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ARC™

Introduction to ARC

"ARC" is an acronym that stands for "Accounting and Reporting at Columbia."” It is the name of

Training Guide
Introduction to ARC

our new system for processing financial and purchasing transactions, and related reporting.

This is thelntroduction to ARGQourse within théARC curriculum

For a quick reference on how to navigate through this course using ARClsaset training
tool (WBT), click here.

2. ARC
Overview
10 minutes

4, Budgeting

2 minutes

" ¢ canaral
6. General

Ledger
Transactions

\ 2 minutes ]

8. Reporting

5minutes

—

10. Basic

Navigations
2 minutes

.~/

12. Check Your

Understanding

1. Introduction to
the Web-Based
Training Tool
5 minutes

.~ @ J

3. The Chart of
Accounts
20 minutes

5. Procurement

Transactions
Sminutes

7. Project

Costing
2 minutes

)
9. Security and
Workflow

5 minutes
~

N
11. Training

and Support

2 minutes

——

After completing the Introduction to ARC course,
you will be able to:

+ Mavigate through a course in the web-hased training
tool

» Define key ARC terms

+ Listthe ARC modules in scope for the ARC system
and identify their primary functions

* Understand Columbia University’s new Department
Structure

» Describe the primary husiness processes impacted by
the ARC system

+ Accessthe ARC home page by logging into the
system

+ Demonstrate basic page navigation skills
+ Listthe help tools availablefor training and support
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Introduction to the Web-Based Training Tool

This is thelntroduction to the WeBased Training Todesson of théntroduction to ARC
course. Upon completion of this lesson, you will be able to:

1 Navigate through a course in the wedsed training tool
1 Learn the different functionalities of the wblsed training tool and how to interact with

the tool
1 Access the knowledge assessmentaetid of each course

Estimated Time to Complete Lesson5 minutes
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Overview of the Web-Based Training Tool

The webbased training tool used for ARC training is Oracle's User Productivity Kit (UPK). This
lesson will teach you how to successfulvigate through a course in the tool. You will also

learn how to utilize the different teaching functionalities within the tool, including the See It!, Try
It!, and Print It! modes.

The panel on the leftand side of the training course window displénescourse outline and the
search box. The course outline is organized in a hierarchical fashion with the course title at the
highest level, the lessons in the intermediate level, and the topics at the lowest level.

Highest
Level

Intermediate

Lesson 1

Level

Lowest
Level

For a quick reference guide on htawse the welbased training tool, click here.
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Previewing the Course Outline

The course outline appears on the left panel of the course window. This panel shows all lessons
and topics available within the course.

To expand the course outline, click the plus signs next to the course and lesson titles.

Click the plus sign Click the plus sign Use the scroll bar
nextto the coursetitle | mmmmmp | next to each lesson mmmmmmm) | to view all content
to view all lessons title to view topics in the outline
& o c 1AL de
[ B3 £l 3k
[] ¢ Exemmmms c

| @ o

ons ®
- | @ Proect costng = U ARC Oveniew

5 Tell
@ ail of ARC's ChartFiids
@ Ways of Organizing CharEIRIos
@ ChatField Dafinons
® Chatirin
@ os
W Budge
@ bu s
® rumenzaton o Spena
@ Rudost Chackina

To collapse the outline, click on the minus signs next to the lesson and course titles.

In addition to the course outline, the left panel also includes a search box to help users find
lessas and topics containing a specific keyword or phrase.

search p X4

+ e Introduction to ARC

It is recommended that users take thedvased course in the order that it is shown on the outline
- from top to bottom.

The expanding functionality will allow you to start a course, lgae computer, and then when
you come back, navigate directly to where you were.
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Previewing the Concept Pane

The concept pane is the area that appears on the right section of the course window. This panel
contains information in the form of text, graphi and/or hyperlinks to documents or web pages.

Within each lesson, multiple topics may be available. A topic is denoted with a paper icon or a
purple book icon (see below). Topics denoted with a paper icon have a recorded simulation that
will teach yas how to perform a transaction in the ARC system. Topics denoted with a purple
book icon do not have a recorded simulation and are meant to serve as additional context in the
lesson. There are three ways a recorded topic can be previewed in: See tlt! afid/Print It!

modes.
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See It!, Try It!, and Print It! Modes

There are three ways to experience a recorded topic: See It!, Try It!, and Print It!. It is
recommended that users utilize each method in the order they appear from left to right.

|5 .
G Print It

Clicking this icon Clicking this icon Clicking this icon

launches the See It! launches the Try It! launches the Print
mode, which allows It mode, which
the user to perform the allows the user to

selected task ina display linked
documentation in

mode, which enables
the user to learn about
the selected topic by

watching an animated simulated environment

the form of

demonstration of a with simulated data Transaction Steps.

task being completed Follow the instructions
. Iy provided to complete
\ the task. )

Player Help

The Help menu in the course window provides access to the Player Help system and tutorials.
The Player tutorial provides guidance on the general features of the training tool and tutorials on
the See It!, Try It!, and Print It! modes.
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Accessing the Knowledge Assessment

Knowledge assessments will be required for certain courses for ARC, FDS (Financial Data

Store), and PAC/LA (People@Columbia/Labor Accounting), based on your seolgitif you

need to take a knowledge assessment, \ithdimd it included as the last lesson in your course

(or courses) for a particular role. There is a blue hyperlink that when selected will take you to the
beginning of the assessment in CourseWorks, a web tool designated to track each user's progress
through his/her training curriculum. Log into CourseWorks using your UNI and password to

begin the knowledge assessment.

Upon completion of the knowledge assessment, you will receive immediate feedback with your
score. A passing grade of 90% is requiretddaiven the appropriate security access for that role.
The assessment can be taken up to three times but if by the third attempt a score of 90% is not
attained, then the user will be instructed to attend a learning lab.

Knowledge assessments are meéar@nsure you have understood the course content needed to
successfully work with ARC, FDS and/or PAC/LA. We therefore encourage you to complete the
knowledge assessment in any way that will improve your understanding and success.

Using the ARC training job aids Discuss the training
as a resource when taking the material and
knowledge assessment(s) — knowledge
think of this as an “open assessments as a
book” assessment team within your

School/Admin Unit
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ARC Overview

This is theARCOverview lesson of thimtroduction to ARGourse. Upon completion of this
lesson, you will be able to:

1 Define ARC and other key terminology
1 Describe the scope and benefits of the new ARC system
1 Identify the legacy systems that are beiaplaced with ARC

Estimated Time to Complete Lessoni0 minutes

Page 10



m—« Training Guide
Introduction to ARC

Columbia University Overview
Columbia University Overview

Columbia University, organized as a 501(c)(3) charitable organization, is in many ways like a
small cityi it enrolls nore than 25,000 fullime and partime students and employs almost
15,000 fultime employees, and owns a significant amount of real estate.

Among many other activities, the University provides the following three major services:

1. Educationi The Univesity provides instruction through undergraduate, graduate, and
professional schools. It operates a variety of research institutes and a library system to
support its teaching, learning, and research activities.

2. Researcli The University performs resedn, training, and other services under grants
and contracts with agencies of the federal government and other sponsoring
organizations.

3. Patient Care Columbia University Medical Center (CUMC) is one of the largest
academic medical centers in the Udifgtates, with three primary areas of focus:
scientific research, education, and patient care. Patient care services are provided by its
faculty members, and many faculty hold clinical appointments and have admitting
privileges at New YorkPresbyterian Hepital or other hospitals.
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Overview of Financial Activity at Columbia University

The University must have a way to manage and track all of its diverse financial activities. ARC,
Accounting and Reporting at Columbiathe main financial system of the University and
therefore the primary way that this is accomplished. The financial activities associated with the
University's services are primarily the following:

1. Tuition and fee$ derived from degree programs @&ell as executive and continuing
education programs.

2. Financial aid- assists students in meeting tuition and other costs of attendance and
consists of a variety of federal, state, institutional, and private programs (financial aid
packages to studentsagninclude direct grants, loans, and employment during the
academic year).

3. Contributions- can be for immediate use or can be in the form of endowments, which
must be held in perpetuity but from which income and (in most cases) appreciation can
be spent.

4. Patient care revenue and expendéie University provides medical care to patients via
faculty practices at CUMC, primarily under agreements with thindy payors. The
University also maintains several clinical and education affiliation agreemehtstiver
organizations.

5. Grant and Contract Inconiecomes from governmental and private sources, and includes
revenue associated with the direct costs of sponsored programs as well as recovery of
facilities and administrative costs of federally spons@regrams at negotiated rates
(al so referred to as fAindirect cost recoveryo)

6. Research and Developmenthe University engages in numerous research and
development projects, partially or fully sponsored by governmental and private funds.
The University priodically funds and develops patents for certain technologies, then
licenses the usage of these patents to companies over several years.

7. Investments The investment portfolio generates investment income which is primarily
used to fund ¢heéi igndoweménwhisph distributes fu
aligning with the purpose of each endowment.

8. Property and equipmeitconsisting of land, buildings and equipment which are used in
all the activities of the University and properties proximate tdJhigersity's campuses,
which are primarily used to house faculty, staff, and graduate students

9. Debt Service the University issues taexempt debt through the Dormitory Authority of
the State of New York and pays interest and principal on an annusl basi

10.Expense$al | of the Universityds activities have r
expenses can largely be categorized as follows:

Payroll (including faculty and administration)
Procurement of goodmd services

Claims payments where Columbia is galured
Operation and maintenance of the campuses

coop
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How ARC Supports These Activities
How ARC Supports these Activities

ARC assists the University inacking all of these financial activitieARC itself is a series of
modules including the General Ledger, Commitment Control (mainly used for budget tracking),
Project Costing (mainly used for sponsored and capital projects) and the Procurement modules.

ARC performs numerous critical functions, including:

1 The ARC General Ledger is the financial book of record for the Univerltyfinancial
activity must be fed to the General Ledger so that it can be tracked and reported.
1 ARC CommitmentControlfas o ref erred to as ABudget Chec
monitor budgets
ARC Project Costing is used to track and aggregate pnagkted costs
ARC Procurement is the primary system for procuring and paying for goods and services
ARC receives feeds frothe other financial systems (big and small) so that it can be the
one combined source of financial information across the University

=A =4 =4

1. This diagram shows the major components within ARC, an integrated system where
procurement and project costing feed itite general ledger.

E-PROCUREMENT/
PURCHASING

T
ACCOUNTS PAYABLE

————
< | AL =——=P)

—

ARC GENERAL
LEDGER

Commitment Control (KK)

KK includes budget
PROJECT COSTING checking &

I 2 encumbrance

2. This image shows a number of current systems that support our Procurement modules in ARC.

management
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o
Vendor Management
Weh Form
Electronic Document
Management
EFROCUREMENT/
PURCHASING %
TEEE | T
ARC GENERAL 4
LEDGER P-Card, Physiclan Sales &
ACCOUNTS PAYABLE Service. Staples
B——1— 5
7 =
@
MANY OTHER
EXTERMAL FEEDS
Commitment Control (KK)
—
KKincludes budget
PROJECT COSTING checking &
encumbrance
management

3. This image shows a number of our systems that feed directly into ARC's general ledger.

—
ADVANCE (GIFTS &
ENDOWMENTS)
STUDENT INFO
SYSTEM (SIS)
E-PROCUREMENT/
PURCHASING
ARC GENERAL = <>
INFO ED (GRAMNT PRE- LEDGER ACCOUNTS PAYABLE
AWARD SYST) / ,___-E-.L
- = ] roff
=\ ==

PATIENT CARE FEEDS

Commitment Control (KK)
KK includes budget
PROJE! OSTING checking &

encumbrance
MANY OTHER management
EXTERMAL FEEDS

4. This image showthe integration between ARC and PAC/LA (for payroll transactions) and
FFE (for cash management, the budget tool, and time entry).
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PEOPLE@COLUMBIA FINANCIAL FRONT
/LABOR ACCTG END (FFE)

« Budget Tool
) + CashModule
= - « ZT time entries, ete.

1

L
E-PROCUREMENT/
PURCHASING
ARC GENERAL %gz, —
LEDGER ACCOUNTS PAYABLE
> ——=

Commitment Control (KK)

KK includes budget

PROJE OSTING checking &
encumbrance

management

5. This final image shows all of the major feeds of information into ARC to capture the
University'sbusiness anfinancial activities.

PEOPLE@COLUMBIA FINANCIAL FRONT
ADVANCE (GIFTS &
ENDOWM(ENTS] JLABOR ACCTG END [FFE) Wendor Managsment

+ Budget Tacl Web Farm
o + CashModule
T + ZT time entries, etc. ﬁ

Electronic Document
Management

E-PROCUREMENT! -
PLRCHASING e

P-Card. Physiclan Sales &
Service, Staples

— 5
I [
= 4
MANY OTHER
EXTERNALFEEDS
]

STUDENT INFO
SYSTEM {515)

INFO ED [GRANT PRE-

AWARD SY_ST%
PATIEMT CARE FEEDS

% E Commitment Control (KK

PROJECT COSTING
MANY OTHER
EXTERNAL FEEDS
—

-
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The Building Blocks of ARC
The Building Blocks of ARC:

In order to understand ARC, it will help to have an understanding of the building blocks used to
track Columbia Universitys financial activities.These buildindlocks are listed below, and
each is described further in the following section:

The General Ledger and Subledgers
Funding Sources and Fund Balances
The Chart of Accounts and ChartFields
Ways of Organizing ChartFields

=a =4 =4 =4
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The General Ledger and Subledgers

Notably, some of the terminology in ARC looks like terms that we used in our previous
accounting system (FAS), but in ARC they mean different things. This training session will focus
on what the terminology means in ARC.

One example is GL and Slin FAS these referred to types of accounts. In ARC, the terms mean
something different. General Ledger and Subledger are defined for ARC below. We will teach
you where to find the information that was in GL and SL accounts later in this lesson.

1 In ARC,the General Ledger refers to the central ledger that receives all the summary
information from the subsystems (or Subledgers)

1 The subledgers are modules in ARC or can be external systems that feed ARC.
Generally, subledgers are transaction systemsdbdtdummarized transaction
information to the General Ledger.
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