount  Currency '::"’::"‘ t:‘;ge Source
COLUM |DDDDMEB | 081 6/2012 1NV 23 100.00 100.00 USD Accounts Payable Youchers
(SE
4 | 3
Done Al T [ e mtemet [Fa = [®ae «
Step Action
123. If you click the Payment Reference, the vouchers associated with this payment will
be displayed.

Favarites © Man Menu > Accoumgpayable > Rewewnccounvts Payable Info > Payrgemts > Payment

Bank Account # |

Reference [ [ =
Payment Date 05M6/2012 [&) [osrenzoiz [5)
Payment Method =l
Pay Cytle 051612 Q
Seq Num Q
Payment Status j
Remit SetlD CUSET Q
Remit Venor Q
Settle By =1
Settlement Status =
I” Single Payment Youchers
Max Rowes [ 00| |[..Search | | clear |
I~ Show Chart *Chart Type: [Bar Chart |
1st sort: [Bank Accaunt =l ™ Descending | Sort
Znd sort: | Payment Reference 1D j r Descending

Paythent Inquiry Result
r

First 12012 1L

1t O [ AdditionalInfo || “endor Details || Financial Gateway
Payment Payment Creation Date Payment  Reconciliation :
Source A e i0s Method Amount  Currency ! Payment Date T Eon Reconcile Date
Systern . .
WCHR 0000000t 0 Check 10000 USD 051162012 051672012 Paid Unrecanciled
Systemn
WOHR 0000000111 Chack 140.00USD 0anez01z 05182012 Faid Unreconciled
. | f
Done [ [ [ [ [3@mneme 75~ [Foms -
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Step

Action

124.

You have successfully run a Pay Cycle. You can now select the next topic, Pay
Cycle Reports.

End of Procedure.
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Pay Cycle Options

There will be eight established pay cycles in ARC: six for checks, one for wire, and one for ACH.
The pay cycle codes are as follows:

ACH - ACH Pay Cycle

Wire - Wire Pay Cycle

Checkl - US Mail and Foreign Checks

Check2 - Local Checks

Check3 - Bursar Checks

Check4 - Library Checks

Checkb - Call for Pick Up - Black Bldg

Check6 - CM Call for Pick Up and Enclosure Docs

After selecting each pay cycle, you will just need to validate that the Pay Group matches the type
of pay cycle and that the bank method is appropriate given the pay cycle.

This topic will teach you how to choose from the available pay cycles and where to validate the
pay group and bank method information prior to running the pay cycle.

Estimated time needed to complete topic: 3 minutes
Procedure

Welcome to the Pay Cycle options topic where you will learn about the various pay cycles you
can run in ARC.

Favgrites | Main Menu

Personalize Content | Layout ? Help
[Menu (= ]

®

> Columbia Specific

[> eProcurement

[> Accounts Payahle

> Banking

I Set Up Financialsigupply Chain
[ Enterprise Companents
[ Warklist

> Reporting Tools

> PeopleTools

— Change My Password
— My Systern Profile

|

Ittps: fFritstweb. cc. columbia, edu: 16443/pspiFro L qnaz EMPLOYEE [ERFIR] [ [ [ [@neeme [7a - [Fiom -
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Step

Action

Payable link.
[l Accounts Payahlel

First, we will navigate to the Payment Selection Criteria page. Click the Accounts

ﬁ Control Groups

ARC™

Favarites © Main Menu > Accounts Payable
Accounts Payabls

Accounts Payable

£ccess PeopleSaft Payables.

ﬁ Payments
Create and manage payments

[ Paw Cycle Processing

Agid, maintain, and review contral groups.
=] Group Information

=] Updlste Status

= Delets Control Group

ntegration wih systems

(1 Py Cyele Approvals [ Payments

[ Pay Cyele Exceptions
=] Post Control Group 4 More,

Reports

ﬁ Create accourts paysble reports

[ Vouchers
[ Voucher Reconcilistion
[ Paymerts

3More...

Review Accounts Payable Info
Run inquiries on vouchers, vendors, payments, and

[T [ [@neeme

7 - [Hio0w -

Step

Action

Click the Pay Cycle Processing link.
Pay Cycle Processing|
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Favnvr\tes MalnvMenu > Accounts Payable
Accounts Payable
ﬁ Pay Cycle Processing

Maintain andl process the pay cycle

E" P ent Selection Criteria Pay Cycle Manager Pay Cycle Job

Establish selection criteria for one or more pay cycles. Select, review, and create scheduled paymerts. Al and submit pay cycle job

E" Manual Positive Payment E Check Restart E Email Payment Advice
Creste a positive payment file for the bank. Restart check printing. Email Payment Advice

E" Cancel Rescheduled P: ents
Cancel rescheduled payment terms processing errars in
the pay cycle

| € mtemet RN

ittps: {fntstweb. cc columbia edu; 18443/pspfi31 gna2/EMPLOYEE/ERP{/CREATE _PAYMENTS.PYCYCL_DEFN.GBLZPORTAL| | | |

Step Action

3. Click the Payment Selection Criteria link.

Fangrites | MainMenl > ACCOUNtS Payable > Payments > Pay Cyole Processng > Payment Selection Critena
& New Window P Help hrlp

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

Add a New Walue

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

Pay mle:ml\iq

Search Clear |Basic Search [§) Save Search Criteria

Find an Existing Walug |Add a Mew Walue

4 | »

[javascript:paction_wino(document . win, PYCYCL_NORM_Ww_PAY_CYCLE§prompt’); [ T[T [ @ mneeme 5~ [Fomm -
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Action

Click the Look up Pay Cycle (Alt+5) button to see the list of available Pay Cycles.

Look Up

Look Up Pay Cycle

Pay Cycle:[hegins wnhgﬁa\

_ LogkUp || GClear | Cancel Basiclookup

Search Results

Description
olumbia Pay Cycle
ACH Pay Cvcle
S and Call For Pick Up Pay C
S ks

=]
&
=
)

>"

g

e
SEEEEEER
Q]

I

Library Checks

Call for Pick Up - Black Bldg

CM Pick Up and Enclosurs Docs

K CE Call For Pivk Up - Black Bldq
CM Call for Pick Up - Morningside
ED |Enclosure Douments Pay Cycle

Cle e )
o e e

[ T[T [ [ mneeme [fa - R -

Action

See the list of Pay Cycles (there are a few extra here that will not be in the actual

system). Click the CHECKZ1 link to select hte US Mail and Foreign Checks Pay
Cycle.

CHECK
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Favnvr\tes i MalnvMenu » Accounts Payvable > Payments Pay Cycle Processing Payment Selection Criteria

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

A @ New Value

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

Pay Cycle:|= x| [cHECK! Q

| Search || Clear |Basic Gearch [ Save Search Criteria

Find an Existing Walue |Add a Mew Walue

neen

D ewwindow  ? Help httn

| 3

Done

[

| €9 meemet

AR

Step Action

Click the Search button.

Favnvmtas i MainvMEnu > Accounts Pavable > Payments Pay Cycle Processing Payment Selection Criteria

B e Window

| Preferences || Source iBU | Bank i Method

Pay Group i Netting | Draft Options

CHECK! WS Mail and Foreign Chacks

Pay Cycle:
Pay Cycle Selection Dates

Pay Cycle Manager

Pay From Date: 06272012 [F iwed “Next Pay Through Date: [o7ia2012 B Thy
Pay Through Date: ’W Mon *Next Payment Date: ’W Thu
Payment Date: ’W Tue
Change Selection Dates:

[ 1] [Davis) || increment | Decrement |

Accounting Date ‘Withholding Date

“Accounting Date: 07032012 [ “Withholding Date: 07/03i2012 [3)
Current Date Payrment Date -
Business Day V-

' No validation
1 Use Standard Week
€ Use Holiday Calendar:

™ validate Pay Through Dates
™ validate Payment Dates

[ e

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

Add

UpdateDisplay |

Dates | Breferences | Source [ BU | Bank/ Method | Pay Group i Metting | Draft Ontions

hita

? Help E{Custnm\ze Page http

| 3

Done

L

| e [ mtemet

RS
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Action

7. See that the dates are pre-established.

Favnvr\tes’MainvMenu > Accounts Payable > Payments > Pay Cycle Processing > Payment Selection Criteria

[ Preferences | SourcesBU | BankiMethod || Pay Group i Netting | DraftOptions |

Pay Cycle Manager

Pay Cycle: CHECK! WS Mail and Foreign Chacks
Pay Cycle Selection Dates
07/05/2012 5 Thy

Pay From Date: 06272012 B \ed “Next Pay Through Date:
07/05/2012 Thu

Pay Through Date: 07/02¢2012 Maon *Next Payment Date:
Payment Date: 07/03i2012 Tue
Change Selection Dates:

1) [Davis) || increment | Decrement |

Accounting Date ‘Withholding Date
07032012 “Withholding Date: 07/03i2012 [3)
Current Date he Payrment Date -

Business Day Validation

@ No Validation ™ validate Pay Through Dates
© Use Standard Week [™ Validate Payment Dates
€ Use Holiday Calendar:

*Accounting Date:

[ e

add | [} UsdateDisslay, |

| save | £ Retuntosearch | [Z] Wotity | | s Refresn |

Dates | Ereferences | Source [ BU | Bank/ Method | Pay Group f Metting | Draft Qntions

D ewwWindow P Help  [# Customize Page e, http

| 3
ERERR

[

Done

| € meemet

Step Action

8. Click the Pay Group / Netting tab.

| Pay Group § Metting
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Favnvr\tes i MalnvMenu > Accounts Payable > Payments > Pay Cycle Processing > Payment Selection Criteria
[_EINEWW\TMDW “? Help Efcuammwze?age hrlp

Dates || Preferences | SourceBU | Bank/ Method >y Group f N | Draft Options |
Pay Cycle: CHECK1 WS Mail and Foreign Ghecks
Pay From Date: 0Bf27i2012 Pay Through Date: 07i02/2012 Payment Date: 07i03i2012

ki

Pay Group Customize | Find | view a1 | B | # First K1 2012 O ast

Process  “Setll *Pay Group Code Description
i CUSETQL |F Q. FM
o CcusE @ [us Q us

v | B ) 3 Fist KT g or 1 D Lact

Netting
Process  Hetting Reference ID Description

= H|=

|B sawe &L Returnto Search | =] hafify \ | %o Refresh \ |Bx ddd | |7 Updiste/Display

Cates | Preferences | Source / BU | Bank/ Method | Pay Group ! Metting | Draft Options

3

|
Done T T [ mteme [Fa = [®ae «

Step Action

9. See that the US and Foreign (FN) pay group codes are selected and that they match
that particular pay cycle. For all Check Pay Cycles, you will need to verify that the
Pay Group matches the Pay Cycle type.
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/Qates \/Prejeremes vﬁuurcetau vﬂamktMelhud A Craft Options A

@NEWWmdnw “? Help Ifcuamm\zePagE

Training Guide
Payment Processing

=

hitp

Pay Cycle:
Pay From Date:

CHECK1
0gr2yizon2

S Mail and Foreign Checks
Pay Through Date:

07mzzmz

Payment Date:
Pay Group
Process

*SetiD *Pay Group Code

CUSE'Q |FN Q
CUSEQ |us a

Description

Process

=

Netting Reference I Description

| save | &4 Retunto Search | 5] Wotify | @ Refresh |

Cates | Preferences | Source / BU | Bank/ Method | Pay Group ! Metting | Draft Options

0702012

Upizt=/Display

3

Done

[

| 4 |6 mtemet

R

Step

Action

10.

Click the Bank / Method tab.

" Bank! Method

Favnvr\tes:MalnvMenu > Acmuntgﬂayahle > Pavr@ents > Pav[vdefm[ess\ng > Payment Selection Criteria

i Dates A Preferences A Source fBU i Eav Group f Netting i

i Craft Options A

o

Mew Window 7 Help IfCuamm\zePagE hrlp

Pay Method

- -
First &1 1 0f 1

Process

~

*Payment Method

Systern Check

(B Sswe O RetumtoSesich (] Hofify 7 Refresh

Dates | Preferences | Source S BU | Bank f Method | Pay Group f Metting | Draft Options

Pay Cycle: CHECK1 U8 Mail and Foreign Checks
Pay From Date: 06f2742012 Pay Through Date: 0702012 Payment Date: 07i03zmz
Bank Account
¥ Process
“SetiD: louseT @
*Bank: GHASE @ JPMorgan Chase
*Account: DISB Q. cU Accounts Pawable
Currency: UG Dollar

| Upilate/Display,

| 3

Done

L

|'& € ntemet

RS
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Step Action

11. Verify that the Bank/Method Information is correct.

ARC

Favnvr\tes’MainvMenu > Accounts Payable > Payments > Pay Cycle Processing > Payment Selection Criteria

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

=

Dates Preferences Source fBU Eav Group § Netting Craft Options

Pay Cycle: CHECK1 S Mail and Foreign Checks
Pay From Date: 0Bi27i2012 Pay Through Date: 070252012 Payment Date: 07i03z02
Bank Account Find 2 First K 4 opa O Last
¥ Pracess =
SetiD: jouseT &
‘Bank: CHASE @ UPMaorgan Chase
“Account: DIEB A CU Accounts Payahle
Currency: LS Dallar
Pay Method i | Al 3 Frot Kl orn O Lot
Process *Payment Method
~ Systerm Chack j =
B save | | Retuntosesrch | [ Notity | | Refresh | [Bvmoa| [ upoateDispiay,

Dates | Preferences | Source [ BU | Bank/ Method | Pay Group f Metting | Draft Ontions

4 | 3

pone T T [ mteme [“a = [®aow <

Step Action

12. Now, we will look at another Pay Cycle as an example. Click the Pay Cycle
Processing button.
Faﬁ,r Cyclefrucezzing|
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Favnvr\tes'MalnvMenu » Accounts Payable > Payments > Pay Cycle Processing > Payment Selection Criteria

Dates | Preferences || Source/BU m [=] Payment Selection Criteria

D Pay Cycle Manager
Pay Cycle: CHEGKT S tail and Fareign cf L) P2 Crle b

PoarErom Dt Pay Through Date: Manual Positive Payment
ay 3 OBI27/2012 ay 0l . [ Check Restart

iz

[ Emal Payment acvice
¥ Process [5] cancel Rescheduled Paymerits
“SetiD: [cuseT/a,
‘Bank: MQ JPMargan Chase
*Account: [DIE8 @ cUAccounts Payable
Currency: UE Dollar
Pay Method
Process *Payment Method
~ Systerm Chack j =

B Sswe O RetumtoSesich (] motty ol Refresh

Upilate/Display

Dates | Preferences | Source [ BU | Bank/ Method | Pay Group f Metting | Draft Ontions

4

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

=

Training Guide

Payment Processing

3

ittps: ffnitstweb. cc columbia edu; 18443/pspifndL gnaz/EMPLOYEE/ERP{c/CREATE_PAYMENTS PvCvcL_DEFN.GBLZFolder: | | | | [ €D Intemet

R

Step

Action

13.

Click the Payment Selection Criteria menu.
| D Payment Selection Criteria

Favuvmtes i MainvMenu > Accuuntipayab\e > Paynlents > Pay Cyclefmcessing > Payment Selection Criteria

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

Add a New Walue

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

Pay mle:ml\iq

. search

Clear |Basic Search [E) Save Searth Criteria

Find an Existing Walue |Add a Mew Walue

E ewwindow 7 Help B hitp

hitn

| »

Done I @ Intemet

75 - [ w100 -
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Step Action

14. Click the Look up Pay Cycle (Alt+5) button.

Favarites | Main Meru » Accounts Payable » Payments » Pay Cycle Processing > Payment Selection Criteria

Look Up

Look Up Pay Cycle

Pay Cycle: [ begins wnhg\

_ LookUp || GClear | Cancel Basiclookup

Description

olumbia Pay Cycle
ACH Pay Cvcle

S and Call For Pick Up Pay C
S Mail and Foreign Cheeks

Library Checks
Call for Pick Up - Black Bldg
CM Pick Up and Enclosurs Docs
5 Call For Pick Up - BlackBldg
M|Call for Pick Up - Mormingside
ED |Enclosure Douments Pay Cycle

|pane [ [ [ [ mneme [Fa - (R -

Step Action

15. Click the button of the scrollbar.
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Payment Processing

Favnvr\tes i MalnvMenu » Mccounts Payable > Payments > Pay Cycle Processing » Payment Selection Criteria

Look Up

C
| LIS Mail and Foreign Ghecks
ocal Checks
Bursar Checks

Library Checks
Call for Pick Up - Black Bldg
CM Pick Up and Enclosure Docs

Call For Pick Up - Black Bldg
Call for Pick Lp - Mormingside

ocal Pay Cycle

S hail Pay Cycle

Colurbia Pay Cycle

olumbia Pay Cyile

Express Check

olumbia Pay Cycle Retest
olurnbia Pay Cyle

|pane [T T [ e mieme RIS TIR |

Step Action

16. Select the Wire Pay Cycle by clicking the WIRE link.

Favgfites | Main Mend > Accounts Payable > Payments > Pay Cycle Processing > Payment Selection Criteria

D ewwindow P Help B hitp

=

Payment Selection Criteria

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 300;,

Pay Cycle:[= 7] JWIRE Q
Search Clear  |Basic Search [F) Save Search Criteria

Find an Existing Walug |Add a Mew Walue

| »

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

Action

17.

Click the Search button.

Favnvmtas i MainvMEnu > Accounts Payable > Payments » Pay Cycle Processing » Payment Selection Criteria

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

hita

Preferences || Source iBU | Banki Method Pay Group i Netting |~ Draft Options

Pay Cycle: WIRE  Vire Pay Cycle Pav Cytle Managet
Pay From Date: 06202012 [F Fri “Next Pay Through Date: (0710212012 |5 wan
Pay Through Date: ’M Fri *Next Payment Date: ’W Mon
Payment Date: [0B/2012012 |5 Fri
Change Selection Dates:
[ ] [wieeks) || increment | Decrement |
“Accounting Date: 06282012 5 “Withholding Date: 06282012 [5]

Current Date he Payrment Date -
Business Day Validation

@ No Validation ™ validate Pay Through Dates
© Use Standard Week ™ Validate Payment Dates

€ Use Holiday Calendar: Q

B save | |& RetuntoSearch | [5] Notity | | Refresh | Eb Add UpdateDisplay |
3 | B et | | =) UpdateDisplay,

Dates | Breferences | Source [ BU | Bank/ Method | Pay Group i Metting | Draft Ontions

| 3

Done T T [ e meeme ERE

Step

Action

18.

Click the Pay Group / Netting tab.

| Pay Group ! Metting
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Favnvr\tes i MalnvMenu » Accounts Payable > Payments > Pay Cycle Processing » Payment Selection Criteria
@NEWWmdnw “? Help Iﬂcuamm\ze Page hrlp
y o o ) SEET— P -
Dates Preferences SourcefBU [ BankiMethod Craft Options
Pay Cycle: WIRE Wire Pay Cycle
Pay From Date: 0Bf29i2012 Pay Through Date: 082972012 Payment Date: 06/29i2012
Pay Group First L1 of 1 L Lact
Process  “SetlD  *Pay Group Code Description
]
- -
First 10f1 Last
Process  Hetting Reference ID Description
23
|B sawe | {£L Retunio Search | [S] hotity | i Refresh | |Ex Add | | UpdzteDisplay
Dates | Preferences | Source / BU | Bank/ Method | Pay Group ! Metting | Draft Option
‘ | i
avascript: submitAction_winDidacument wind, #1CPanels; T T [ mteme [Fa = [mae « )

Action

19.

Group Code (unlike the Check Pay Cycles).

Because this is a Wire Pay Cycle, you will see that there is not a necessary Pay

ENewwindow  ? Help  [F Customize Page hrlp

Favgrites | Main Menu > Accounts Payable > Payments > Pay Cycle Processing > Payment Selection Criteria
p s - s - | p 5
Dates Preferences Source fBU | Bank f Method Draft Options
Pay Cycle: WIRE Wire Pay Cycle
Pay From Date: 06/2842012 Pay Through Date: 06/28/2012 Payment Date:
Pay Group
Process  *SetlD

“Pay Group Code

r

Process  Hetting Reference ID

Description
=

| Save | £\ ReturntoSearch | (=] Notity b Refresh

Dates | Preferences | Source / BU | Bank/ Method | Pay Group ! Metting | Draft Option

4

|ivascript: submitaction_wind(document. win, #ICPanels);

L

— —
First 10f1

— —
First 10f1 Last

0BI28i2012

|Ev-mdd | |5 Upsiete/Display

| i
[ [ [ meeme:

7 - [Hio0w -
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Step

Action

20.

Click the Bank / Method tab.

|” Bank i Method |

ARC

Favnvr\tes MalnvMenu > Acmuntgpayah\e > Daynlents > Pay [y[lefmtessmg » Payment Selection Criteria

[_E’NEWW\TMDW 7 Help E,'/Cuamm\zef—‘age hrlp

Dates Preferences Source fBU Eav Group f Netting Craft Options
Pay Cycle: WIRE Wire Pay Cycle
Pay From Date: 06f29i2012 Pay Through Date: 0B/29/2012 Payment Date: OEF29i2012
Bank Account Find | /i First K11 oF 1 D ast
¥ Process =
“SetiD: louseT @
*Bank: GHASE @ JPMorgan Chase
“Account: CONCEL  CUIPM Concentration Account
Currency: UG Dollar
Pay Method
Process *Payment Method
~ ‘Wire Transfer =l =

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

Dates | Preferences | Source S BU | Bank f Method | Pay Group f Metting | Draft Options

[Bv o | [ Update/Dispiay,

| 3

Done

T T L e mternet EREYRY

Step

Action

21.

For Wire Pay Cycles, you will need to verify that the Chase Bank is selected and
that the Account is the concentration account.
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ARC

Favnvr\tes i MalnvMenu » Accounts Payable > Payments > Pay Cycle Processing » Payment Selection Criteria

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

=

Dates Preferences Source fBU Bank f Method Eav Group f Netting Draft Options

Pay Cycle: WIRE Wire Pay Cycle
Pay From Date: 062902012 Pay Through Date: 082972012 Payment Date: OE¥29i2012
Bank Account First L 4 oF1 I Las
¥ Process =
“SetiD: CUSET @
‘Bank: CHASE @4 UPMaorgan Chase
“Account: CONC L CUJPM Concentration Account
Currency: UE Dollar
Pay Method [ + By or1 O st
Process *Payment Method
~ \Wire Transfer =l =
| save | & Retuntosearch | [=] motity | | Remresn | [Baca| [ updstemipiay,

Dates | Preferences | Source [ BU | Bank/ Method | Pay Group f Metting | Draft Ontions

. | i
Done T T [ mteme [Fa = [®aew <

Step Action

22. You have successfully looked at the different Pay Cycles and verified Pay Group
and Bank/Method information. You can now select the next topic.
End of Procedure.
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Pay Cycle Reports

Throughout the Pay Cycle, reports are available in order to gauge the status of different
payments. Once the Payment Selection process is run, the ‘Pay Cycle Summary’ and ‘Details’
page can be viewed to see a summary payment count and total or detailed list of all vouchers
selected for payment.

Throughout the following topic, imagine a time you have faced a similar scenario: When
processing a pay cycle, you want to review payment information form past pay cycles.

Estimated time needed to complete topic: 10 minutes

Procedure

Welcome to the Pay Cycle Reports topic where you will learn how to run the reports associated
with payments.

m Home Warklist AddltoFavortes | Sign out
Favorites  Main Meru
Personalize Content | Layout ? Help
‘Menu 2] (=) [x]
Search:
[> Columbia Specific
[> eProcurement
> Accounts Payahle
> Banking
[> Set Up FinancialsiSupply Chain
> Enterprise Components
[ Worklist
[> PeopleTools
— Change My Password
— by Systern Prafile
Done T T [epmteme [Fa = [®aw «

Step Action

1. Click the Accounts Payable link.
[ Accounts Payahle|
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Favnvr\tes i MalnvMenu > Accounts Payable
Accounts Payable

% Accounts Payable

Access PeoplsSott Payables

ontrol Groups
cil, maintain, and review control groLps.
= Group Information
=] Updste Stetus
=] Dl o
e

ﬁ] Payments
Create and manage payments

[ Paiy Cycle Processing

[ Pay Cyole Approvels
(1 Paw Cyele Exceptions
4 More

Reports
Create accounts paysble reports
[ Woushers
[ Voueher Reconeiliation
(] Paymerts
3 More:

Training Guide
Payment Processing

Review Accounts Pavable Info
Run inuities on vouchers, vendors, payments, and
integration with systems.

[ Payments

[

|| |6 mtemet

|75 - [ w00 -

Action

Click the Payments link.

ARC™

Favgfites ;| Main Menu > Accounts Payable

Accounts Payabls

Payments

Creste paymert reparts.

Payment Aging by Bank
Specify parameters to oktain information on payment aging
by bank accourt.

Payment History by Bank
Creste & report with a registar of bank payments

Payment History by Pay Method

Creste a paymert report by pay cycle, run date, and
payment method

rial Register
Creste a summary of paymerts by bank accourt.

Main Content.

=k

Home |

ent Histo Payment

Create & report of payments by pay cycls, run dats, and
payment

]

@ mntemet

7 - [Hio0w -
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Step Action

3. Click the Payment History by Bank link.
ent Histo Bank

Favarites © Man Menu > Accuumir—‘ayab\e > Repvurts > Payrgemts > Payment Histary by Bank

Elewvindow  ? Help B hitp

Payment History by Bank

Eind an Existing Yalue

Run Control ID: |

Add

Find an Existing Value | Add a MNew Value

| »

[0 [ [ [ meeme [a - [Fomm -

Done

Step Action

4. To run this report, you will enter a new Run Control ID. Ensure the "Add a New
Value" tab is selected and enter the Run Control ID to help identify the report. Click
in the Run Control 1D field.
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Favnvr\tes i MalnvMenu » Accounts Payable > Reports > Payments > Payment History by Bank

Payment History by Bank

Find an Existing Yalue

Run Control ID: |

Find an Existing Yalue |Add a Mew Value

Done

Training Guide
Payment Processing

E newwindow 7 Help B nmp

[ [

| € meemet

\ i

RSN

Step

Action

Control ID field. Enter "051612".

In this example, we'll use the date. Enter the desired information into the Run

Done

Favarites

Home |
Main Menu > Accuumir—‘ayab\e > Repvurts > Payrgemts > Payment Histary by Bank

Payment History by Bank

Eind an Existing Yalue 3

Run Control ID: 051612

Add

Find an Existing Value | Add a MNew Value

Elewvindow  ? Help B hitp

| i

T [ e

7 - [Hioow -
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Step

Action

6.

Click the 051612 link.

[ ]

Favarites © Man Menu > Accuumir—‘ayab\e > Repvurts > Payrgemts » Payment Histary by Bank [5]

ENewwindow  ? Help  [E Customize Page hrlp

Payment History by Bank

Run Control ID: 051612 ReportWanater  Process Mongar (R4

Language: (I =
ReportRequestParameters

Bank SetiD: CUSETQ,
Bank Code: Q
Date Range Print Options
From Date: 041162012 [ " Detail
Through Date: 05162012 [E) & Summary
[ Save £\ RetuntoSearch | ] Natity Er Add Updgte/Display.
bone [ [ mteme [7a - [Fos -

Step

Action

Click in the Bank Code field to filter the payments by bank.

[ ]
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Favnvr\tes i MalnvMenu > Accounts Payable > Reports > Payments > Payment History by Bank [2]

Payment History by Bank

Run Control ID: 051612 Repori Manager  Process Monitor [

Run

English B

Language:

Bank SetiD: CUSETQ,
Bank Code: | Q

Date Range

Print Options

From Date: 050162012 © Detail
Through Date: 0501 BA2012 & Summarny

(B Ssve 2L RetumtoSesrch (2] Hotity

Done

[_EINEWW\TMDW “? Help Efcuammwze?age hrlp

=

Training Guide
Payment Processing

[ [ ]

| € meemet

R

Action

Enter the desired information into the Bank Code field. Enter "CHASE".

Favnvr\tes ! MainvMenu > Accounts Payable > Reports > Payments > Payment History by Bank [2]

Payment History by Bank

Run Control ID: 051612 Report Manager
English B

chessMumlurl R ‘

Language:

Bank SetiD: [cuseTQ
Bank Cote: ’W‘SElQ
Date Range Print Options
From Date: MB  Detail
Through Date: ’m & Summary

(B Sswe O RetumtoSesich (=] notity

Done

[_EINEWW\TMDW “? Help Efcuammwze?age

nien NP

[

| € meemet

R
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Step

Action

9.

Enter the appropriate date range by which you want to filter the information. Enter
the desired information into the From Date field. Enter "01/01/2012".

Favnvr\tes ! MainvMenu > Accounts Payable > Reports > Payments > Payment History by Bank [2]
[_E’NEWW\TMDW “? Help E,»/Cuamm\ze Page hrlp
Payment History by Bank
Run Control ID: 0151612 Report Manager  Process onitor | RUA]
Language: English j'
‘ReportRequestParameters
Bank SetiD: CUSET QL
Bank Code: CHASE QL JPMorgan Chase
Date Range Print Options
From Date: 010102012 [  Detail
Through Date: 0501 Bi2012 & Summary
B save | & Returnto search | [S] Netity | [Bvmoa| [ upoateDispiay,
[T [ e mtemet RN

10.

Click the Detail option.
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Favnvr\tes i MalnvMenu > Accounts Payable > Reports > Payments > Payment History by Bank [2]

[_EINEWW\TMDW “? Help Efcuammwze?age hrlp

=

Payment History by Bank

Run Control ID: 051612 ReporManszer  Procass ontor | RUR

Language: English j'

Bank SetiD: [ousETQ
Bank Code: [CHASE Q. UPMorgan Chase
Date Range Print Options:
From Date: 01012012 B | | & petan
Through Date: 051612012 C Summary
|2 save | Retumto Search | [=] Notity | @] Updlate/Display

[T [ e mteme [“5 - [%100% -

Step Action

11. Click the Run button.

Favnvmtas i MainvMEnu > Accounts Payable > Reports > Payments > Payment History by Bank [
[_ENemednw ? Help E{Custnm\ze?age
saved
Process Scheduler Request
UserID: AP_TEST_06 Run Control ID: 051612
Server Name: |PSMNT j' Run Date: |09/16/2012
Recurrence: E Run Time: 11:35:1 74 21121062t e
Time Zone: Q
Select Description Process Hame Process Type *Type *Format Distribution
3 Payment Histary by Bank APY2004- Crystal Wieh x| |POF ¥ | Distribution
e Ok | [ EaNCRI |
Done [T 3 6 meme ERErR
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ARC™

Step

Action

12.

Ensure the appropriate server is selected by clicking on the Server Name menu.

|[PsnT

[

Favnvmtas i MainvMEnu > Accounts Payable > Reports > Payments > Payment History by Bank [

Process Scheduler Request

UserID: AF_TEST_0G

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

Run ControlID: 051612

Server Name: |(EIRIN = Run Date: |05/16/2012

Recurrence: | Run Time; [11:38:17AM | Resettn Gurrent DatefTime

Time Zone: Q

Select Deseription Process Hame Process Type T *Format Distribution

ype
3 Payment Histary by Bank APY2004- Crystal Wieh x| |POF ¥ | Distribution

oK Cancel

Done

s I A Y [%h « [Hmw -

Step

Action

13.

Click the O_K button.
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Favnvr\tes i MalnvMenu > Accounts Payable > Reports > Payments > Payment History by Bank [2]

Payment History by Bank

Run Control ID:

Language:

051612

English B

Report Manager

Process Monitor | Run

Process Instance: 19238

Bank SetiD:

Bank Cotle:

Date Range
From Date:

Through Date:

CUSETQ,
CHASE QU JPMorgan Chase

Print Options

0140162012
05162012

& Detail
 Summary

(B Ssve 2L RetumtoSesrch (2] Hotity

[_EINEWW\TMDW “? Help Efcuammwze?age

Ui

te/Display,

Done

|

| 4 |6 meemet

RN

Step

Action

14.

Click the Process Monitor link.

Frocess Monito

Favarites

Server List

Main Menu > Accuumir—‘ayab\e > Repvurts > Payrgemts » Payment Histary by Bank [5]

w Process Request For

D rewwindow P Help Efcusturmze?age hrlp =

User ID: KP_TEST 06 | Type: = [Last = 1 [oays =l | Refresh |
Server: | j Hame: Q Inmance:‘ to |

Run ~| Distribution -

Status: I J Status: J ¥ Save On Refresh

Process List

niEn

Select Instance Seq. Process Type Process Hame User Run Date/Time

= 19238 Crystal AFYZ004- AF_TEST_06 05M6/201211.3817AM EDT Queued A Details
[l 19236 Application Engine AP_APY2055  AP_TEST_06 05M6/2012 11:3539AM EDT Success Pasted Details
[l 19235 Application Engine AP_APY20580  AP_TEST_06 05M16/201211.34:44AM EDT Success Fosted Details
[l 19233 Application Engine ZCU_CHKGEN AP_TEST_06 05M6/2012 11:33:54AM EDT Success Pasted Details
= 19230 Crystal AFYZ030- AF_TEST_06 05M6/201211.30:39AM EDT Success Posted Details
[l 19225 Application Engine AP_APY2015  AP_TEST_06 05M6/2012 1128 08AM EDT Success Posted Details
[l 19201 Application Engine AP_APY2055  AP_TEST_06 05M16/201210:49:01AM EDT Success Fosted Details
[l 14200 Application Engine AP_APY2050  AP_TEST_06 05M6/2012 10:48 3940 EDT Success Posted Details
[l 19187 Application Engine ZCU_CHKGEM AP_TEST_06 05M16/2012 10 46:44AM EDT Success Fosted Details
[l 19185 Application Engine AP_APY2015  AP_TEST_06 05M6/2012 1043 34AM EDT Success Posted Details |
= 19194 Application Engine AF_APYZO015  AR_TEST_06 05M6/2012 10:3833AM EDT success Posted Details
[l 14180 Application Engine AP_APY2055  AP_TEST_06 05M6/201210:22:59AM EDT Success Posted Details
= 19188 Application Engine AF_APYZOS0  AR_TEST_06 05M6/201210:21:12AM EDT success Posted Details
[l 19187 Application Engine ZCU_CHKGEN AP_TEST_06 05M 62012 101357AM EDT Success Posted Details
= 19186 Application Engine AF_APYZO015  AR_TEST_06 05M16/201210:1808AM EDT success Posted Details
- 18183 Application Engine AP_APY2015  AP_TEST_06 05M16/20121014:03AM ECT Success Posted Details
= 19148 Application Engine AF_APYZO055  AP_TEST_06 05/16/2012 8:5331AM EDT success Posted Details
[ 184902 S0R Process FINZ025 AP_TEST_06 0515/2012 2:48:39PM EOT Success Posted Details

4
Dn!’\e [0 [ [ [ meeme 7o~ [Foms -
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Step

Action

15.

Click the Refresh button until the Run Status is "Success" and Distribution Status is

"Posted".

Favorites

Main Meru > A::Duntipayah\e 3 Repvurts 3 F‘ayrgemts » Payment Histary by Bank [5]

Server List

View Process Request For

ENewwindow  ? Help  [F Customize Page

User ID: AP_TEST_06 QL Type: | = [Last = [ CET |
Server: | Mame: | Q Inmance:‘ to |

Run ~| Distribution - ¥ Save On Refresh

Status: Status:

Refresh

niEn

hitp =

Select Instance Seq. Process Type Process Hame User Run Date/Time Run Status
= 19238 Crystal AFYZ004- AR_TEST_06 05M6/201211:3817AM EDT Success Posted Details
- 18236 Application Engine AP_APY2055 AP_TEST_06 05M6/201211:35:39AM EDT Success Posted Del
[l 19235 Application Engine AP_APY20580  AP_TEST_06 05M16/201211.34:44AM EDT Success Fosted Details
[l 14233 Application Engine ZCU_CHKGEN AP_TEST_06 05M6/2012 1133 54AM EDT Success Posted Details
= 19230 Crystal AFYZ030- AF_TEST_06 05M6/201211.30:39AM EDT Success Posted Details
[l 19225 Application Engine AP_APY2015  AP_TEST_06 05M6/2012 1128 08AM EDT Success Posted Details
= 19201 Application Engine AF_APYZ055  AF_TEST_06 05M16/201210:49:01AM EDT success Posted Details
[l 14200 Application Engine AP_APY2050  AP_TEST_06 05M6/2012 10:48 3940 EDT Success Posted Details
= 19187 Application Engine ZCU_CHKGEN AF_TEST_06 05/16/2012 10:46:44AM EDT success Posted Details
- 18185 Application Engine AP_APY2015  AP_TEST_06 05M16/201210:43:34AM ECT Success Posted Details A
= 19194 Application Engine AF_APYZO015  AR_TEST_06 05M6/2012 10:3833AM EDT success Posted Details
- 18180 Application Engine AP_APY2055 AP_TEST_06 05M16/201210:22:59AM ECT Success Posted Details
= 19188 Application Engine AP_APYZ050  AP_TEST_06 05M16/201210:21:12AM EDT Success Posted Details
- 19187 Application Engine ZCU_CHKGEM AP_TEST_06 05M16/20121019:57AM ECT Success Posted Details
= 19186 Application Engine AP_APYZ015  AP_TEST_0B 05/16/201210:18.08AM EDT Success Posted Details
- 18183 Application Engine AP_APY2015  AP_TEST_06 05M16/20121014:03AM ECT Success Posted Details
= [19148 Application Engine AP_APYZ055  AP_TEST_06 05/16/2012 8:53:31AM EDT Success Posted Details.
= 184902 S0R Process FINZ025 AP_TEST_06 0515/2012 2:48:39PM EOT Success Posted Details
4
-iav‘ascript:hnmnn,wmn(dn:ument.winn,‘PRCSDETA[L,BTmn‘, 0, 0, ‘Details’, False, truel; [ A0 [ [ meemet [7a - [Fio0m -

Step Action

16.

Click the Details link.
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Favnvr\tes i MalnvMenu > Accounts Payable > Reports > Payments > Payment History by Bank [2]

F Newwindow P Help  [& Customize Page B hitp

=

Process Detail

Instance: 13238 Type: Crystal
Name: APY2004- Description: Payrnent History by Bank
Run Status: Success Distribution Status: Posted
L —————— 1
Run ControlID: 051612 © Hold Request
Location: Server  Queue Request
o
Server: PSNT Cancel Request
" Delete Request
Recurrence: € Restart Request
A il
Request Created On: 05(16/2012 11:38:264M EDT Earameters Transfer
Run Anytime After: 05/16/2012 11:38:17AM EDT Message Log
Began Process At: 05/16/2012 11:38:48AM EDT Batch Timings
Ended Process At: 05/16/2012 11:28:58AM EDT Wiew Log/Trace
| ok | cancel |

[T [ e mteme [“a ~ [®100% -/

Step Action

17. Click the View Log/Trace link.

Favarites © Man Menu > Accuumir—‘ayab\e > Repvurts > Payrgemts » Payment Histary by Bank [5]

ENewwindow  ? Help  [F Customize Page B hitp

niEn

View LogiTrace

Report ID: 18622 Process Instance: 19238 Message Lo
Name: APY2004- Process Type: Crystal
Run Status:  Success

Payment History by Bank

Distribution Details

Distribution Node:  tmdeviweh Expiration Date: 05/30/2012
File List
Hame File Size (bytes)  Datetime Created
APY2004- 18238 PDF 183,401 0511662012 11:38:58.016921AM EDT
CRVW APYZ004- 19238 100 1) 0501602012 11:38:58.016921AM EDT
pesultracedre 520 05/16/201211:38:58.0169214M EDT
Distribute To
Di jon ID Tvpe *Distribution ID
User AP_TEST 0B
| Return \
Iittps: ffritstweb. cc. columbia, edu: 16443]psreports(fns 1 qnaz] 16522/ AFY2004-_19236,FOF [ @[T [ @ meeme 75~ [Foms -
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Step Action

18.

Click the file that ends in .PDF. Press the left mouse button on the APY2004-
_19238.PDF link.

ttps://fntstweb.cc.columbia.edu:18443/psreports /in91qna2,/ 16522/ APY2004-_19238.PDF - Windows Internet Explorer
\ss A/

[ €] https: intstwveb. co columbia edu; 18443/psreports/fng1 naz/ 16522 ) 2004-_1 9258 FOF = & |42l x| [ tive search
File Edt GoTo Favortss  Help

i Favorites | % @ Sugoested Sites = & Web Sice Gallery ©

| - B - ) e - Page -

vl e — e o [ HE B A3 |

(@ hitps:{ffrtstweb, cc.columbia.edu: 18443 psreportsffn. ..

= & & |

safety - Took + @v

Comment . Share

[ — e '
DETAIL BAYMENT HISTORY BY B2 Pty s

Dane

’_‘ ‘ \ | | %UﬂkﬂnwnZune ’\;a_.,i//

distart| | & | @ payment Hstory by Bank... [ @ https://tstweb.ce.c...

Step Action
19.

The report will launch in a new window for you to review/print
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ey [€] hutps: finistiveb. cc columbia edur 13443 psr cports, o1 anaz 16522/ 2004-_19235 FOF 3 |4 % [P e searcn )
File Edit GoTo Favorites  Help

7 Favorites \ % &) SuggestedSites = @ | Web Slice Gallery ~

Ehttps:#Fntstweb‘cc.cu\umb\a.edu:18443/psrepurtsﬂfn‘..| | S - - [ geh - Page- Safety- Took - @

flaex=|

‘ H @‘ & £ ‘ lz‘ Comment | Share

fﬁl‘wf'

puasisas.
[DETAIL RAYMENT HISTORY EY BANK e sz

f e —— -

L p—

Done
distart| | & | Paymert Hstory by Bark... [ https://ftstweb.ccc. [«

Step Action

20. Click the Close button.

Favarites © Man Menu > Accuumir—‘ayab\e > Repvurts > Payrgemts » Payment Histary by Bank [5]

ENewwindow  ? Help  [F Customize Page B hitp

niEn

View LogiTrace

Report ID: 18622 Process Instance: 19238 Message Lo
Name: APY2004- Process Type: Crystal
Run Status:  Success

Payment History by Bank

Distribution Details

Distribution Node:  tmdeviweh Expiration Date: 05/30/2012
Hame File Size (bytes)  Datetime Created
APY2004- 18238.PDF 183.401 05/16i2012 11:38:58.016921AM EDT
CRW APYI004- 19238109 0 05/MEBI201211:38:58.016927AM EDT
pesultrace.dre 520 05/18/201211:38:58.016921AM EDT
Di ion ID Type *Distribution 1D
User AP_TEST_0B

Return

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

21. Click the Payments button to select a new report.

ARC| oo |
Favarites © Man Menu > Accaunti Payable > Repvurts > Payrgemts » Payment Histary by Bank [5]
ENewwindow P Help  [F Customize Page hrlp
D Payment Aging by Bank
View LogiTrace D Payment History by Bank
=) Payment Histary by Payment

5 Pament Hitary by Pay lsthod

ReportID: 16522 Process Instance: 153111 ReEdister

Name: APY2004- Process Type: Crystal

RunStatus:  Success

Payment History by Bank

Distribution Details

Distribution Node:  tmdeviweh Expiration Date: 05/30/2012

File List
Hame File Size (bytes)  Datetime Created
APY2004- 18238.PDF 183.401 05/16i2012 11:38:58.016921AM EDT

CRW APYI004- 19238109 0 05/MEBI201211:38:58.016927AM EDT
pesultrace.dre 520 05/18/201211:38:58.016921AM EDT

Distribute To
Distribution ID Type *Distribution ID

User AP_TEST_0B

Return

etps: fntstweb. cc columbia edu: 18443/pspffn31 gnaz/EMPLOYEE[ERP{c/CREATE_PAYMENTS.RUN_apvzoot.aBeroldere:| [0 [ [ [ [ [ meeme: [7a - [Foms -

Step Action

22. Click the Payment History by Payment menu.
| D Payrment Histary by Payment
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Payment Register by Payment
Enter any information you have and click Search. Leave fields blank for a list of all values.

Add a New Value

Favnvr\tes i MalnvMenu » Accounts Payable > Reports > Payments > Payment History by Payment

Training Guide
Payment Processing

E newwindow 7 Help B nmp

Limnit the number of results to (up to 300y (300
Run Control ID: [ begins with =]

™ Case Sensitive

| Boarch | Clear |masic Gearch [ Save Search Criteria

Find an Existing Walue |Add a Mew Walue

\ i

Done

Al T [ e mtemet [“a ~ [%100% -

Step

Action

23.

Search for the Run Control ID you already created. Enter the desired information
into the Run Control ID field. Enter "051612".

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

Add a New Walue

Favarites | Main Meru » Accounts Payable » Reports > Payments » Payment Histary by Payment

Elewvindow  ? Help B hitp

Limit the number of results to (up to 3003 [300
Run Control ID: | begins with =] [051612]

I” case Sensitive

Clear |Basic Search [E) Save Search Criteria

Search (A1)

Find an Existing Value | Add a Mew Value

Search |

| »

[0 [ [ [ meeme o~ [Foms -
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Step

Action

24.

Click the Search button.

Favnvmtas i MainvMEnu > Accounts Payable > Reports > Payments > Payment Histary by Payment

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

Payment History by Payment

Run Control ID: 0151612 Report Manager  Prosass tonir | RUR]
Language: had
‘ReportRequestParameters
Pay Cycle: Q
*Payment Method: [&ystern Check =
Date Range Print Options
From Date: 0112012 € Summary
Through Date: 051672012 @ Detail
B save | |2 Returnto Search | [S] Netity | [Bv o | [ Update/Dispiay,
Done [T 3 6 meme ERErR

Step

Action

25.

Filter the results of the report by Pay Cycle. Click in the Pay Cycle field.
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Favnvr\tes i MalnvMenu » Accounts Payable > Reports > Payments > Payment History by Payment
[_EINEWW\TMDW “? Help Efcuammwze?age hrlp

Payment History by Payment

Run |

Run Control ID: 051612 Repori Manager  Process Monitor [

Language: English j'

Pay Cycle: | Q

*Payment Method: [&ystern Check |
Date Range Print Options
From Date: ,WEU € Summary
Through Date: [osmerz01z  Detail

(B Ssws 2L RetumtoSesrch  [S] Hotity

Done [T [ e mteme [Fa = [®aew « )

Step Action

26. Enter the desired information into the Pay Cycle field. Enter "051612".

Favnvr\tes ! MainvMenu » Accounts Payable > Reports > Payments > Payment History by Payment

[_EINEWW\TMDW “? Help Efcuammwze?age hrlp

Payment History by Payment

Run Control ID: 051612 ReporManszer  Procass ontor | RUR

Language: English j'

Pay Cycle: 051612 QL

*Payment Method: [&ystern Check =
Date Range Print Options
From Date: ,WEU € Summary
Through Date: [osmez01z  Detail

| save | £ Retuntosearch | [=] notiry \ = Aua:

| € meemet R

i
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Payment Processing

Step Action

27. Click the Run button.

Favuvﬂtes MalnvMEnu 3 A::Duntipayah\e 3 Repvurts 3 F‘ayrgemts > Payment History by Payment
ENewwindow P Help  [F Customize Page |
saved
Process Scheduler Request
UserlD: 4P_TEST_06 Run Control ID: 051612
Server Name: |=INM Run Date: |05/16/2012 ]
Recurrence: [ Run Time: [11:40:51AM Resetto Current Date/Time
Time Zone: Q
Select Description Process Hame Process Type Type *Format igtributit
W Payment Register APYZO0- Crystal [wen  =][POF =] Distribution
0K Cancel
EE [ [ nternet [7a - [Fiom -

Step Action

28. Click the O_K button.
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Favnvr\tes i MalnvMenu » Accounts Payable > Reports > Payments > Payment History by Payment

[_EINEWW\TMDW “? Help Efcuammwze?age

Payment History by Payment

Run Control ID: 051612 ReporManszer  Procass ontor | RUR
Language: Engish =] Process Instance:19242

Pay Cycle: 051612 Q columbia Pay Cycle
*Payment Method: [&ystern Check =
Date Range Print Options
From Date: ,WEU € Summary

Through Date: [osmerz01z  Detail

|E Sawe &\ Returnto Search | [S] Nafify \ Lipizte/Bisplay,

Done

0 SRR

| €9 meemet

Step

Action

29.

Click the Process Monitor link.

Frocess Monito

Favarites | Main Meru » Accounts Payable » Reports > Payments » Payment Histary by Payment

D rewwindow P Help Efcusturmze?age hrlp =
Server List

w Process Request For

user ID: BP_TEST_06 QL Type: | =] [rest =l 1 [oas = | Refresh |
Server: | j Hame: | Q Inmance:‘ to |

Run ~| Distribution -

Status: I J Status: I J ¥ Save On Refresh

Process List

Select Instance Seq. Process Type Process Hame User Run Date/Time

= 19242 Crystal AFYZ001- AF_TEST_06 05M6/201211:4051AM EDT Success Posted Details
[l 19238 Crystal APY2004- AP_TEST_06 05M6/201211:3817AM EDT Success Pasted Details
[l 19236 Application Engine AP_APY2055  AP_TEST_06 05M16/201211.35:39AM ECT Success Fosted Details
[l 19235 Application Engine AP_APY2050  AP_TEST_06 05MG/201211:34:44AM EDT Success Pasted Details
[l 19233 Application Engine ZCU_CHKGEM AP_TEST_06 05M16/201211.33:94AM EDT Success Fosted Details
[l 14230 Crystal APY2030- AP_TEST_06 05M 62012 11303940 EDT Success Posted Details
[l 19225 Application Engine AP_APY20145  AP_TEST_06 05M16/201211.28:08AM EDT Success Fosted Details
| 14201 Application Engine AP_APY2055  AP_TEST_06 05M6/201210:48.01AM EDT Success Posted Details
[l 19200 Application Engine AP_APY20580  AP_TEST_06 05M16/201210:48:39AM EDT Success Fosted Details
[l 19187 Application Engine ZCU_CHKGEN AP_TEST_06 05M 62012 1046 44AM EDT Success Posted Details ]
= 19185 Application Engine AF_APYZO015  AR_TEST_06 05M16/2012 10:4334AM EDT success Posted Details
[l 19184 Application Engine AP_APY2015  AP_TEST_06 05M6/2012 10:3833AM EDT Success Posted Details
= 19180 Application Engine AF_APYZ055  AR_TEST_06 05M6/201210:22:59AM EDT success Posted Details
[l 19188 Application Engine AP_APY2050  AP_TEST_08 05M6/201210:21124M EDT Success Posted Details
= 19187 Application Engine ZCU_CHKGEN AF_TEST_06 0516/2012 101 9:57AM EDT success Posted Details
- 19188 Application Engine AP_APY2015  AP_TEST_06 05M16/20121018:084M ECT Success Posted Details
= 19183 Application Engine AF_APYZO015  AR_TEST_06 05M6/201210:14:03AM EDT success Posted Details
- 18148 Application Engine AP_APY2055 AP_TEST_0B 05M16/2012 8:53:31AM EDT Success Posted Details

4
Dn!’\e [0 [ [ [ meme [7a - [Foms -
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ARC™

Step

Action

30.

the Details
Details

link.

Once the Run Status is "Success" and Distribution Status is "Posted", click

Favnvr\tes ! MainvMenu » Accounts Payable > Reports > Payments > Payment History by Payment

Process Detail

Instance: 13242
Name: APYZ001-
Run Status: Success

[ran Y ot rocess

Run Control ID: 0515812
Location: Server

Server: PSMT
" Delete Request
Recurrence: £ Restart Request
DT Rt |
Request Created On: 05(16/2012 11:40:56AM EDT Earameters Transfer
Run Anytime After: 05/16/2012 11:40:51AM EDT Message Log

Began Process At:

Ended Process At:

OK || Cancel

Type: Crystal

Description: Payment Register

Distribution Status: Posted

05/16/2012 11:41128M EDT
05/16/2012 11:41.2340M EDT

© Hold Request
 Queue Request
© Cancel Request

Batch Timings
Wiew Log/Trace

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

iavascript:hAction_wind(document. wind, PMN_DERIVED_INDEX_ETN, 0, 0, 'View LogTrace', False, true);

[T 36 mieme EREER

Step

Action

31.

Click the View Log/Trace link.
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Favnvr\tes i MalnvMenu » Accounts Payable > Reports > Payments > Payment History by Payment
[_E’NEWW\TMDW “? Help IL/Cuamm\zePagE hrlp

View Log/Trace

ReportID: 16526 Process Instance: 13242 Messane Log
Name: APYZ007- Process Type: Crystal
RunStatus:  Success

Payrnent Register

Distribution Details

Distribution Node:  fndewweh Expiration Date: 05302012
File List
Hame File Size (bytes| Datetime Created
APY2001- 18242 PDF 64,321 051B2012 11:41:23 201 554AM EDT
CRYW APYI001- 19242 |o 0 05182012 11:41:23 201 554AM EDT

620 051162012 11:41:23 201554AM EDT

pssiltracetre

*Distribution ID
AP_TEST_08

Return

Internet v [ -
2

Inttps: /fritstweb. ce columbia edu: 18443 psreports/fnglanaz/ 16526/APY2001-_19242.FDF R

Step Action

32. Click the file name that ends in .PDF. Click the APY2001-_19242.PDF link.

EF‘YEDD*I- 19242 PDF

. cc columbia, edu: 18443 psreports/fn91qnaz] 1 5526/APY2001-_19242 FOF 8 || %] |,O Live Search |2|-|
File Edit GoTo Favarites Help
i Favorites | @ Suggested Sites = Web Sice Gallery ©
-
@& hittps:{ffntstweb. cc.columbia.edu: 13443/ psreportsfn. .. | R - [ s v Page - Safety -~ Tooks - (@~
jomacLe DT e SHeSK REGETER - .
T
o oz
o v e
St
bt s ven s
porna s g men e e ——
DWW WM md UE Pad CUSET G0ON0ME o W e
e oo
[Pt
I
e
o
b
-
TOLM  pooseres Nnﬂm 18 May 2012 eo0 USD 10000 UBD.
- O P S R
T e S . Rl
vy
s
oy
T
i
o it . e o florarey
[ [E—— sooe s
fovvasmba— = i
-
-
Done ] [ [ [€ Unknown zone
distant| | & | & payment Hstory by Pa... |[2 httpss/fmtstweb.cc.c.. [«
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Step Action

33. The report will launch in a new window for you to review/print.

tps://fntstweb. X dows Internet Explorer
ey [ hetps:firtstiveb. cc columbia.edur 18443(psreportsfol anaz/ 16526/ 2001 -_15242 FOF 4| XK || Live Search Ll
Fle Edt GoTo Favorites Help
<7 Favorites \ 75 &) Suggested Sites = @ | Web Slice Gallery ~
- »
_rehttps:#Fntstweb‘cc.ca\umb\a.edu:18443/psrepurtsﬂfn‘..| | Eh - [ - [ m=h ~ Page~- Safety - Took - @'
[oracie S DETALED CHECK REGITER e s
e
Py ot osterz
Py oy tonumnce: 2
Foommmmone:  1EMap2012
PRV —
romnt e s man et oy [y —p—
oo AT U5 e Sieer oo etar e
LG P TRADING G2 T
21 sxasa
[rva————
s
e~ e e T oy
Pomnat e ot s et ety [ ——
TR WA T el cuseT S T e
Pty
v
o e
.
e - T vy
A Jsp——— w000 uep
[evasimrab— = P
f—
Dane 0 T [ | e unknown zane
distart| | & | 4 Payment Hetary by Pay... |[@ htpss//ftstweb.cec... [«

Step Action

34. Click the Close button.
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Favnvr\tes i MalnvMenu » Accounts Payable > Reports > Payments > Payment History by Payment
.
@NEWWmdnw “? Help Iﬂcuamm\ze Page hrlp

View Log/Trace

Report ID: 16626 Process Instance: 13242 Messane Log

Mame: APY2001- Process Type: Crystal

RunStatus:  Success

Payrnent Register

Distribution Details

Distribution Node:  fndewweh Expiration Date: 05302012

File List

Hame File Size (bytes| Datetime Created

APY2001- 18242 PDF 64,321 051 E2012 11:41:23 201 554AM EDT

CRYW APYI001- 19242 |o 0 05182012 11:41:23 201 554AM EDT

pssgltrace tre 620 051162012 11:41:23 201554AM EDT

Distrihute To

D ion ID Type *Distri n 1D

User AP_TEST_0B
| Return |
Dane [ET T [ e mteme [% - [ -

35.

Click the Payments button to select a different report.

Favorites | MainMenu > Accounts Payable » Reports » Payments » Payment Histary by Payment
: ENewwindow P Help  [F Customize Page hrlp
Payment Aging by Bank
View LogiTrace Payment: History by Bank
Payment Histary by Payment

5 Payment Hitory by Pay Hethod
ReportID: 16526 Process Instance: 1541011l Register

Name: APY2001- Process Type: Crystal

Run Status:  Success

Payment Register

Distribution Details

Distribution Node:  tmdeviweh Expiration Date: 05/30/2012

File List

Hame File Size (bytes)  Datetime Created

APY2001- 18242.PDF 64,321 05/16i2012 11:41:23.201554AM EDT
CRW APYI00T- 19242009 0 05/MBI201211:41:23.2015594AM EDT
pesultrace.dre 520 05182012 11:41:23.201554AM EDT
Distribute To

*Distribution ID

User AP_TEST_06
| Return
etps: fntstweb. cc columbia edu: 18443/pspffn31 gnaz/EMPLOYEE/ERP{c/CREATE_PAYMENTS.RUN_apvzosu.aBeroldere:| [0 [ [ [ [@ meeme: 75~ [Foms -
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Step

Action

36.

Click the Payment History by Pay Method menu.
| D Payrment History by Pay Method |

Favarites | Main Menu > Accuuntipayab\e > Repvurts > Payrgemts > Payment History by Pay Method

Payment Hist by Pymnt Method
Enter any infarmation vou have and click Search. Leave fields blank far a list of all values.

Find an Existing Yalue Add a New Yalue

Lirmit the nurmber of results to (up to 3003 (300
Run Control ID: [ begins with =] |
I” case Sensitive

Search Clear  |Basic Search [ Save Search Criteria

Find an Existing Walue |Add a e Value

Eewwindow 7 Help B hitp

| »

Dione

[ A0 [ [ mtemet [Va - [®iom -

Step

Action

37.

Search for the Run Control ID you created previously. Click in the Run Control
ID field.
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Favnvr\tes i MalnvMenu » Accounts Payable > Reports > Payments > Payment History by Pay Method

A newwindow 7 Help B nip

neen

Payment Hist by Pymnt Method

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
Run Control ID: [ begins with =]

™ Case Sensitive

| Boarch | Clear |masic Gearch [ Save Search Criteria

Find an Existing Walue |Add a Mew Walue

| 3
Done

Al T [ e mtemet [“a ~ [%100% -

Step Action

38.

Enter the desired information into the Run Control ID field. Enter "051612".

Favnvr\tes ! MainvMenu > Accounts Payable > Reports > Payments > Payment History by Pay Method

A newwindow 7 Help B nip

niEn

Payment Hist by Pymnt Method

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

Add a New Value

Litnit the number of results to (up to 300y (200
Run Control ID: [ hegins with ¥][051613]
I” case Sensitive

| Search | Cleat|masic Gearch [§ Save Search Criteria

Find an Existing Walue |Add a Mew Walue

| 3
Done

AL T [ e mtemet [“a - [®a00e -
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Step

Action

39.

Click the Search button.

ARC™

Favorites

Home

Main Meru > A::Duntipayah\e 3 Repvurts 3 F‘ayrgemts > Payment History by Pay Method

ENewwindow  ? Help  [F Customize Page B hitp

Payment History by Pay Method

Run Control ID: 051512 RepodMansner  Progess bontor | RUR

Language: W a

Report Reguest Parameters

st csEr @
Run Option: [ Banks = Fom [oreotizorz
*Payment Method: [AirPayment Methods = the [osnezoiz =
Draft Payment Status: ,ﬁ

*Detail’Sum: [Detal =]

Bank Account

| save | & RetuntoSearch | [=] oty |

B aca]| [ Updatemispiay,|

niEn

Dione

S e

75 - [wio0w -

Step

Action

40.

Click the Run Option list.

Al Banks =]
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Favnvr\tes i MalnvMenu » Accounts Payable > Reports > Payments > Payment History by Pay Method

Payment History by Pay Method

Run Control ID: 051612

Language: English j'

Report Request Parameters

SetiD:

Run Option:
*Payment Method:
Draft Payment Status:
*Detail’Sum:

Bank Account
CUSET

B Save &L Returnto Search

CUSET @

Report Manager

All Banks

|

Detail hd

=] natity

Thru: 05M 62012 [H
All Banks

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

=

Process Monitor R

From: 0100112012 [

Currency: ush =
i B

B Addl Updte/Dizplay

[ (8w

R

Step

Action

41.

Item

Filter the information with the appropriate options. Click the Bank Accounts list
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Favnvr\tes i MalnvMenu » Accounts Payable > Reports > Payments > Payment History by Pay Method

[_EINEWW\TMDW “? Help Efcuammwze?age hrlp

=

Payment History by Pay Method

Run Control ID: 051612

Language: English j'

Report Request Parameters

ReporManaser  Procoss hontor | RUR

SetiD: lcuser @ Due Date

Run Option: [Bank Accounts From: [oti0tiz012 [
*Payment Method: [ Payrment Methads Thru: [ositeizo1z [
Draft Payment Status: ,ﬁ

*Detail'Sum: Dretail B

Bank Account

|B sawe &L Returnto Search | =] hafify \ B Auu_\ F=] Updte/Display. |

Done

[T [ e mteme [“5 ~ [0 -

Step Action

42. Enter the appropriate Bank Code first by clicking the Look up Bank Code
(Alt+5) button.

Page 142



m—» Training Guide

Payment Processing

Favnvr\tes i MalnvMenu > Accounts Payable > Reports > Payments > Payment History by Pay Method

Look Up

Look Up Bank Code

Bank SetiD: CUBET
Bank Code: l hegins W\Ihg{

 LogkUp || Clear | Cancel Basiclookup

Search Results

Description
JPMorgan Chase |

iavascript:ptCommonChi. updatePrompt{document. wind, #ICRowD);

[ [ [Semes  [c[nom

Step Action

43, Click the CHASE link.
CHASE

Favarites

Main Menu > Accuumir—‘ayab\e > Repvurts > Payrgemts > Payment History by Pay Method

ENewwindow  ? Help  [F Customize Page B hitp

niEn

Payment History by Pay Method

Run Control ID: 051612

Language: English -

SetlD: cuser @ Dus Date

Run Option: [Bankaccaunts =l [otoriz012
*Payment Method: [Ail Payment Methods |
Draft Payment Status: ,ﬁ

*Detail’Sum: [Detal =] Currency: UsD [+

Bank Account

Eepori Manager  Process Monitor ena

ousET

Laok up Bank Account (Al+5)

[E Save ] [E\ Returnto Searchl [El Natify ] Updete/Display.

[javascript:paction_win0(document. wing, AF_RUN_DRAFT_BANK_ACCT_KEV§promptso’; [ [ [ @ meme 7o~ [Foms -
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Step

Action

44,

Click the Look up Bank Account (Alt+5) button.

Favarites © Man Menu > Accuumir—‘ayab\e > Repvurts > Payrgemts > Payment History by Pay Method

Jarvascript:pCommanGhbj. Updat=Promph(document  vind, #ICRow1 );

Look Up

Look Up Bank Account

Bank SetiD: CUSET
Bank Code: CHASE
Bank Account: | begins with El

Bank Account #:I begins with §|

_LookUp | Clear || Cancel BasicLookup

Search Results

T [ [ [o@mene [5-[fom - 4

Step

Action

45,

Click the DISB link.
DISE

Page 144




ckRC_ Training Guide

Payment Processing

Favnvr\tes i MalnvMenu » Accounts Payable > Reports > Payments > Payment History by Pay Method

@NEWWmdnw “? Help Efcuammwze?age hrlp

=

Payment History by Pay Method

Run Control ID: 051612 ReporManaser  Procoss hontor | RUR
Language: English j'

Report Request Parameters

Seti: CUSET a Due Date
Run Option: [Bank Accounts [oti0tiz012 [
*Payment Method: [ArPayrment Methads [ositeizo1z [
Draft Payment Status: ,ﬁ
*Detail/Sum: [Ceta =] 5o =
Bank Account
CUSET CHASE e

| save | &L Retunto Search | =] Watity |

[CEL [ (8w

R

Step Action

46, Click the Run button.

Favnvmtas i MainvMEnu > Accounts Payable > Reports > Payments > Payment Histary by Pay Method
@Nemednw ? Help E{Custnm\ze Page
saved
Process Scheduler Request
UserID: AP_TEST_06 Run Control ID: 051612
Server Name: ETT—— '] Run Date: |09/16/2012
Recurrence: E Run Time: 11:43:1 640 21121062t e
Time Zone: Q
Select Description Process Hame Process Type *Type *Format
= APYI0A0- APY2050- Crystal Wik x| |FDF x| Distribution
e Ok | [ EaNCRI |
Done [T [ 6 meeme ERErR
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Step Action

47, Click the O_K button.

Favnvmtas i MainvMEnu > Accounts Payable > Reports > Payments > Payment Histary by Pay Method
ErewwWindow P Help  [# Customize Page I
saved
Payment History by Pay Method }
Run Control ID: 051612 Report Manater  Process Monjtar (R4
Language: Engish ] Process Instance:19244
Report Request Parameters
SetiD: CUSET aQ
Run Option: [Bank Accounts =] From: 01i01/2012 [
*Payment Method: |AII Fayment Methods j Thru: 051612012 [5)
Draft Payiment Status: B
*Detail'Sum: Detail B Currency: ush =
Bank Account
CUSET CHASE Q, [oisa Q =
B save | {4 Retunto Search | [ Matity = Updete/Display.
Done [T 3 6 mieme ERErR

Step Action

48, Click the Process Monitor link.
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Favnvr\tes : MalnvMenu > Acmuntipayah\e > Repvnrls > Dayrgents > Payment History by Pay Method
[_E’NEWW\TMDW “? Help E,»/Cuamm\ze Page hrlp ]
Server List
User ID: [AP_TEST_08 | Type: | =] [Last =l 1 foae =] . Refresh
Server: | j Name: | Q. Instance: ‘ to |
?tu:tus: [ =l g:i‘ms_“‘“’“ [ 2| ¥ Save On Refresh
Process List
Select Instance Seq. Process Type Process Hame User Run Date/Time Pun Statye  DiStObution oo
[ | 19244 Crystal APY2050- AP_TEST_06 05M 62012 11:4316AM EDT Queued (RN Details
= 19242 Crystal AFYZO01- AR_TEST_06 05M6/201211.4051AM EDT Success Posted Details
[ | 19238 Crystal APY2004- AP_TEST_06 05M 62012 11:3817AM EDT Success Posted Details
- 19236 Application Engine AP_APY2055  AP_TEST_06 05M16/201211.35:39AM ECT Success Posted Details
[ | 19235 Application Engine AP_APY2050  AP_TEST_06 05M 62012 11:34.44AM EDT Success Posted Details
= 19233 Application Engine ZCU_CHKGEN AR_TEST_06 05M16/201211:33:94AM EDT success Paosted Details
[ | 14230 Crystal APY2030- AP_TEST_06 05M 62012 11303940 EDT Success Posted Details
= 19225 Application Engine AF_APYZO01S  AR_TEST_06 05M16/201211:28:08AM EDT success Paosted Details
[ | 14201 Application Engine AP_APY2055  AP_TEST_06 05M 62012 10:48.01AM EDT Success Posted Details |
= 19200 Application Engine AF_APYZOS0 AR_TEST_06 05M16/2012 10:4839AM EDT success Paosted Details
- 19187 Application Engine ZCU_CHKGEM AP_TEST_06 05M16/201210:46:44AM ECT Success Posted Details
= 19185 Application Engine AF_APYZO01S  AR_TEST_06 D5M16/201210:4334AM EDT success Paosted Details
- 19154 Application Engine AP_APY2015 AP_TEST_06 05M16/201210:38:33AM ECT Success Posted Details
= 19180 Application Engine AF_APYZO055  AR_TEST_06 05M6/201210:22:99AM EDT success Paosted Details
- 189188 Application Engine AP_APY2050 AP_TEST_06 05M16/201210:21128M ECT Success Posted Details
= 19187 Application Engine ZCU_CHKGEM AP_TEST_06 05/16/201210:19:57AM EDT Success Posted Details
- 19188 Application Engine AP_APY2015  AP_TEST_06 05M16/20121018:0848M ECT Success Posted Details
‘l_ 19183 Application Engine AP_APYZ015  AP_TEST_06 05/16/201210:14.02AM EDT Success Posted Details |
4
Al T [ e mteme [Fa - [®ae -

Step Action

49, Click the Refresh button until the Run Status is "Success" and the Distribution
Status is "Posted".
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Favnvr\tes MalnvMenu > Acmuntipayah\e > Repvnrls > Dayrgents > Payment History by Pay Method
[_EINEWW\TMDW “? Help Efcuammwze Page hrlp -
Server List
User ID: [sP_TEST_0G | Type: | =] [iest = 1 [oms = | Refresh |
: [ @, Instance: | to |
ihution lﬁ ¥ Save On Refresh
Select Instance Seq. Process Type Process Hame User Run Date Time
| 19244 Crystal APY2050- AP_TEST_06 05M 62012 11:4316AM EDT Success Posted Details
= 19242 Crystal AFYZO01- AR_TEST_06 05M6/201211.4051AM EDT Success Posted ME@I
[ | 19238 Crystal APY2004- AP_TEST_06 05M 62012 11:3817AM EDT Success Posted Details
- 19236 Application Engine AP_APY2055  AP_TEST_06 05M16/201211.35:39AM ECT Success Posted Details
[ | 19235 Application Engine AP_APY2050  AP_TEST_06 05M 62012 11:34.44AM EDT Success Posted Details
= 19233 Application Engine ZCU_CHKGEN AR_TEST_06 05M16/201211:33:94AM EDT success Paosted Details
[ | 14230 Crystal APY2030- AP_TEST_06 05M 62012 11303940 EDT Success Posted Details
= 19225 Application Engine AF_APYZO01S  AR_TEST_06 05M16/201211:28:08AM EDT success Paosted Details
[ | 14201 Application Engine AP_APY2055  AP_TEST_06 05M 62012 10:48.01AM EDT Success Posted Details |
= 19200 Application Engine AF_APYZOS0 AR_TEST_06 05M16/2012 10:4839AM EDT success Paosted Details
- 19187 Application Engine ZCU_CHKGEM AP_TEST_06 05M16/201210:46:44AM ECT Success Posted Details
= 19185 Application Engine AF_APYZO01S  AR_TEST_06 D5M16/201210:4334AM EDT success Paosted Details
- 19154 Application Engine AP_APY2015 AP_TEST_06 05M16/201210:38:33AM ECT Success Posted Details
= 19180 Application Engine AF_APYZO055  AR_TEST_06 05M6/201210:22:99AM EDT success Paosted Details
- 189188 Application Engine AP_APY2050 AP_TEST_06 05M16/201210:21128M ECT Success Posted Details
= 19187 Application Engine ZCU_CHKGEM AP_TEST_06 05/16/201210:19:57AM EDT Success Posted Details
- 19188 Application Engine AP_APY2015  AP_TEST_06 05M16/20121018:0848M ECT Success Posted Details
‘l_ 19183 Application Engine AP_APYZ015  AP_TEST_06 05/16/201210:14.02AM EDT Success Posted Details
4
iavascript:haction_winD{document. wind, PRCSDETAIL_BTHSD, 0, 0, ‘Details', False, truel; [ T T [ e mieme RN
Step Action

50.

Click the Details link.

Favarites © Man Menu > Accaunti Payable > Repvurts > Payrgemts > Payment History by Pay Method
ENewwindow  ? Help  [F Customize Page hrlp
Process Detail
Instance: 13244 Type: Crystal
Name: APY2050- Description: APY2050-
Run Status: Success Distribution Status: Posted
L —————— 1417
Run Control ID: 051612 © Hold Request
Location: Server  Queue Request
o
Server: PENT Cancel Request
" Delete Request
Recurrence:  Restart Request
[ e e |
Request Created On: 051 6/2012 11:43:224M EDT Parameters Transfer
Run Amytime After: 0511 6/2012 11:43:164M EDT Message Log
Began Process At: 05M16/2012 11:43:36AM EDT Batch Timings
Ended Process At: 05M6/2012 11:43:47AM EDT Yiew Laa/Trace
0K | Cancel |
pone [ [ mteme 75~ [Fos -
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Step Action

51. Click the View Log/Trace link.

ARC™

Favarites © Man Menu > Accuumir—‘ayab\e > Repvurts > Payrgemts > Payment History by Pay Method

ENewwindow  ? Help  [F Customize Page B hitp

niEn

View LogiTrace

Report ID: 16428 Process Instance: 19244 Message Lo
Name: APY2050- Process Type: Crystal

Run Status:  Success

APYI0A0-
Distribution Details
Distribution Node:  tmdeviweh Expiration Date: 05/30/2012
File List
Hame File Size (bytes)  Datetime Created
APY2050- 13244 PDF 48,420 05/16i2012 11:43:47.285158AM EDT
CRW APYI0S0- 19244009 0 05/MEBI2012 11:43:47.385198AM EDT
pesultrace.dre 520 05MB/201211:43:47.385158AM EDT
Distribute To
Distribution ID Type *Distribution 1D
User AP_TEST_0B
| Return \
bone [ [J e mteme [7a - [Foms -

Step Action

52. Click the file that ends in .PDF. Press the left mouse button on the APY2050-
19244 PDF link.
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dows Internet Explorer
— = =
ey [&] hutps: finistiveb. co columbia edur 13443(psr cports/ o1 anaz 16528/ 2050-_19244 FOF 2l 2 4] %[22 e searcn 2|
File Edit GoTo Favorites  Help
¢ Favorites \ 7% &) SuggestedSites = @ | Web Slice Gallery ~
»
& https: ffntstweb.ce. columbia.edu 16443 psrepartsin... | | M- - [ g= v Page - Safety - Took - (@~
PeopleSoft Accounts Payable
Report ID: APY2050 ! i Page No !
oRACLE Payment History by Payment Method - Detail Run Date P
SetID: CUSET From 01Jan2012 To 16.May 2012 .
Run Time 11:43:35AM
Payment Method:  ALL  All Payment Methods Cumency:  USD
Bank/ Branch Name : JPMorgan Chase/ CHASENYC
Payment Creation Payment
Reference Vendor ID Vendor Name Amount Date Date Method
0000000001 ‘T000000003 SUPPLIER VENDOR 3 250.00 23.Apr.2012 23.Apr.2012 ACH
0000000001 TO00000003 SUPPLIER VENDOR 3 805.00 26.Apr2012 26 Apr2012 CHK
0000000002 TO000000D9 ACH VENDOR - CTX 3 600.00 26.Apr2012 26 Apr2012 ACH
0000000002 T000000025 WITHHOLDING VENDOR - SINGLE CLASS § 550.00 26.Apr.2012 26.Apr.2012 CHK
0000000003 T000000026 WITHHOLDING VENDOR - MULTICLASS  § 1,100.00 26 Apr2012 26 Apr2012 CHK
0000000004 TO00000003 SUPPLIER VENDOR 3 15,000.00 26.Apr2012 26 Apr2012 CHK
0000000005 0000006563 MILANO MARKET 3 103.00 26.Apr.2012 26.Apr.2012 CHK
0000000005 ‘T0OO0000008 ACH VENDOR - PPD 3 200.00 02.May.2012 03.May.2012 ACH
0000000006 ‘T000000003 SUPPLIER VENDOR 3 20.00 26 Apr2012 26 Apr2012 CHK
0000000006 TO00000009 ACHVENDOR - CTX 3 200.00 03 May 2012 03 May 2012 ACH
0000000007 SGLPAYCHK2 KATHY TEST 3 20.00 26.Apr.2012 26.Apr.2012 CHK
0000000007 ‘T0OO0000008 ACH VENDOR - PPD 3 1,500.00 03.May.2012 03.May.2012 ACH
0000000008 SGLPAYCHK2 MELINDA KIM ABRAMS 3 10.00 26.Apr2012 26 Apr2012 CHK
0000000008 TO00000009 ACH VENDOR - CTX 3 1,284 48 04 May 2012 04 May 2012 ACH
0000000009 SGLPAYACH2 JENNIFER NOBODY 3 300.00 04.May 2012 04.May.2012 ACH
0000000009 T000000003 SUPPLIER VENDOR 3 000 26 Apr2012 26 Apr2012 CHK
0000000010 SGLPAYCHK2 MINERVA DAITCH 3 75.00 26.Apr2012 26 Apr2012 CHK LI
Done [0 T | [ [ unknown Zone [ = /
distart| | & | Paymert Hstory by Pay ... |[ @ https:/ /ftstweb.ccc.. [«

Step Action

53. The report will open in a new window for your review.

ARC

Favnvr\tes ! MainvMenu > Accounts Payable > Reports > Payments > Payment History by Pay Method

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

View Log/Trace

ReportID: 16528 Process Instance: 19244 Messade Log
Mame: APY2050- Process Type: Crystal

RunStatus:  Success

AP 2060~

05/30/2012

File List

Disti

ion Node:  indewvweh

Hame File Size (bytes] Datetime Created

APY2050- 19244 PDF 48,420 051EF2012 11:43:47 385148AM EDT
CRYW APYIN50- 19244 log i} 051182012 11:43:47 385158AM EDT
pssgltrace tre 620 05/16/2012 11:43:47 385158AM EDT

AP_TEST_0B

Return

pone [T [ e mteme [“5 = [®ao0w «

Page 150




m Training Guide

Payment Processing

Step

Action

54.

You have successfully run Pay Cycle Reports. You can now select the next lesson in
the course.

End of Procedure.
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Maintaining Payments

This is the Maintaining Payments lesson of the Payment Processing course. Upon completion of
this lesson, you will be able to:

e \oid, stop, and re-issue payments
e Escheat payments and undo escheatments
o Create manual payments

Estimated time needed to complete lesson: 30 minutes
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Canceling a Payment

Different functions are available to cancel a payment in ARC. It is also possible to undo the
cancellation of a payment or perform mass cancellations if multiple payments need to be
canceled. This table summarizes the different cancel functions in ARC:

ARC Button

Used for checks that have already been sent to the bank

Stop and the bank has been asked to stop the payment

Used on payments that have not been sent. Actions
available include Re-Open Voucher(s)/Re-Issue
‘Void’ Payment, Re-Open Voucher(s)/ Put Payment on Hold,
and Do Not Re-Issue Payment/Close Liability. Voided
payments are automatically reconciled by the system

If a payment was incorrectly voided and should be paid,

‘Undo the cancellation can be reversed. Available actions
, include Re-Open Voucher(s)/Re-Issue Payment, Re-
Cancel Open Voucher(s)/Put Payment on Hold, and Do not Re-

Issue Payment/Close Liability

Throughout the following topic, imagine a time you have faced a similar scenario: Will needs to
cancel a payment because he realizes the amount for which the payment has been generated is
incorrect.

Estimated time needed to complete topic: 10 minutes

Procedure

Welcome to the Canceling a Payment topic where you will learn how to void and stop payments.
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ARC

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

Search:
®

? Help

[> Columbia Specific

> Employee Sel-Serice
> Supplier Contracts

[ Vendors

[» Procurement Contracts
> Purchasing

[> eProcurement

[> Services Procurement
[» Accounts Payahle

> Set Up FinancialsiSupply Chain
[» Enterprise Components
[ Warklist

[ Tree Manager

> Reporting Tools

> PeopleTools

— Change My Password

=

ittps: {fntstweb. cc columbia edu; 18443/pspffndL gna2/EMPLOYEE/ERP/c/PORTAL _PERS_HOMEPAGEPORTAL Homerace | | | [ | [ |6 mieme R

Step Action

1. Click the Accounts Payable link.
[ Accounts Payahle]

Favarites © Main Menu > Accounts Payable
Accounts Payabls
‘ Accounts Payable
Access PeapleSoft Payables.
ﬁ Vouchers ﬁ Payments Review Accounts Payable Info
gid, maintain, and approve vauchers. Create and manage payments. Run inquiries on vauchers, vendors, payments, and
[ Adel/Undate (1 Manual Pavment and Prepavment integration with systems
(1 CanceliVoid Paymerts [ Pavables Search Criteris
[ Wouchers
Cancel and escheat payments, [ interfaces:
[ Pavments
[ Wendor
etps: ffntstweb. cc columbia edu; 18443/psc/na1qnaz/EMPLOYEEJERF [s)WEBLIB_PTPP_SC HOMERAGE FieldFormuatscry | | | [ [ [ [@ inteme: [7a - [Foms -
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Step

Action

Click the Cancel/Void Payments link.
EancelNDid Payments

ARC™

Favgfites ;| Main Menu > Accounts Payable
Accounts Payabls
CancellVoid Payments

Cancel and escheal payments

B ent Cancellation

Reguest o cancel payments

ent Schedule Cancellation

=k

Cancel an entire federal paymert scheduls

Review Mass Cancellation
Revigw Mass Payment Canceliation

Main Content

Mass Payment Cancellation
Mass cancel payments based on specified criteria

]

| [ meermet

[“5 - [ % 100%

T 4

Step

Action

Click the Payment Cancellation link.

Eﬂem Cancellation
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Payment Cancellation

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

Favnvr\tes'MalnvMenu > Accounts Payable > Payments > CancelfYoid Payments > Payment Cancellation [2]

Enewwindow 7 Help B np

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

Bank SetiD: EE CUSET Q

Bank Code: [heging with ]| Q

Bank Account: [tegins with =] | Q
Payment Reference: | begins with j ‘

Payment Method:  [= =l |

. Search H Clear | Basic Gearch [E) Save Search Criteria

| 3

Done

RN

[ ([ @wm

Action

Enter information to find the payment you would like to cancel. Enter the desired
information into the Bank Code field. Enter "CHASE".

Payment Cancellation

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

Favarites © Man Menu > Accoumgpayable > Payrgems > Cancel]vmgpayments > Payment Cancellation [g]

Elewvindow  ? Help B hitp

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

CUSET Q

Bank SetiD: =

Bank Code: [begins with =] [cHAsE] e}

Bank Account: | begins with j ‘ Q
Payment Reference: [hegins with =]

Payment Method: ~ [= = |

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

| »

Done

7 - [Hioow -

T [
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Step

Action

Click in the Bank Account field.

Payment Cancellation

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

Favarites | Main Menu > Accountgpayable > Payrgents > Cancel]\/mgpayments > Payment Cancellation [&]

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

Bank SetiD: = = CUSET Q

Bank Code: begins with |[CHASE aQ

Bank Account: hegins with j H Q

Payment Reference: [hegins with =]

Payment Method: ~ [= = |

Search Clear  |pasic Gearch [ Save Search Criteria

« | B
Done

Eewwindow 7 Help B hitp

L

[ [ mternet

EREYTIR

Step

Action

Enter the desired information into the Bank Account field. Enter "DISB".
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Favnvr\tes'MalnvMenu > Accounts Payable > Payments > Cancelfvoid Payments > Payment Cancellation [2]

E newwindow 7 Help B nmp

Payment Cancellation

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

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

Rank SatiD: == cuser &

Bank Code: | heging with j ‘CHASE Q

Bank Account: [begins with =] [Disg| Q
Payment Reference: | begins with j ‘

Payment Method:  [= =l |

. Search H Clear | Basic Gearch [E) Save Search Criteria

4 | 3

Done T T [ mteme [Fa = [®aew «

Step Action

7. Click the Payment Method list.

| -

Favnvmtas'MainvMEnu > Accounts Payable > Payments > CancelfVoid Payments > Payment Cancellation [g]

Erewwindow P Help B nitp

Payment Cancellation

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

Bank SetiD: - = CUSET Q

Bank Code: | hegins with j ‘CHASE Q

Bank Account: [heging with =] [DIs8 Q
Payment Reference: | begins with j ‘

Payment Method:  [= =1 |

Autornated Clearing House

. Search H Glear | Basic Searc

Draft- Custormer EFT
Draft- Customer Initiated
Draft- vendor Initiated
Electronic Funds Transfer
Giro - EFT

Giro - Manual
Letter of Credit

Manual Check

Systemn Check

Wire Transfer

4 | 3

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

Action

Click the System Check list item.
[Syster Check |

Favarites © Man Menu > Accoumgpayable > Payrgems > Cancel]vmgpayments > Payment Cancellation [g]

Payment Cancellation

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

Find an Existi

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

Bank SetiD: - = CUSET Q
Bank Code: [begins with =] [cHasE e}
Bank Account: | begins with j ‘DISE Q

Payment Reference: [hegins with =]
Payment Method: = - Sy

Search Clear |pasic Gearch [ Save Search Criteria

D ewwindow P Help B hitp

=

| i

il

[ [ eermet

7 - [Hio0w -

Step

Action

Click the Search button.
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Favnvr\tes MalnvMenu » Accounts Payvable > Payments Cancelfvoid Payments Payment Cancellation [5]

A rewwindow 7 Help [Bnmp

neen

Payment Cancellation

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

Rank SatiD: == fuser &

Bank Code: |begm5 W\Ihj‘CHASE Q

Bank Account: [begins with =] (D8 Q

Payment Raference:lhegma W\Ihj‘

Payment Method:  [= =] [evstem check | b
Search Cleat  |Basic Gearch [ Save Search Criteria

Search Results

Wiew All First [4] 180080 [3] Last
Bank Bank Bank Payment Payment Payment Remit _
Setll  Code  Account  Reference Method Payment Amount ooy Seyp  Remit Vendor
CUSET CHASE DISE 0000000030 Check g00 uso CUSET  T000000002
CUSET CHASE DISB 0000000029 Check 400 uso CUSET  [T00000000Z
CUSE CHASE DISE 0000000031 Check 1600 uso Mon-UWYPA Vendor CUSE T000000002
CUSET CHASE DISB 0000000027 Check 1.25 usph ERIKOLSOM CUSE 000038082
CUSE CHASE DISB 000000002 Check 250 uso SCOTT WILLIAMS CUSE 000038195
CUSE CHASE DISB 000000003 Check 520267h455981 85 USD SISTERS OF STJOSEPH CUSE 000038213
CUSE CHASE DISB 000000003 Check 22023 uso LOCAL 1188 CUSE SGLPAYCHKZ
CUSE CHASE  DISB 000000003 Check 913367715904.01 USD ROBERT SATCHER CUSE 0000037887
CUSE CHASE DISH 000000003 Check SE5Y3E0310947.93 USD /26120 EDWIN WAN DEN OORD CUSE 0000038079
CUSET CHASE DISE 0000000021 Check 2640000000 uso 04/26/2012 ELIZABETH R VARON CUSET 0000037989
CUSET CHASE DISE 0000000009 Check o uso 04/26/2012 SUPPLIER VENDOR CUSET  T000000003
CUSE CHASE DISE 0000000022 Check 4539999995999 uso 26120 SUFPPLIER VENDOR CLUESE T000000003
CUSET CHASE DISB 0000000004 Check 14000 usph 0 SUPPLIER VENDOR CUSE T000000003
CUSET CHASE DISB 000000000 Check 10z ush 2012 |MILAND MARKET CUSE 000006563
CUSE CHASE DISB 000000002 Check 5 uso SCOTT WILLIAMS CUSE 000038195
CUSE CHASE DISB 000000002 Check a3 uso PUNYADECH PHOTANGTHAM MO CUSE 000038160
Done T T [ mteme [Fa = [®ew «
Step Action
10. Click the Payment Date column header to sort the results by payment date.

Favnvr\tes'MainvMenu > Accounts Payable > Payments > Cancelfvoid Payments > Payment Cancellation [g]

A rewwindow 7 Help [Bnmp

niEn

Payment Cancellation

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

Rank SatiD: == fuser &

Bank Code: |begm5 W\Ihj‘CHASE Q

Bank Account: [heging with =] [DIs8 Q

Payment Raference:lhegma W\Ihj‘

Payment Method:  [= =] [evstem check =1 b
search || Clear |masic Search [ Save Search Criteria

Search Results

Miew All First [4] 180080 [3] Last
Bank Bank Bank Payment Payment Payment Payment Remit _

Sell  Code  Account Reference Method Payment Amount ¢ /oy Date [Hame 1 Seyp Remit Vendor
CUSET CHASE DISB 0000000113 Check 200 uso 051602012 SELGAR CORPORATION CLSET 0000000011
CUBET |\GHASE DISB 00o0oa112 Check 989,28 ush 05162012 Bank of America CLUSET  BOA

CUSET CHASE DISB 0000000109 Chetk 100 ush 05/14120 SUFPLIER VENDOR CLUSE 00000000
CUSET |CHASE DISE 0000000108 Chetk 100 usD 05/15i20 IROM CARIBEEAN SPORTS EVENTS CUSE 00005001
CUSET CHASE DISB 0000000107 Cheek 6976 usp n5i1 KATE WEINBERGER CUSE GLPAYCHK2
CUSET CHASE DISB 0000000106 Check 7783 uso Jukt] JEMMIFER MEDIMA CUSE GLPAYCHKZ
CUSET CHASE DISB 00a000010s Check 407 uso EDUARD EDUARDO CUSE SGLPAYCHK2
CUSET CHASE DISB anaoonnio4 Check 2800 uso Mon-UyPAYendor CUSE T000000002
CUSET CHASE DISB 0000000033 Check 45 86 uso Single Payment Yendor - CHK (Reqular) |CUSE SGLPAYCHKI
CUSET |CHASE DISB 0000000034 Check B0 uso Single Payment Yendor- CHK (Reqular) |CUSET  SGLPAVCHKT
CUSET CHASE DISB 0000000095 Check 5 uso Single Payment Yendar- CHK (Regular) | CUSET  SGLPAVCHKI
CUSET |\GHASE DISB 0000000096 Check 25 ush Single Payment Yendor- CHK (Regular) |CUSET  SGLPAYCHKT
CUSET CHASE DISB 0000000097 Chetk 1BGE.63 ush Single Payrent Yendar- CHK (Requlary |CUSE GLPAYCHKT
CUSET CHASE DISE 0000000053 Chetk 5 usD Single Payrnent Yendor - CHK (Requlan |CUSE GLPAYCHKT
CUSET CHASE DISB 00a0000100 Check o0 uso WITHHOLDING VEMDOR - MULTI CLASS|CUSE 00000002
CUSET CHASE DISB 0000000033 Check i uso Single Payment Yendar- CHIK (Reqular) |CUSE GLPAYCHKT

e

[T T 36 meme R
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Step

Action

11.

Click the 0000000113 link to select the payment you'd like to cancel.
0000000113

Favnvr\tes’MainvMenu > Accounts Payable > Payments > Cancelfvoid Payments > Payment Cancellation [g]

Cancel Payment

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

action: | NI - | | Run
Enter Cancel Payment

Bank Set ID: CUSET  Reference ID: 0oooooo113 Creation Date: 051 EZ012
Bank: CHASE  JPMorgan Chase Payment Date: 05162012
Account: DA 455-250162 Payment Amount: 0000 USD
Payment Method: System Chack Cancel Post Status: Mot Applicable
Remit Vendor: 0000000011 SELGAR CORPORATION Setlle By: Pay Cycle
Setllement Status: Maone
Date Cancelled: 05M 672012 [
Payment Status: & void
 Stopped
" Undo Cancel
Cancel Action: ' Re-Open Voucher () Re-lssue Hold Reason: =]
" Re-Open Voucher{s)/Put on Hold
£ Do Not Reissue/Close Liability
Description: (]
B save | |£L RetuntoSearch | < Previousinlist | [+E MestinList | =] Watity
pone [T T [ mteme [Fa = [®aow «

Step

Action

12.

You will then select the appropriate option based on the action you would like to
take on the payment. If you want to re-issue a payment but place it on hold to
prevent it from being processed in the Pay Cycle, you will also need to enter a hold
reason. You can also enter a description for the payment cancellation action.
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Favnvr\tes'MalnvMenu > Accounts Payable > Payments > CancelfYoid Payments > Payment Cancellation [2]

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

Cancel Payment Action: =] Run

Bank Set ID: CUSET  Reference ID: 0oooooo113 Creation Date: 05162012
Bank: CHASE  JPMaorgan Chase Payment Date: 05/16i2012
Account: DA 455-250162 Payment Amount: 0000 UsD
Payment Method: System Check Cancel Post Status: Not Applicable
Remit Ventlor: 0000000011 SELGAR CORPORATION Setlle By: Pay Cycle
Setllement Status: Mone

Date Cancelled: 05M 612012 |
Payment Status:  void

 Stopped

" Undo Cancel
Cancel Action: ' Re-Open Voucher () Re-lssue Hold Reason: =]

" Re-Open Voucher(s)/Put on Hold
£ Do Not Reissue/Close Liability

Description: || (]

& save | |£L RetuntoSearch | < Previousinlist | [+E MestinList | =] watity

Done T T [ mteme [Fa = [®aew «

Step

Action

13.

When the appropriate options are selected, click the Save button.

Note: If a payment is voided and re-issued, the Payment Post process must run in
order to create a new payment row on the voucher to be processed in pay cycle.
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Favnvr\tes MalnvMenu > Atmunt5 Payable > Pavr@ents > Can[elf\/mg Payments > Payment Cancellation [5]
[_E’NEWW\TMDW “? Help E,»/Cuamm\ze Page |
saved
Cancel Payment Action: =] Run .
Bank Set ID: CUSET  Reference ID: 0oooooonTTs Creation Date: 05162012
Bank: CHASE JPMargan Chase Payment Date: 051602012
Account: DISE 455-250162 Payment Amount: 0000 USD
Payment Method: Systern Check Cancel Post Status: Pending
Remit Vendor: 0000000011 SELGAR CORPORATION Setlle By: Pay Cycle
Settlement Status: Mone
Date Cancelled: 0562013 |
Payment Status: & void
 Stopped
7 Undo Cancel
Cancel Action:  Re-Open Voucher () Re-lssue Hold Reason: =]
 Re-Open Voucher(s)/Put on Hold
£ Do Not Reissue/Close Liability
Description: I (]
B Save | |44 RetuntoSearch | [+ Previousinlist | 4B Mextinlist | (=] Matify
Done [T T [ mteme [Fa = [®wew « )
Step Action
14. You have successfully voided a payment. You can now select the next topic,

Escheating a Payment.

End of Procedure.
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Issuing a Stop Payment

ARC's stop payment function can be used in the event a check has been issued but should not be
cashed. The action of stopping a payment must be performed by the bank, however, it is possible
to indicate that a payment has been stopped in ARC for informational purposes only. Once
Central Accounts Payable receives confirmation that the payment has been successfully stopped,
Central Accounts Payable can void the transaction in ARC. The process is as follows:

Notify Central
AP When a
Stop Payment
is Required
using the Stop
Payment
Request Form

Central AP
Notifies the
Bank to Stop
the Payment

Bank Issues
Stop
Payment

Central
Accounts
Payable
Places Stop
on Payment
in ARC

Payment
Voided in
ARC Once
Bank
Confirms
Stop Payment
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Escheating a Payment

Escheatment includes all forms of property, both tangible and intangible, that becomes abandoned
(and if it's a check, stale-dated) by its rightful owner. In the case of Columbia, common types of
property are un-cashed checks to vendors, customer credit balances or refunds, security deposits,
dividend check, corporate securities, insurance refunds or claims, and sometimes wages.
Depending on the area and the type of proper, a payment that has not been redeemed within 3-6
years from the issue date will be escheated in order to be turned over to the State.

A custom batch program has been created to automatically escheat payments on a bi-annual basis
(May and November). Chase will send an Outstanding Checks file on a monthly basis that
identifies which checks have yet to be redeemed by the payee. Twice a year, Cash Accounting
will request the program to run that will automatically match unreconciled check payments in
ARC with the unredeemed checks in the Outstanding Check file. Once the program completes,
the Payment Post process will run to generate the appropriate escheatment liability accounting
entries. An exception report will be generated for payments that fail to be escheated.

After the escheatment process runs, a file will be sent to Unclaimed Property that will be loaded
to the Tracker database. The information will be used to send payment to the State for
redemption.

ARC's Payment Escheatment component will be utilized to manually escheat payments for any
exceptions that were not escheated in the custom escheatment batch program. When users escheat
payments, they enter an escheatment date. The system uses the escheatment date to post the
accounting entries to the appropriate period for the escheatment entry. The escheatment process
flow is as follows:

AN

| ',"‘ | ! }"t | ' ‘:"‘ 1
> —
Select Save Select a
Payment For Escheatment Processing
Escheatment Option

Throughout the following topic, imagine a time you have faced a similar scenario: A payment has
been distributed to a vendor, but the vendor has not deposited the check. The check was
referenced in the Outstanding Checks file from Chase with the incorrect payment date and thus
was written to the exceptions report. Will needs to manually escheat the payment since it has
become stale-dated.

Estimated time needed to complete topic: 10 minutes

Procedure

Welcome to the Escheating a Payment topic where you will learn how to escheat a payment.
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Favorites  Main Meru

Personalize Content | Layout

Menu 2] (=) [x]
Search:
®

[> Columbia Specific

> eProcurement

[> Accounts Payable

> Enterprise Components
[ Worklist

> PeopleTools

— Change My Passward

? Help

=

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

| € meemet

R

Step Action

1. Click the Accounts Payable link.
[l Accounts Payahle]

Favgfites ;| Main Menu > Accounts Payable
Accounts Payabls
% Accounts Payable
Access PeapleSoft Payables.
ﬁ CancelVoid Payments
Cancel and escheat paymerts.
=] Eschest Payment
F=] Wass Payment Cancelistion

Home

Inttps: [fritstuseh, ce columbia, edu; 15443 {psp Fra L anazEMPLOYEE [ERPYc/CREATE_PAYMENTS, PYMNT_ESCHEATED.GELZPC [

@ mntemet

7 - [Hio0w -
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Step

Action

Click the Escheat Payment link.
Eschest Pavmerd

Favarites © Man Menu > Accoumgpayable > Payrgems > Cancel]vmgpayments » Escheat Payment [5

& New Window P Help hrlp
Payment Escheated
Eniter any infarmation you have and click Search. Leave fizlds blank for a list of all values
Find an Ex
Lirnit the nurmber of results to (up to 300); |300
Bank SetiD: = - jcuseT Q
Bank Code: |hegin5 wwlhj‘ Q
Bank Account: |hegm5 W\Ihj‘ Q
Payment Reference: [hegins with =]
Payment Method: ~ [= = |
Search Clear |pasic Search [E) Save Search Criteria
4 | »
Done [T [T [ [ mneeme V5~ [Foms -

Step

Action

Code field.

Enter information to identify the payment you'd like to escheat. Click in the Bank
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Favnvr\tes i MalnvMenu > Accounts Payable > Payments > Cancelfvoid Payments > Escheat Payment 3]
Eewwindow 2 Help B ntp

Payment Escheated

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

Bank SetiD: = - CUSET aQ

Bank Code: [heging with ]| Q

Bank Account: [tegins with =] | Q

Payment Raference:lhegma W\Ihj‘

Payment Method:  [= =l |

[ search [ clear |gacic Gearch [§] Save Search Criteria

4 | 3
Done T |epmteme [Fa = [®aew «

Step Action

4, Enter the desired information into the Bank Code field. Enter "CHASE".

Favnvr\tes ! MainvMenu > Accounts Payable > Payments > Cancelfvoid Payments > Escheat Payment [5]
E newwindow 7 Help B nmp

Payment Escheated

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

Bank SetiD: = - CUSET aQ

Bank Code: [heging with =] [CHasE Q

Bank Account: [hegins with =] | Q

Payment Raference:lhegma W\Ihj‘

Payment Method:  [= = =]

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

4 | 3
pone T [ |pmteme [“a = [®aw «
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Step

Action

Click in the Bank Account field.

Payment Escheated

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

Favnvr\tes:MalnvMenu > Acmuntgﬂayahle > Pavr@ents > Can[elf\/'mgﬂayments > Escheat Payment [2]

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

Bank SetiD: - = CUSET Q
Bank Code: | heging with j ‘CHASE Q
Bank Account: | hegins with j H Q

Payment Reference: | begins with j ‘

Payment Method:  [= =l

| Bearch | Cleat |Basic Gearch [ Save Search Criteria

E newwindow 7 Help B ity

| Ic

Done

L

| Inkernet

o (R -

Step

Action

Enter the desired information into the Bank Account field. Enter "DISB".

Page 169




Training Guide
Payment Processing

Payment Escheated

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

Favnvr\tes'MalnvMenu > Accounts Payable > Payments > Cancelfvoid Payments > Escheat Payment 5]

E newwindow 7 Help B nmp

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

Bank SetiD: EE CUSET Q

Bank Code: |begm5 W\Ihj‘CHASE Q
Bank Account: [begins with =] [Disg| Q
Payment Raference:lhegma W\Ihj‘
Payment Method:  [= =l |
gearch | Glear |Basic Search B Save Search Criteria
4 | 3
Done T T [ mteme [Fa = [®aew «

Step

Action

Click the Payment Method list.

| -

Payment Escheated

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

Favnvmtas'MainvMEnu > Accounts Payable > Payments > CancelfYoid Payments > Escheat Payment [l

Erewwindow P Help B nitp

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

Bank SetiD: - = CUSET Q

Bank Code: | hegins with j ‘CHASE Q

Bank Account: [heging with =] [DIs8 Q
Payment Reference: | begins with j ‘

Payment Method:  [= =1 |

Autornated Clearing House
Direct Debit
Draft- Custormer EFT
Draft- Customer Initiated
Draft- vendor Initiated
Electronic Funds Transfer
Giro - EFT
Giro - Manual
Letter of Credit

niia

. Search H Glear | Basic Searc

Systemn Check
Wire Transfer

| 3

Done

RS

N B )
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Step

Action

Click the System Check list item.
[Syster Check |

Favarites © Man Menu > Accoumgpayable > Payrgems > Cancel]vmgpayments » Escheat Payment [5

Payment Escheated

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

Find an Existi

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

Bank SetiD: - = CUSET Q
Bank Code: [begins with =] [cHasE e}
Bank Account: | begins with j ‘DISE Q

Payment Reference: [hegins with =]
Payment Method: = - Sy

Search Clear |pasic Gearch [ Save Search Criteria

D ewwindow P Help B hitp

=

| i

il

[ [ eermet

7 - [Hio0w -

Step

Action

Click the Search button.
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Favnvr\tes i MalnvMenu » Accounts Payvable > Payments Cancelfvoid Payments Escheat Payment [l

A rewwindow 7 Help [Bnmp

neen

Payment Escheated

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

Rank SatiD: == cuser &

Bank Code: | heging with j ‘CHASE Q

Bank Account: [begins with =] (D8 Q

Payment Reference: | begins with j ‘

Payment Method:  [= =] [evstem check | -
\‘W Whasic Search [ Save Search Criteria

Search Results

Wiew All First [4] 172 of7a [3] Last
SoD  Code ot fotonce  Memos  Pomentamownt GUTRT  DAS  damet Seip RemitVondor
CUSET CHASE DISE 0000000004 Check 15000 s 04/26/2012 SUPPLIER VENDOR CUSET  T000000003
CUSET CHASE DISE 0000000005 Check 103 s 04/2602012 MILAMNO MARKET CUSET 00000065963
CUSE CHASE [EI= 0000000009 Check o usD UFPPLIER VENDOR CUSE T000000003
CUSET CHASE 5B 0000000021 Check 2640000000 UsD LIZABETH R VARDH CUSE 000037923
CUSE CHASE ISB 0000000022 Check 453689903539 usD UPPLIER VENDOR CUSE 000000003
CUSE CHASE ISB 0000000023 Check 7400000 uso STEPHAMIE E G SIEGMUND CUSE 000038184
CUSE CHASE ISB 00a0000024 Check 4700 uso SUSAN PILAND CUSE 0000368193
CUSE CHASE ISB 0000000025 Check 5 uso SCOTTWILLIAMS CUSE 0000368195
CUSE CHASE IS8 0000000026 Check a3 50 PUNYADECH PHOTANGTHAM MO CUSE 000038160
CUSET CHASE DISE 0000000027 Check 1.25 S0 ERIKOLSON CUSET 0000038082
CUSET CHASE DISE 0000000028 Check 250 S50 SCOTT WILLIAMS CUSET 0000038195
CUSE CHASE [EIE] 0000000029 Check 400 50 on-UvwPA Vendor CLUESE T000000002
CUSET CHASE ISB 0000000030 Check 300 50 on-LWWPA Wendar CUSE T000000002
CUSET CHASE I5B 0000000031 Check 1600 50 on-LWWPA YVendaor CUSE 000000002
CUSE CHASE ISB 0000000032 Check 8133677168804.01 USD ROBERT SATCHER CUSE 000037887
CUSE CHASE ISB 0000000034 Check 5659360310947.93 USD AR WAN DEN OORD CUSE 0000368078
Done T T [3 e mieme [Fa = [®ew «
10. Select the payment you'd like to escheat. Click the 0000000026 link.

Favarites © Man Menu > Accoumgpayable > Payrgems > Cancel]vmgpayments » Escheat Payment [&

ENewwindow  ? Help  [F Customize Page B hitp

niEn

Payment Escheatment action: | IBMNGNN -] | Run
Bank Set ID: CUSET Reference ID: 0000000026
Bank: CHASE JPMorgan Chase Creation Date: 04426/2012
Account: DISB BO1-B8745511 Payment Date: 04426/2012
Payment Method: Systern Check Payment Amount: [iR=x) usD
Remit Vendor: 0000038160 FUNYADECH PHOTANGTHAM MD
" Escheated Check Date Escheated: |  Escheated

" Stale Dated Payment Stale Date:

€ Undo Escheatment

Description:
(B Sswe O RetumtoSesich 1 Freviousinlist 4 Mestinlist (5] Wotify
Done [ [T [3@meme [7a - [Foms -
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Step

Action

11.

Select the appropriate options. In this case, we will click the Escheated
Check option.

| © Escheated Check

Favarites © Man Menu > Accoumgpayable > Payrgems > Cancel]vmgpayments > Escheat Payment [

Enewwingow P Help & customize Page B nmp

Payment Escheatment Action: | R

Escheat Payment

Bank Set ID: CUSET Reference ID: 0000000026
Bank: CHASE JPMorgan Chase Creation Date: 045262012
Account: DISB B01-874511 Payment Date: 04262012
Payment Method: Systern Check Payment Amount: 083 usD
Remit Vendor: 0000038160 FUNYADECH PHOTANGTHAM WD
& Escheated Check Date Escheated: 05162012 & Escheated
" Stale Dated Payment Stale Date: [
< Undo Escheatment
Description:

B save | & Returnto Search | 1E) PreviousinList | B MextinList | 5] Netity |

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

Step

Action

12.

Click the Save button.

Note: The Payment status is then updated to Escheated and the escheated date is
record.
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Favnvr\tes i MalnvMenu > Accounts Payable > Payments > Cancelfvoid Payments > Escheat Payment 5]
[_E’NEWW\TMDW “? Help E,-/Cuamm\ze Page hrlp
Payment Escheatment
Escheat Payment
Bank Set ID: CUSET Reference ID: 0000000026
Bank: CHASE JPMorgan Chase Creation Date: 042672012
Account: DISB BO1-875511 Payment Date: 04262012
Payment Method: Systern Check Payment Amount: 083 usD
Remit Vendor: 000003s160 FUNYADECH PHOTANGTHAM WD
Payment Status Cancel Action
© Escheated Check Date Escheated:  Escheated
" Stale Dated Payment Stale Date:
" Undo Escheatment
(]
Description:
| save | [{£4 RetuntoSearch | (<] previous Lt | 4E Mextinbst | [ hatity |
Done T T [ mteme [Fa = [®aew «

Step

Action

13.

the Accounts Payable button.
}&ccuunt& F‘aﬁ,rable|

You can verify in the Payments Inquiry that payments have been escheated. Click
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3 vouchers

Payment Esche O Control Groups

Eohesd P ‘ 1 Payments

= - 3 Batch Processes

Bank Set ID: 3 Review Accounts Payable Info
L Reports

Bank: N T U T

Account: DISE  601-874511

Payment Method: System Check

Remit Vendor: 00000381 AN

Favnvr\tes'MalnvMenu > Accounts Payable > Payments > CancelfYoid Payments > Escheat Payment 3]

& New Window

»
»
3
-
' Reference ID: 0000000028
»

Creation Date: 042602012

Payment Date: 04i26i2012

Payment Amount: [iR:3]

PUNYADECH PHOTAMGTHAN MD

Payment Status

Cancel Action

uso

Training Guide
Payment Processing

“? Help Efcuammwze Page hitp

=

' Escheated Check Date Escheated:  Escheated
" Stale Dated Payment Stale Date:
€ Undo Escheatment
Description: &
| save | [{£4 RetuntoSearch | (<] previous Lt | 4E Mextinbst | [ hatity |
[T 36 mieme [% - [®we -

Step

Action

14.

Click the Review Accounts Payable Info menu.

| 1 Review Accounts Payvable Info r

Favuvmtes i

3 wouchers

Payment Esche & control Groups
3 Payments
5

Batch Processes

>
3
3
3

Main Menu > Accountgpayable > Payrgents > Cancel]\/mgpayments > Escheat Payment [g]

Enewwindow 7 Help [ customize Page B np

£ Undo Escheatment

. (1 Review Accounts Payable 0000000026
Bank SetID: 3 Reports (3 Payables Search Criteria >
Bank: Cre g sase - (3 Wouchers 4 D4/26i2012
»
Account: DIsB B0-678S11 £ Interfaces 0412642012
1 Payments 3
Payment Method: Systern Check a3 wendar 3 0.83 usD
Remit Vendor: 0000038160 PUNYADECH PHOTANGTHAM MD
Payment Status Cancel Action
 Escheated Check Date Escheated: © Escheated
" Stale Dated Payment Stale Date:

neen

Description:
| Sawe | | Retumto Sesrch | (15 FreviousinList | 4B Mestinlist | [[5] notify |
ttp: ffnkstweb. cc. columbia.edur1 7080jpsp/Fra1trd/EMPLOYEE/ERP/s/WEBLIB_PTPP_SC.HOMERAGE FieldFormua.tseript .| | [ [ [ [ [ intemet [7a - [Foms -
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Step

Action

15.

Click the Payments menu.
3 Payments k

Favnvr\tes'MalnvMenu > Accounts Payable > Payments > CancelfYoid Payments > Escheat Payment [5]

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

=]
3 vouchers L4
Payment Esche 3 control Groups 4
Eohesd P ‘ 1 Payments r
£ Batch Pracesses S s
. [ Rewiew Accounts Payable
Bank Set ID: 1 Reports 3 Payables Search Criteria 4 foanoonoze
Bank: e o g e (1 Wouchers L4 04/26i2012
0 Interfaces 4
Account: DISE  601-874511
[ Payments
Payment Method: Systerm Check 4 3 verdor [ petal Data D
. [5] summary Data
Remit Vendor: 0000038160 PUNTADECH FHOTAMGTHAM MD

(5] surmmary Metric
(5] Bark Transfer Charge
D Docurment Status

Payment Status

” Escheated Check Date Escheated: El orafts

Federal Payment Schedule
" Stale Dated Payment Stale Date: % Letier of cyred\t
" Undo Escheatment (5] Payment

|51 Prepaymerits
D Prornpt Payrments
=] Replaced Payments

Description:

& save | |£L RetuntoSearch | < Previousinlist | +E MestinList | =] watity

ictp: ffnistweb.cc. columbia. edur1 7080/psp /g Ltrd/EMPLOYEE/ERP/c/CREATE _PAYMENTS. PriNT_ING_sRcH.GBLFoldert | | [ [ | [ €D tntemet [ - [ -

Step

Action

16.

Click the Payment menu.
| D Payrment
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Favnvr\tes i MalnvMenu » Accounts Payable > Review Accounts Payable Info > Payments > Payment

@NEWWmdnw “? Help Efcuammwze?age hrlp ]

Payment Inquiry

Search Name [

From Teo

endor Name
*Amount Rule Any
Amount
Currency

Bank SetlD
Bank Code
Bank Account
Bank Account ¥
Reference |
Payment Date
Payment Method
Pay Cycle

Seq Num
Payment Status
Remit SetlD
Remit Vendor
Settle By
Settlement Status

e »
Fe)

Jelyely=lye]

1 (€1 pep=] ' Feea i e

™ Single Payment Vouchers

Max Rows 300 | Bearch | | Clear |
I~ Show Chart ‘Chart Type: [Bar Chart =l
Sorting Criteria

1st sort: [Bank Account =l I™ Descending | sot

=

Done [T T [ mteme [Fa = [®aew «

Step Action

17. Click in the Reference field.

Home

Favarites | Main Menu > Accuuntipayab\e > Review Accourlts Payable Info > Paynlents > Pawment
Eewwindow 7 Help [ Gustomize Page  Bntg 4]

Payment Inquiry

Search Name el
From
Vendor Name |
*Amount Rule Any
Amount

Te

e »
e

currency

Bank SetlD
Bank Code
Bank Account
Bank Account #
Reference

LLL L

Payment Date
Payment Method
Pay Cycle

Sed Num
Payment Status
Remit SetlD
Remit Vendor
Settle By
Settlement Status

Lllel 2 2o o l®

™ Single Payment Vouchers

Max Rows 300 | Gearch | | Clear |
I” Show Chart ‘Chart Type: [Bar Chart =l

SertingCriteria
1st sort: [Bank Account =l I™ Descending | st | .

Done [ [T [3@meeme [7a - [Fioms -
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Step

Action

18.

Enter the desired information into the Reference field. Enter "0000000026".

Favnvr\tes ! MainvMenu » Accounts Payable > Review Accounts Payable Info > Payments > Payment

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

Payment Inquiry

Search Name L
Frem

Teo

endor Name
*Amount Rule Any
Amount
Currency

Bank SetlD
Bank Code
Bank Account
Bank Account #
Reference 0000000028 [
Payment Date
Payment Method
Pay Cycle

Seq Num
Payment Status
Remit SetlD
Remit Vendor
Settle By
Settlement Status

e »
Fe)

L LLRL

€1 Fepp= 'l P =y i e

™ Single Payment Vouchers

Max Rows 300 | Search | | Clear |

I™ Show Chart *Chart Type: [Bar Ghart =1

1st sort: [Bank Account =l I™ Descending | sot B

pone T T [ mteme [Fa = [®aow «

Step

Action

19.

Click the Search button.
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Favnvr\tes MalnvMenu > Atmunt5 Payable > Review Atmurlts Payable Info > Dayrgemts > Payment
LAy y =l
Search Natme el Q
From Te
Vendor Name Q [ Q
*Amount Rule Any =l
Amount
Currency Q
Bank SetlD [cuser Q
Bank Code Q
Bank Account Q
Bank Account #
Reference 0000000026 |DDDDDDDDZE
Payment Date [ [ &
Payment Method =
Pay Cycle Q
Seq Num Q
Payment Status ﬂ
Remit SetlD CUSET Q
Remit Vendor Q
Settle By = —
Settlement Status =
™ Single Payment Vouchers
Max Rows [ 300 | search | | Clear |
I™ Show Chart *Chart Tyne: [Bar Chart =1
Sorting Criteria
1st sort: [Bank Ascount =l I™ Descending | S0t
2nd sort: | Payment Reference ID j ™ Descending
1 | _>H
Done T T [ mteme [Fa = [®aew -

Step

Action

20.

Click the button of the scrollbar.

Favnvr\tes’MainvMenu » Accounts Payable > Review Accounts Payable Info > Payments > Payment

Bank HCCount =%
Bank Account ¥
Reference 0000000026 |DDDDDDDDQE
Payment Date [ [ el
Payment Method =
Pay Cycle Q
Seq Num Q
Payment Status ﬂ
Remit SetlD CUSET Q
Remit Vendor Q
Settle By =
Settlement Status =
™ Single Payment Vouchers

Max Rows [ o0 | search | | Clear |

I~ Show Chart *Chart Tyne: [Bar Chart =1

1st sort: [Bank Aconunt =l ™ Descending [osm
2nd sort: | Payment Reference 1D j I” Descending
Payment Inguiry Result £ First K 12072 D Last
FEL e ) | Adddtioralinfn | Verdor Details | Firancial Gateway
Payment Payment . Payment Reconciliation -
Source el Method Amount | Currency  Creation Date Payment Date o /0> Staters Reconcile Date

Systemn

WCHR 0000000026 Check 023 UsD 04i26i2012 04i26/2012 econciled
Automated
WCHR 0000000026 Clearing 997200 USD 08nanzoiz 05112012 Faid Unreconciled
House
4 | »
pone T T [ mteme [Fa = [®a0w «
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ARC™

Step Action

21. You can see that the check has been escheated (it is the check we escheated

manually). For the escheatment batch process, you will see that the payment has
been escheated via the payment inquiry.

Favnvr\tes MalnvMenu » Accounts Payable > Review Accounts Payable Info > Payments > Payment
HalK KCCOUNT - M = - -]
Bank Account #
Reference 0000000026 |DDDDDDDDQE
Payment Date [ [ &
Payment Method =
Pay Cycle Q
Seq Num Q
Payment Status ﬂ
Remit SetlD CUSET Q
Remit Vendor Q
Settle By =
Settlement Status =
™ Single Payment Vouchers
Max Rows 200 Seartch Clear
I~ Show Chart *Chart Type: [Bar Chart =
1st sort; [Bank accaunt =l T pescenting ot
2nd sort: | Payment Reference ID j ™ Descending
Payment Inguiry Result Customize | Find
Pay Details Additional Info Wendor Details Firancial Gatemway
Source m:ﬂ"’;e = :’é"'::‘;“ Amount Currency Creation Date Payment Date ;‘";'::m ;e;::”"im"" Reconcile Date
Systemn Escheated N
WCHR 0000000026 Check 083 UsD 042612012 04i26/2012 Recnn:l\ed
Automated
WCHR 0000000026 Clearing 997200 USD 05/15i2012 Paid Unrecanciled
House |
4 | »
Done T T [3 e mieme [h ~ [mmw -
Step Action
22. You have successfully escheated a payment. You can now select the next lesson in

the course.
End of Procedure.
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Bank Reconciliation
This is the Bank Reconciliation lesson of the Payment Processing course. Upon completion of

this lesson, you will be able to:

Run the automatic bank reconciliation process and the semi-manual reconciliation
process through reconciling a redeemed check file sent from the bank with system

transactions
View and resolve exceptions from the automatic bank reconciliation process

Estimated time needed to complete lesson: 30 minutes
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Running Bank Reconciliation

Checks that have been redeemed are recorded as Reconciled in ARC. Chase Bank will send a
Redeemed Check file on a daily basis to ARC that will be loaded via a batch program. The
program will match the payments in the Redeemed Check file with the paid checks in ARC to
mark them as Reconciled. Any payments in the file that cannot be matched to a payment in ARC
are noted as exceptions and must be resolved by the Bank Reconciliation Maintainer.

ARC enables users to reconcile transactions using a variety of reconciliation processes
(automatic, semi-manual). The automatic reconciliation process automatically reconciles
payments loaded via the Redeemed Check file. The semi-manual reconciliation process allows a
user to manually match payments in ARC to the payments loaded in the file to mark them as
reconciled.

After reconciling bank statement transactions, the various inquiry pages can be used to view
reconciled and unreconciled transactions and resolve reconciliation exceptions. The reconciliation
flows are as follows:

. I Semi-Manual

Automatic Reconciliation o
Reconciliation

: e e .

Receives Reconciles

Redeemed [ Pavments > Reviewand [=>] “‘R’E“a"\’ Match
Check File i Resolve payments
Reconciliation to Payments in
ec . the Redeemed

Exceptions Check File

In the instance that a check has been voided or stopped by mistake, you will need to manually
record a payment and perform semi-manual reconciliation on the payment to account for the
error. Please reference this job aid (http://gateway-
7.webservices.lamptest.columbia.edu/files/gateway/content/training/job_aids/Job_Aid_Manually

Recording_Payments.pdf), which outlines how to manually record a payment and perform
semi-manual reconciliation.

Estimated time needed to complete topic: 25 minutes

Procedure

Welcome to the Running Bank Reconciliation topic where you will learn how to perform
automatic and semi-manual reconciliation.
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ARC

Favorites ~ Main Menu

Personalize Content | Layout

‘Menu

Search:

&

[> Columbia Specific

[> eProcurement

> Banking

> Enterprise Components
[ Worklist

> PeopleTools

— Change My Passward

[2] (=] %]

Training Guide
Payment Processing

? Help

=

Done

[

| € meemet

R

Action

Click the Banking link to navigate to the reconciliation options.

ARC™

Favarites : Main Mend > Banking

Banking

@ Banking

Access Banking.
Banks and Branches
Set up kank informatian.
=] Bank Informetion
= Bank Branch Information
= Treasury Counterparties
IMore..

J Reconcile Statements
| Perform auto, semi-manual or manual reconciliation; enter
extermal transactions
= Reconeilistion Manacer
[= Process Reconciliation
=] Automatic Reconciiation
2Mare..

Bank Accounts
#ecess bank accaunts.
=] Bank Accourt Manader
=] External Accounts

=) Settiement Instructions

=| Analyze Exceptions

! Handle auto-recanciation exceptions.
= Autto Reconciliation Exceptions

=] Route Reconciistion Exeeption

= Transactions by Accourt

Bank Statements
Load bank and fee stalements, perform inguiries, and

resvigwe information

=] Bank Statsment Manager
=] Import Bank Statements
=] Reguest Bank Statemerts

6 Miore.

Reports

Generate bank account lists and reconciled and
unreconciled transaction lists.

=] gccount Reoister

]

@ mntemet

7 - [Hio0w -
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Step

Action

2.

Click the Automatic Reconciliation link.

Eutl:umatic Reconciliation

Favgrites | MainMend > Banking > Reconcle Statements > Automatic Reconaliation

ENewwindow  ? Help  [F Customize Page hrlp

Automatic Reconciliation

Search Criteria
Bank ID: % A Account # % Q

*Date: [statement s orDate [ J— [osr292012 [E) gy [osz0zonz [ Search |

<+ H120r2 O Lot

Bank Statements
Statement

Select  Bank ID Account i o As Of Date Trans Reconciled  Cycle Status  Exceptions
| 021309379 601-875511 4 0572972012 1n 7 Ready Exceptions
r 021309379 601-874511 3 05/29/2012 1n 10 Complete

SelectAll O cieara Erocess Monitor

RunReton | Refresh | Reports: [Exceptions - Run Report

Beturn to Banking

[=] Matify

Done [T 3@ meme [¥ ~ [#100%

T 4

Step

Action

show a "%" symbol. First, click the Date list to select search options.
| Statement As Of Date j|

You will first select the search criteria by which you want to filter the loaded bank
files. As there is only one Bank ID and Account #, these will default and simply
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Favnvr\tes'MalnvMenu > Banking > Reconcie Statements > Automatic Reconciliation

[_EINEWW\TMDW “? Help Efcuammwze?age hrlp
Automatic Reconciliation
Search
Barik ID: * Q Account # = a
"Date: Itatamemte j From: (0829002 |5 e 050G012 || Search |
Bank S(ateme
Select  Bank ID Account # :]“"e'“e"‘ As Of Date Trans Reconciled  Cycle Status Exceptions
r 021309379 601-875511 4 05/29/2012 Ready Exceptions
r 021309379 601-875511 3 05/20/2012 Complete
SelectAll [} Clear All Process Monitor
| RunRecon | | Refresh | Reports: [Exceptions =1 | RunReport |
Retum to Banking
= iy |
Done T T [ mteme [Fa = [®aew « )

Step Action

4, Click the Date Statement Loaded list item.

Favarites | Main Meru > Banking » Reconcle Statements »  Automatic Recondiiation
ENewwindow  ? Help  [F Customize Page hrlp
Automatic Reconciliation
Search Crif
Bank ID: Account # B Q
*Date: From: 05292012 [ g 05302012 )| Search
Bank Statements First L 120F2 1)
Select  Bank ID Account # Isl;atemem As Of Date Trans Reconciled  Cycle Status Exceptions.
| 021309379 601-875511 4 0572972012 1n 7 Ready Exceptions
r 021309379 601-874511 3 05/29/2012 1n 10 Complete
Select All ] Clear All Process Maonitor
| RunRecon | | Refresh | Reports: [Exseptons = . RunRepot
Beturn to Banking
E
Done [ [T [3@meme 75~ [Foms -
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Step Action

5. Click in the Date Thru field to continue to filter the date.

Favuvmtes MainvMenu > Banlv<ing > Reconcile §tatememts > Automatic Recondliation
Eewwindow 7 Help [ Gustomize Page B it
Automatic Reconciliation
Search Criteria
Bank ID: % & Account # % Q
‘Date: [Date Statement Loaded H o (052802012 |6 Tharue
Bank Statements
Statement . _
Select  Bank ID Account # o As Of Date Trans Reconciled  Cyele Status  Exceptions
| 021309379 601-876511 4 05/29/2012 1n 7 Ready Exceptions
r 021309379 601-874511 3 05/29/2012 1n 10 Complete
SelectAll O ciearan Process Manitor
| RunRecon | | Refresh | Reports: [Exseptons = . RunRepot
Beturn to Banking
|[=] otify |
Done [ [ [ meeme [7a - [Fiom -

Step Action

6. Enter the desired information into the From field. Enter "05/29/2012".
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Favnvr\tes i MalnvMenu > Banking > Reconcie Statements > Automatic Reconciliation
@NEWWmdnw “? Help Iﬂcuamm\ze Page hrlp
Automatic Reconciliation
Search Cri
Bank ID: % Q Account & % Q
"Date: [Date Statement Loaded =l From: 057292012 |5 Thewe Search |
Bank Statements rirst 11202 O Lot
Select  Bank ID Account # :]“"e'“e"‘ As Of Date Trans Reconciled  Cycle Status Exceptions
r 021309379 601-875511 4 05/29/2012 1 7 Ready Exceptions
r 021309379 601-875511 3 05/20/2012 10 10 Complete
Blar Bar rocess Monitor
M seisctan O cearan P Monit
| RunRecon | | Refresh | Reports: [Exceptions =1 | RunReport |
Retum to Banking
|[=] Hetify |
Done [T T [ e mteme [Fa = [®aew « )

Click the Date button.

FavnvmtasEMainvMEnu » Banking > Reconcie Statements > Automatic Reconciliation

@Nemednw ? Help I?Custnm\zePage

Automatic Reconciliation

Bank ID: % Q Account #: % Q
‘Date: [Date Statement Loaded |~ - 0572972012 | 1hre ]

Bank Statements First K1 1.2 0¢2 1 Last
Staternent
D

Select  Bank ID Account # Load Date and Time Trans

Reconciled

Cycle Status  Exceptions

r 021309379 601-876511 4 05/29/2012 1:56:27PM 1n T

Ready Exceptions

- 021309373 G01-876511 3 0572972012 111 00 25AM

hita

http

10 10 Carnplete
Select All o Clear All Process Monitar
| RunRecon | Refesh | Reports: [Exceptions =1 | RunRepot |
Return to Banking
|[=] matify |
Done [T 36 meme [%h « %0 -
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Step

Action

8.

You will see there are two files that meet these search criteria. One is in "Ready"
status meaning that it is ready to be reconciled and that not all transactions in the file
have already been reconciled. The other file is in "Complete™ status meaning that all
payments within that file have been reconciled.

In addition, you can see how many transactions are in the file and of these
transactions, how many have been reconciled. If not all transactions have been
reconciled, there are exceptions that require semi-manual reconciliation.

Favnvr\tes'MalnvMenu > Banking > Reconcie Statements > Automatic Reconciliation

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

Automatic Reconciliation

Search Criteria
Bank ID: % Q Account & % Q

*Date: [Date Statement Loadad =l From: [nszar2012 Thru: [nszai2012 Search

Bank Statements

Select  Bank ID Account # :]“"e'“e"‘ Load Date and Time Trans Reconciled  Cycle Status Exceptions

r 021309379 601-876511 4 05/29/2012 1:56:27PM 1n T Ready Exceptinns

[ 021309373 G01-876511 3 0572972012 111 00 25AM 1n 1n Carmplete

Select All o Clear All Process Monitar

RunRecon | Refresh Reports: | Exceptions = Run Report

Return to Banking

(=] Motity

Internet Chv W -
2

o

Step

Action

To see the details of the exceptions within a file, click the Exceptions link.

Exceptions
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Favnvr\tes'MalnvMenu > Banking > Reconcie Statements > Automatic Reconciliation

@ Mew Window 7 Help E‘ Customize Page
saved
Automatic Reconclliation Exceptions “Search By: [From Date s Trru Date =l
Search Criteria
Bank ID: 021300379 QA pccount [501-875511 Q
Statement ID: LI Currency Code: usD
From Date: Thru Date: |ﬂ|

Auto Reconciliation Exceptions

First Kl 130r3 O 14

Reference Exception Bank /Tran Amt Bank / Tran Date Bank Tran Type / Tran Status

0000000025 Tran Date = Value Date 500 0412712012 GHK Check

I” Reconcile  ogpogozs Fayables 500 0412672012 CHE Paid
0000000026 Amaunts Mot Equal 034 041262012 GHK Check

I” Reconcile  ogpoogozs Fayables 083 041262012 CHK Paid
0000000033 vaided Check 4500.00  04i26/2012 CHK Check

I Reconcile  gpoononoze Payables 4500.00  04i26/2012 GHK void

™ gelectan O clearal
| Reconcile |

External Transactions

=) ety | | Adate Selected]

Return to Autamatic Reconciliation

| 3

[T T 3 e mieme [ - [ -

Step

Action

10.

See the details of each exception in the file.

Favnvr\tes’MainvMenu > Banking > Reconcie Statements > Automatic Reconciliation

@NEWWmdnw “? Help Iﬂcuamm\ze Page
Saved
Automatic Reconciliation Exceptions “Search By: [From Date s Trru Date =l
Search Criteria
Bank ID: 021309379 QA pecount # [501-875511 Q
Statement ID: 4% Currency Code: usD
| [ Search
From Date: Thru Date: |L|
Auto Reconciliation Exceptions
Reference Exception Bank /Tran Amt Bank / Tran Date Bank Tran Type / Tran Status
0000000025 Tran Date = Value Date 500 04/27/2012 CHK Check
I” Reconcile  ogpogozs Fayables 500 0412672012 CHE Paid
0000000026 Amounts Mot Equal 084 04262012 CHK Check
I” Reconcile  ogpoogozs Fayables 083 041262012 CHK Paid
0000000039 volded Check 450000 041262012 CHK Check
I” Reconcile  ogpogozs Fayables 450000 041262012 CHK vaid
™ gelectan O clearan
I Reconcile | Cternal T "
e emal Transacions Return to Autamatic Reconciliation
ErmlE

| 3

[T T [ e mieme [ - [®R10w -
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Step

Action

11.

Click the Return to Automatic Reconciliation link.
[Return to Autorm atic Reconciliatior]

Favnvr\tes’MainvMenu > Banking > Reconcie Statements > Automatic Reconciliation

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

Automatic Reconciliation

Search Criteria
Bank ID: % Q Account #: e &

[Date Statement Loaded = erome [bsfzar201 2 Thru:

[ns2a2013 5| Search |

*Date:

Bank Statements
Staternent

Cycle Status  Exceptions

Select  Bank ID Account # D Load Date and Time Trans  Reconciled
i 021309379 B01-876511 4 05/29/2012 1:56:27PM 1n T Ready Exceptions
[ 021309373 G01-876511 3 0572972012 111 00 25AM 1n 1n Carmplete
Select All o Clear All Process Maonitar
Run Recan . Refresh Reports: | Exceptions = Run Report
=7 Motify
pone T [ mteme [Fa = [®aoow «

12.

you would like to run the exceptions report for.
7]
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Favnvr\tes MalnvMenu > Banking > Reconcie Statements > Automatic Reconciliation
@NEWWmdnw “? Help Efcuammwze Page hrlp
Automatic Reconciliation
Search Cri
Bank ID: % Q Account # % Q
"Date: [Date Statement Loaded = From: [os729/2012 |B Thrw: [nsraznis 5| Search |
Bank Statements First K1 1-20f2 1 Last
Select  Bank ID Account # :]“"e'“e"‘ Load Date and Time Trans Reconciled  Cycle Status Exceptions
i 021309379 B01-876511 4 05/29/2012 1:56:27PM 1n T Ready Exceptions
[ 021309373 G01-876511 3 0572972012 111 00 25AM 1n 1n Carmplete
Select All o Clear All Process Monitar
| RunRecon | Refesh | Reports: [Exceptions =1 | RunReport |
|[=] Motify |
Done [T T [ e mteme [Fa = [®aew « )
IE}{ceptmns v||

FavnvmtasEMainvMEnu » Banking > Reconcie Statements > Automatic Reconciliation

Automatic Reconciliation

Bank ID: % Q Account # % Q
*Date: |Dala Staternent Loaded j From: 05/29/201 2 Thru: ‘

Bank Statements

Statement
L}

Select  Bank ID Account # Load Date and Time

Trans  Reconciled

i 021309379 B01-876511 4 05/29/2012 1:56:27PM 1n T

Ready

[ 021309373 G01-876511 3 0572972012 111 00 25AM 1n Carmplete

@Nemednw ? Help E{Custnm\ze?age

Cycle Status  Exceptions

Exceptiong

hita

http

First K1 1.2 0¢2 1 Last

Select Al

| RunRecon

o Clear All Process Monitar

Refresh | Reports: [Exceptions =l |

RunReport |

|[=] Motify |

Errars
Errors(<MLP}
=

Exceptions({MLP)
Reqister
Reqister(=MLP)

Done

[T T e e mterne:

RS
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Step Action

14.

Select the information you'd like to see in the report. Click the Exceptions list item.

Favgrites | MainMend > Banking > Reconcle Statements > Automatic Reconaliation

ENewwindow  ? Help  [F Customize Page hrlp
Automatic Reconciliation
Search Criteria
Bank ID: % Q Account #: % Q
*Date: [Date Statement Loaged =l rom: [osr2a2012 (E) Thiw: [psi29i2012 ()| Search
Bank Statements FH frer D02 O et
Select  Bank ID Account # Isl;atemem Load Date and Time: Trans Reconciled  Cycle Status Exceptions.
v 021309379 601-875511 4 05/20/2012 1:56:27PM 10 7 Ready Exceptions
r 021309379 601-874511 3 0572972012 111 0:25AM 10 10 Complete
Select All jm} Clear All Process Monitor
Run Recon | Refresh Run Report
=] Notity
Done [T [ meeme [7a - [Foms -

Step

Action

15.

Click the Run Report button.
Fun Report
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Favnvr\tes'MalnvMenu > Banking > Reconcie Statements > Automatic Reconciliation

Message

Reportis being generated. Mavigate to Process Monitar to view report.
(13520,708)

Ok (Enter)

[ ([ [Slewms [ [wom .

Step Action

16. Click the OK button.

Favnvmtas i MainvMEnu » Banking > Reconcie Statements > Automatic Reconciliation
@Nemednw ? Help @Custnm\ze Page h@mhﬁp
Automatic Reconciliation
Search Criteria
Banki: e Q Accounts: [R A
*Date: [Date Statement Loaded = from: nsar2012 5 Thi 057791201 2
Bank Statements
Select  Bank ID Account # :]“’“"“e"‘ Load Date and Time Trans Reconciled  Cycle Status Exceptions
i 021309379 B01-876511 4 05/29/2012 1:56:27PM 1n T Ready Exceptions
[ 021309373 G01-876511 3 0572972012 111 00 25AM 1n 1n Carmplete
Select All o Clear All Process Monitar
l Run Recon ] [ Refresh Reports: |Exceptions j
Done [T [3ememet ERErER
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Step

Action

17.

To access the report, click the Process Monitor link.

FProcess Monito

Favgrites | MainMend > Banking > Reconcle Statements > Automatic Reconaliation

ENewwindow  ? Help  [F Customize Page hrlp

Server List

View Process Request For
User ID: BP_TEST_08 | Type: | =] [rest =l 1 [oars =l Refresh

Server: | Mame: | Q Inmance:‘ to |
Run ~| Distribution - ¥ Save On Refresh

Status: Status:

Process List

Select Instance Seq. Process Type :;‘:% user Run DatefTime Run Status DUtion e (gits
[ | 2354 Crystal FIN3001- AP_TEST_D8 0473072012 11:3710AM EDT Gueued NiA Details

Go backto Autornatic Reconciliation

5 save [=] Notify

Frocess List| Server List

| »

4
[ [ [ [ [ mneme 5~ [Fomm -

Done

Step

Action

18.

Click the Refresh button until the Run Status is "Success" and the Distribution
Status is "Posted".
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Favnvr\tes'MalnvMenu > Banking > Reconcie Statements > Automatic Reconciliation

0 Mew Window 7 Help

i Server List A

View Process Request For

User ID: [AP_TEST_08 | Type: | =] [Last =l 1 foae =] . Refresh |
Server: | j Name: | aQ Instam:e:‘ to |

Run ~| Distribution -

Status: I J Status: I J ¥ Save on Refresh

Process List

Process
Hame

Select Instance Seq. Process Type User Run Date/Time

Di: ution .
Status Details

[ | 23541 Crystal FIrN3001- AP_TEST_08 05/30/2012 11:37104M EDT Success Posted Details

Go backto Autormatic Recanciliation

B save | =] Metity |

Pracess List| Server List

Ef Customize Page hitp

=

o

Done [T T 3 e meeme

R

Step

Action

19.

Click the Details link to access the report.

Favgrites | MainMend > Banking > Reconcle Statements > Automatic Reconaliation

Process Detail

ENewwindow  ? Help  [F Customize Page hrlp

Instance: 23541 Type: Crystal
Name: FIN3001- Description: AutoRecon Exceptions Report
Run Status: Success Distribution Status: Posted
L —————— 1417
Run Control ID: FDF © Hold Request
Location: Server  Queue Request
o
Server: PENT Cancel Request
" Delete Request
Recurrence:  Restart Request
L —
Request Created On: 05/30/2012 11:37:104M EDT Parameters Transfer
Run Amime After: 05/30/2012 11:37:104M EDT Message Log
Began Process At: 05/30/2012 11:37:208AM EDT Batch Timings
Ended Process At: 05/30/2012 11:38:07AM EDT Yiew Laa/Trace
0K | Cancel |
[javascript:haction_winO(document. wind, PMM_DERIVED_INDEX_BTM, 0, 0, ‘View LogjTrace), Falss, true); [ [T [3@meme 75~ [Foms -
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Step

Action

20.

Click the View Log/Trace link.

ARC™

Favgrites | MainMend > Banking > Reconcle Statements > Automatic Reconaliation

ENewwindow  ? Help  [F Customize Page B hitp

niEn

View LogiTrace

Report ID: 20688 Process Instance: 23541 Message Lo
Name: FIN3001- Process Type: Crystal

Run Status:  Success

AutoRecon Exceptions Repart
Distribution Details

Distribution Node:  tmdeviweh Expiration Date: 061 3/2012
File List
Hame File Size (bytes)  Datetime Created
CRWW FIN3001- 23541.1og 0 05/3002012 11:38:07.287154AM EDT
FIN3001- 33541.PDF 36,760 05/3002012 11:38:07.887194AM EDT
pesultrace.dre 520 053002012 11:38:07.887154AM EDT
Distribute To
Distribution ID Type *Distribution 1D
User AP_TEST_08
| Return \
Done [ [T [ meme [7a - [Foms -

Step

Action

21.

Click the file name that ends in .PDF to open the report. Click the FIN3001-
_23541.PDF link.
[EIM3001- 23541.FDF|
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[ hutps: fintstiveb. cc cobumbia edur 18443(psr cports/ o1 anaz/20668/FING001 23541 FOF
Fle Edt GoTo Favorites Help
7 Favorites \7,3 £ | Suggested Stes ~ & Web Slice Gallery ~
»
_rehttps:#Fntstweb‘cc.ca\umb\a.edu:18443/psrepurtsﬂfn‘..| | Eh R - ~ Page - Safety - Tooks - @'
[ p— Fagnn .
OmacLe D e suToRECON ExCEFTION [ pep—
[ —
[ —— [ ——
[ stantous £/73/2012
Traaasion L R—— Tamasen Cme
ficireeid iy = == = = =3 Racon csne Papm snn
0000000039 4,500.00 450000 520201 52972012 Ok Creck ‘Check Voided Voidad
ot B Excopen ot oo
ot Eacegeon st Py
Dane 0 T [ | e unknown zane

@istart| | &

| [] Micrasoft Office 2010

| @ automatic Recancitation .. [ @ httpss//mtstweb.ce.c..

Step Action

22.

The Report Appears for you the analyze and print.

[ hetps: firtstiveb. cc cobumbia.edur18443(psreportsfol anaz/20668/FING001 23541 FOF
Fle Edt GoTo Favorites Help
7 Favorites \ 75 &) SuggestedSites = @ | Web Slice Gallery ~
»
_rehttps:#Fntstweb‘cc.ca\umb\a.edu:18443/psrepurtsﬂfn‘..| | Eh B - ~ Page - Safety - Tools - @'
[ p— Fagnn .
OmacLe e e suToRECON ExCEFTION [ pe—
[Loi————
[N — [ —.
[ samantoin 525,201
— Tnsseson s Traassen D
Rartimer = = = = = 3 . [
00DD00D03S 4.500.00 450000 529201 5292012 cea e Check Voided Voided
ot B Exsepien o sseeco
oot peydons sone
S crmepert
Dane 0 T [ | e unknown zane
@istant| | @ | [Z]microsott office 2010 | @ Automatic Reconclistin ... | [ @ httpsy /fntstweb.ce.c..
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Step

Action

23.

Click the Close button to navigate back to ARC.

ARC

Favnvr\tes’MainvMenu > Banking > Reconcie Statements > Automatic Reconciliation

View Log/Trace

Report
ReportID: 20688 Process Instance: 23541 Messade Log
Mame: FINZ001- Process Type: Crystal

RunStatus:  Success

AutoRecon Exceptions Report

Distribution Details

Distribution Node:  fndevweb Expiration Date: 061372012
Hame File Size (bytes| Datetime Created
CRYW FIN3001- 23541 lo [t} 053002012 11:38:07 BB7154AM EDT
Fin3001- 23541 PDF 36,760 05/3002012 11:38:07 887 154AM EDT
pssgltrace tre 620 05/3002012 11:38:07 887154AM EDT
Distribution ID Type *Distribution ID
User AP_TEST_08

Return

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

ittps: ffntstweb. cc columbia edu; 18443/pspfria1 gnaz/EMPLOYEE/ERP/s/WEBLIE_PT_NAW ISCRIPTL FieldFormubtseip_ | [7] |

Internet v [ -
2

Step

Action

24.

Feu:n:unu:ile 5tatement5|

Now we will go to the Semi-Manual Reconciliation page to reconcile one of the
exceptions from the Bank File. Click the Reconcile Statements button.
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Favnvr\tes'MalnvMenu > Banking > Reconcie Statements > Automatic Reconciliation

@NEWWmdnw “? Help Efcuammwze?age hrlp

=

| Reconciliation Manager
Process Reconciliation
Automatic Reconciliation

View Log/Trace

Semi e Recanciation n
ReportI: 20663 Proce: Manual Reconciistion 4
Mame: FINZ001- Process Type: Crystal

RunStatus:  Success

AutoRecon Exceptions Repaort
Distribution Details

Distribution Node:  fdswweh Expiration Date:  [06r13/2012

File List

Hame File Size (bytes)  Datetime Created

CRW FIN3001- 2354110y 0 05/30i2012 11:36:07.887154AM EDT
FIN3001- 23541.PDE 38,780 05/30i2012 11:36:07.867154AM EDT
pssalttace tre 520 05030i2012 11:38:07.8871544M EDT

Distribute To

Di ion 10 Type *Distri n 1D

User AP_TEST_08
| Return |
ittps: ffntstweb. cc columbia edu; 18443/pspfndL gna2/EMPLOYEE/ERP{c/PROCESS_BANK_sTATEMENT. seMi manuaL RE| (1] [ | [ |6 miemet e - [wee -

Step Action

25. Click the Semi-Manual Reconciliation menu.
| || Semi-Manual Reconciliation

Favarites | Main Menu > Eanging > Reconcile Svtatements > Semi-Manual Reconciliation
Eewwindow 7 Help [ Gustomize Page B it
Semi Manual Reconciliation *Search By:
Bank ID: 021308378 a Account #: B01-875511 Q Statement ID: % Q
From Date: 05i26i2012 [ Thru Date: 05/30/2012 *Reconciliation Status: Unreconciled j'
From Amount: To Amount: Currency Code: USD Search
Advanced Search
Bank .0 1y, ... | System . o
Transactions Flrst =200 5 Last | pransactions SIS ortE
Bank Tran
Select  Reference D Tran Amt Type Select  Reference e Tran Amt Type Source
Amount: 0.000 Amount: 0.000
| Reconcile | | Refresh | Difference: 0.000
pore [ [J e teme [Fa - [®ooe -
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Step Action

26. Just like in Automatic Reconciliation, you will narrow the transactions you are
searching for by using the date ranges. Click the From Date button.

Favnvr\tes ! MainvMenu > Banking > Reconcile Statements > Semi-Manual Reconciliation
[_E’NEWW\TMDW “? Help BCUETD!’H\ZEF‘EQE hrlp
Semi Manual Reconciliation “Search By: [From Date i Thru Date =l
Search Criteria
Bank ID: 021309378 a Account #: 601-675511 Statement ID: % 2
From Date: 0512812012 [5 ate: “Reconciliation Status: Unreconciled =
From Amount: Currency Code: UsD | search
May =llemz 7] Advanced Search
Bank o s M OT oW F s M EEED
Transactions ‘] — e or1 U Loct Transactions
Select  Reference s 7 8 g Select  Reference ;;’: TranAmt Type Source
13 14 15 16
w2 2023
7 o\ 2 31
. Amount: 0.000
Recancile Difference: 0.000
—l @] curentDate [¥)
pane A |3 [ mternet [% - [Roee -

Step Action

27. Click the 1 link.
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Favnvr\tes i MalnvMenu » Banking > Reconcile Statements > Semi-Manual Reconciliation
@NEWWmdnw “? Help Iﬂcuamm\ze Page hrlp
Semi Manual Reconciliation “Search By: [From Date i Thru Date
Search Crits
Bank ID: 021309378 a Account #: p0I-679511 (A Statement ID: % 2
From Date: 050112012 [H Thru Date: 05/3012012 [ “Reconciliation Status: Unreconclied =]
From Amount: To Amount: Currency Code: usD e
Advanced Search
Bank Systemn
Transactions Transactions
Select  Ref Bank Tran Amt T Select  Refy jrran Tran Amt T =
eles erence Date ran vpe eles erence Date ran vpe ource
Amount: 0.000 Amount: 0.000
| Reconcile | | Refresh | Difference: 0.000
Dane [T [ e mteme [% - [ -

28. Click the Seal_’ch button.

Favnvmtas i MainvMEnu > Eamjing > Reconcile S_tatamants > Semi-Manual Reconciliation
@Nemednw ? Help I?Custnm\ze Page htm ]
Semi Manual Reconciliation “Search By: [From Date i Thru Date
Search Crit
Bank ID: 021309379 Q Account #: CUETECIKIEN Statement ID: % Q
From Date: ,M@ Thru Date: M@ “Reconciliation Status: IW,
From Amount: To Amount: currency Code: Uso Search
Advanced Search
?ra;::(sactiuns Kl 120m2 B0 '?rysal:'a'::liuns
Select  Reference Bank Date Tran Amt  Type Select  Reference Tran Date Tran Amt Type Source
[l 0n0oonno3g 05/28/2012 4,600.00 CHK &) [l 00opoont4a 05029i2012 100.00 CHK  Pawables =
[ 0npoonanss 051052012 0.50 CHK % [ 0000000086 05/28i2012 500.00 ACH  Payables
| 00n000n0s7 05/28/2012 600.00 ACH  Payables
[ 00nooonoss 04/29¢2012 400.00 ACH  Payables
[ 0ooooooooag 0512802012 4,50000 CHK  Payables | |
r 0o0ooooogn 05292012 300.00 ACH  Payables
r 0000000139 05262012 35,000.00 CHK  Payahles
r 0nooooooes 05i25i2012 1,800.00 ACH  Pavahles
| 0000000084 05/25i2012 74220 ACH  Payables
[ 0000000083 0512502012 6,843.00 ACH  Payables
| onnoonat 4t 05/25/2012 27.31 CHK  Payables
r 0000000076 0424§2012 5,000.00 ACH  Payables
r 0000000073 05/24§2012 100.00 ACH  Payables -
r Qo0nooooov4 0ar24iz012 20.00 ACH  Payahles
r 0o0o0ooo7s 092412012 500.00 ACH  Fayables -
‘ |
Done [T [ e meemet 5 - [Hmw -
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ARC™

Step

Action

29.

You will then look for transactions that align with in their amounts and reference
IDs. We saw through the exception detail that Reference ID 0000000039 was an
exception, and it is in both the Bank Transactions and System Transactions lists, so

the 0000000039 option.

we can match them and reconcile this transaction manually. Click

ARC™

Favuvﬂtes MalnvMEnu 3 Ean&vﬂng > Reconcile Eitatements > Semi-Manual Reconciliation
D rewwindow P Help E,)Custurmze Page hrlp =
Semi Manual Reconciliation “Search By: [From Date i Thru Date =]
Search Criteria
Bank ID: 021308379 Q Account # 601879611 Q Statement ID: % Q
From Date: [osr172012 B9 Thru Date: [psr302012 [ *Reconciliation Status: [Unieconciied 7]
From Amount: To Amount: Currency Code: UsD | Geareh
Advanced Search
?f;::;am""s ci B # e B a2 oo Ts?:':?;:“"ns o B B 0 0792 O Lo
Select  Reference Bank Date Tran Amt  Type Select  Reference Tran Date Tran Amt Type Source
Icd 0000000039 05/28/2012 4,500.00 GHK % (m 00nooont 48 04/29¢2012 100.00 CHK  Payables —
r 0o0ooonogg 05102012 0.50 CHK % r 000o000ogs 05/29¢2012 500.00 ACH  Payables
r oooooooosy 05/29¢2012 600.00 ACH  Fayables
r oo0noooooss 05292012 400.00 ACH  FPayables
r 00opoo003g 04/29¢2012 450000 CHK  Payahles |
[ 0000000080 05/28/2012 300.00 ACH  Payables
r 0000000139 05/2Rf2012 35,000.00 CHK  Payables
[ 0000000085 0412502012 1,800.00 ACH  Payables
r 00nooonos4 04125/2012 74220 ACH  Payables
r oo0nooooogs 05i25i2012 6,848.00 ACH  Payables
r oooooooT4t 0502512012 27.31 CHK  Payahles
r 0ooooona7e 05624i2012 5,000.00 ACH  Pavahles
| 0000000073 05/24i2012 100.00 ACH  Payables .
[ 0nn000n074 05/24§2012 20,00 ACH  Payables
| 0000000075 0524§2012 500.00 ACH  Payables -
< _p
Done [0 [ [ meemet 75~ [Hiomm -
Step Action

30.

the 0000000039 option.

You will click the corresponding reference ID in the System Transactions list. Click
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Favnvr\tes MalnvMenu > Ean\vqng > Reconcile Ev‘vtalements > Semi-Manual Reconciliation
[_EINEWW\TMDW “? Help Efcuammwze Page hrlp ]
Semi Manual Reconciliation “Search By: [From Date i Thru Date
Search Crit
Bank ID: 021309379 Q Account #: B01-878511  |Q Statement ID: ki Q
From Date: ,W@ Thru Date: IWEU “Reconciliation Status: IW,
From Amount: To Amount: Currency Code: usD e
Advanced Search
?ra;::(sactiuns Ha20r2 B o '?rysal:'a'::liuns
Select  Reference Bank Date Tran Amt  Type Select  Reference Tran Date Tran Amt Type Source
v 0000000039 05/28/2012 4,500.00 GHK r 00opoont4a 05029i2012 100.00 CHK  Payables =
[ 0npoonansa 05/28/2012 0.60 CHK Fé [ 0000000086 05/28/2012 500.00 ACH  Payables
| 00n000n0s7 05/28/2012 600.00 ACH  Payables
[ 00nooonoss 04/29¢2012 400.00 ACH  Payables
=2 0000000039 05029i2012 4,500.00 CHK  Payables | |
r 0o0ooooogn 05292012 300.00 ACH  Payables
r 0000000139 05262012 35,000.00 CHK  Payahles
r 0nooooooes 05i25i2012 1,800.00 ACH  Pavahles
| 0000000084 05/25i2012 74220 ACH  Payables
[ 00n000n083 05I26i2012 6,843.00 ACH  Payables
| onnoonat 4t 05/25/2012 27.31 CHK  Payables
[ 0000000076 0424§2012 5,000.00 ACH  Payables
r 0000000073 0524§2012 100.00 ACH  Payables -
r Qo0nooooov4 052462012 20.00 ACH  Payahles
r 0o0o0ooo7s 092412012 500.00 ACH  Fayables -
y |
Done Al T [ e mtemet [Fa = [®ae « )
Step Action

31.

Click the button of the scrollbar.

Favarites | Main Meru » Banking » Reconcile Statements > Semi-Manual Recancliation
Dann [EEEEErcr - AvLuu R - - ~ «
From Date: ,WE“ Thru Date: 0503012012 [5 lm
From Amount: To Amount: Currency Code: UsD | Gearch
Advanced Search
Bank
Transactions Transactions
Select  Reference Bank Date Tran Amt  Type Select  Reference Tran Date Tran Amt Type Source
e 0n0oonno3g 0512872012 4,500.00 CHK [l 00nooont 48 04/29¢2012 100.00 CHK  Payables =
r 0nooonnosg 051282012 0.50 CHK % r 0000000086 04/29¢2012 500.00 ACH  Payables
r oooooooogy 05/29/2012 B00.00 ACH  Payables
r oo0noooooss 05292012 400.00 ACH  Fayables
[ 00opoo003g 04/29¢2012 4,500.00 CHK  Payahles |
r 0oopooooso 05029i2012 300.00 ACH  Payables
| 0000000139 05/26f2012 35,000.00 CHK  Payables
[ 0000000085 05125i2012 1,800.00 ACH  Payables
| 00nooonos4 04125/2012 74220 ACH  Payables
r 0000000083 0412502012 £,848.00 ACH  Payables
r oooooooT4n 05/25/2012 27.31 CHK  Payahles
r 000o000ove 0ar24iz012 5,000.00 ACH  Favables
r 00opoono7a 05i24i2012 100.00 ACH  Payables
[ 00n000n074 05/24i2012 20.00 ACH  Payables
| 0000000075 05/24/2012 60000 ACH  Payables -
Amount: 0.0n Amount: 0.0
| Reconcile | | Refresh Difference: 0.00
< [ N
Done [0 [ [ [ meeme 5~ [%omm -
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Step Action

32. Click the Reconcile button.
| Reconcile |

Favnvmtas i MainvMEnu > Banking > Reconcile Statements > Semi-Manual Reconciliation

Message

Transactions successfully reconciled. (8450,12803

The selected 15 Were

|pane [T T [3 e memet ERErR

Step Action

33. A message will appear that the reconciliation was successful, and you will click
the OK button.
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Favnvr\tes MalnvMenu > Eanljlng > Reconcile Ev:tatements > Semi-Manual Reconciliation
[_E’Newwindnw ? Help [-,)Cualum\za Page n http 2|
Semi Manual Reconciliation “Search By: [From Date i Thru Date |
Search Criteria
Bank ID: 021309379 Q Account #: 455-260162 @ Statement ID: % A
From Date: ,W@ Thru Date: IWEU “Reconciliation Status: IW,
From Amount: To Amount: Currency Code: usD | Seamh |
Advanced Search
Bank System
Transactions Transactions
Select  Reference Bank Date Tran Amt  Type Select  Reference Tran Date Tran Amt Type Source
r 0000000099 05/28/2012 0.50 CHK ] r 00opoont4a 05029i2012 100.00 CHK  Pawables I
0000000086 05/28/2012 500.00 ACH  Payables
l_ 00n000n0s? 05/28/2012 600.00 ACH  Payables
[ 00nooonoss 04/29¢2012 400.00 ACH  Payables
r 0000000089 04/29¢2012 20000 ACH  Payables ||
r 0o0ooooogn 05292012 300.00 ACH  Payables
r 0000000139 05262012 35,000.00 CHK  Payahles
r 0nooooooes 05i25i2012 1,800.00 ACH  Pavahles
| 0000000084 05/25i2012 74220 ACH  Payables
[ 00n000n083 05I26i2012 6,843.00 ACH  Payables
| onnoonat 4t 05/25/2012 27.31 CHK  Payables
[ 0000000076 0424§2012 5,000.00 ACH  Payables o
r 0000000073 0524§2012 100.00 ACH  Payables
r Qo0nooooov4 052462012 20.00 ACH  Payahles
r 0o0o0ooo7s 092412012 500.00 ACH  Fayables
4 Jﬂ
ittps: ffnitstweb. cc columbia edu; 18443/pspffnd1 gnaz/EMPLOYEE/ERPYs/WEBLIE_PT_Naw.IsCRIPTL FieldFormuatseript. | | [ [ [ [ | itemet RN

Step Action

34. You have successfully reconciled transactions using automatic and semi-manual
reconciliation. You can now select the next topic.
End of Procedure.
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Incorrect Bank Transactions

On occasion, you may receive a file from the bank that contains incorrect
transactions/information (duplicate file, etc.) These transactions cannot be reconciled in ARC. In
this case, you will need to submit a Incident to the help desk, so that they can remove the
incorrect transactions using an "SQL Delete". If you observe incorrect transactions in a bank file,
you will log an Incident with the following information:

Bank Statement ID
Payment Ref ID

Redeem Date

Amount

Reconciliation Status

Any Additional Comments

Please reference this job aid (http://gateway-
7.webservices.lamptest.columbia.edu/files/gateway/content/training/job_aids/Job_Aid_SQL_Dele
te_Incident.pdf) for additional detail on how to log an Incident using the Service-Now tool
(https://columbia.service-now.com/ (https://columbia.service-now.com/)).
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Course References
Below is a list of all the job aids referenced throughout this course:

1. Getting Started with the Web- Based Training Tool (http://gateway-
7.webservices.lamptest.columbia.edu/files/gateway/content/training/job_aids/Job_Aid G
etting_Started With_the Web Based Tool.pdf)

2. Recording Manual Payments (http://gateway-
7.webservices.lamptest.columbia.edu/files/gateway/content/training/job_aids/Job_Aid_M
anually Recording Payments.pdf)

3. Logging an Incident for an SQL Delete (http://gateway-
7.webservices.lamptest.columbia.edu/files/gateway/content/training/job_aids/Job_Aid_S
QL_Delete Incident.pdf)

4. Payment Processing Training Guide (http://gateway-
7.webservices.lamptest.columbia.edu/files/gateway/content/training/Training_Guides/Pay
ment_Processing_ TRAIN.pdf)
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Knowledge Assessment

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

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

2. Training Requirements: Security access will only be granted once all training
requirements have been fulfilled. After a user has reviewed all of the applicable training
material for a particular role, users must complete the Knowledge Assessment associated
with that training course with a score of 90% or higher. The Knowledge Assessments
can be found in New CourseWorks by clicking here
(https://newcourseworks.columbia.edu/samigo-app/serviet/L ogin?id=f1d3fc4d-5cOc-
4b5d-93d1-4f4bf0030b4a1341421815250). If you have any questions about the training
required for any security role, click here (http://gateway-
7.webservices.lamptest.columbia.edu/files/gateway/content/training/job_aids/Job_Aid_R
ole_to_Course_Directory.pdf) for the Role to Course 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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