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Voucher Audit and Review 
This is the Voucher Audit and Review course within the Accounts Payable curriculum. If you 

need a reminder on how to navigate through this course using ARC's Web Based System Training 

Tool, click here for a quick reference guide.  
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Introduction to Approval Process in ARC 
This is the Introduction to the Approval Process in ARC lesson of the Voucher Audit and Review 

course. Upon completion of this course, you will be able to:  

 Describe the end to end approval process in ARC, highlighting key changes and benefits    

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

process    

 Explain the respective roles ARC and OnBase will have in the approval of vouchers    

 Understand Departmental, Ad Hoc (Supplemental Approval), and Central Approvals   

 Understand Travel related Approvals (reimbursements and advances) 

 Understand what transactions will not route for Central Audit and Review approval  

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

Throughout the course, we will use the following characters to help inform you on how 

responsibilities align to roles throughout the voucher approval process.   

  

  

 

 



Training Guide 

 
Voucher Audit and Review 

 

 Page 6 

What's Changing? 

Transitioning to the ARC system will impact procurement approvals. While the new system will 

bring considerable changes, they will also bring the following benefits:   

 Ability to create more efficient and compliant approval workflows based on flexible 

criteria 

 Streamlined voucher approval process based on predefined approval routing path 

 Visibility into the workflow process 

 Eliminate Central Audit and Review approvals for PO Vouchers 
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Approval Process Overview in ARC 

This is the Approval Process Overview in ARC lesson of the Voucher Audit and Review course. 

Upon completion of this course, you will be able to:  

    Describe the end to end approval process in ARC, highlighting key changes and 

benefits  

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

process  
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Procurement Approval Process Summary 

Voucher Approvals managed through ARC will utilize ARC’s workflow functionality. Workflow 

is a process that involves the routing of data between multiple users. There can be up to 3 levels 

of workflow routing required on a voucher:  

1. Departmental  

2. Ad Hoc  

3. Central Accounts Payable  

  

  

The following diagram illustrates the various Voucher Workflow actions in OnBase and ARC: 

  

  

  

Central Audit and Review approvals will take place in OnBase. ARC will interface with OnBase 

for document management and approval queue management.   

  

Benefits:   

 Ability to create more efficient and compliant approval workflows based on flexible 

criteria 

 Streamlined voucher approval process based on predefined approval routing path 

 Visibility into the workflow process 
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Ad Hoc Approvals 

 Ad Hoc Approvers can be inserted into workflow as additional reviewers or approvers for 

the transaction  

 Ad Hoc approvals are not based on dollar thresholds or department ChartFields 

 Supplemental Approvers must be inserted as Ad Hoc approvals when the voucher 

requires Supplemental Approvals  

The following diagram illustrates where Ad Hoc Approvers are inserted into Workflow in ARC:  
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Central Approvals 

What vouchers will require Central approval:  

 All Non-PO vouchers that are not pre-approved (i.e. vouchers from integrating systems) 

will require Central AP approval 

The following diagram highlights the non-PO voucher approval process:  

  

 
  

What vouchers will not require Central approval:  

 PO vouchers do not require Central AP approval 

 Payments to Carrier vendors (FedEx, UPS) 

 Vouchers with a Voucher Type of 'ACH Debit' or 'V-Pay' 

 Journal Vouchers 

The following diagram illustrates the PO voucher approval process:  
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OnBase Approval Integration with ARC 
This is the OnBase Approval Integration with ARC lesson of the Voucher Audit and Review 

course. Upon completion of this course, you will be able to:  

 Explain/diagram the integration process from OnBase to ARC to OnBase 
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Integration Process (OnBase>ARC>OnBase) 

The following describes the integration process between ARC and OnBase.   

  

 Vouchers that are saved and submitted into workflow in ARC will be sent to OnBase, and 

reflect that they are pending Department and Ad Hoc approvals  

 The Voucher will also be pending supporting documents in OnBase and must be 

submitted through the EDM process  

 When all ARC Departmental and Ad Hoc approvals have been obtained, and supporting 

documents have been submitted, OnBase will route the Voucher to the appropriate 

workflow queue in OnBase (if applicable) and assign it to a Central AP Audit and 

Review Specialist 

In OnBase, an Audit and Review Specialist can take the following actions on the voucher:  

  

1. Review the Voucher in ARC  

2. Approve the Voucher for Payment  

3. Deny the voucher and send back to the Voucher Processor with comments  

4. Put the Voucher on Hold – emailing the Voucher Processor for additional information  

 OnBase generates emails to the voucher processor when the Voucher is either Approved, 

Denied, or placed on Hold 

 Vouchers placed on 'Hold' in OnBase will not update the ARC voucher approval status. 

The Voucher will have a status of 'Pending' 

5. When the Voucher is Approved or Denied, OnBase will update the ARC status appropriately to 

either 'Approved' or 'Denied'  

6. Departments can get Voucher status updates from OnBase by logging into the Procurement 

EDM web page  

  

The following diagram illustrates the integration process between ARC and OnBase:  
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Reviewing and Approving in OnBase 
This is the Reviewing and Approving in OnBase lesson of the Voucher Audit and Review course. 

Upon completion of this course, you will be able to:  

 Explain the reviewing and approving process in OnBase 
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Understanding OnBase Approval Queues 

OnBase will continue to be used for approval queue management for vouchers that require 

Central AP approval. Once Departmental and Ad Hoc approvals are completed in ARC, voucher 

information will be passed to OnBase and established within the appropriate queue folder to 

allow Central Audit and Review to validate the voucher information along with associated 

documentation.    

 

Vouchers will be created in OnBase when the voucher is saved and submitted into Workflow in 

ARC   

 The OnBase Voucher will wait in the APIM Awaiting Department queue until the 

following conditions have been met: 

                 - All Departmental/Ad Hoc approvals have been completed in ARC  

                 - Supporting documents have been uploaded into OnBase using the Procurement EDM 

process  

  

   Once all Departmental/Ad Hoc approvals have been completed in ARC, the OnBase 

Voucher will move to one of the following queues:  

              1.  APAR Review  

                          - Queue for all regular vouchers greater than $500   

  

              2.  APAR Priority  

                          - Queue for all Travel related vouchers (reimbursements and advances)  

                          - Approved Rush requests will also go to the APAR Priority queue 

                          - Petty Cash 

  

              3.  APAR $500 & Less Review  

                          -  Queue for all vouchers less than $500  

  

              4.  APAR Foreign Vendor Review  

                          -  Queue for vouchers where:  

                                a)  Vendor Foreign or Domestic custom field equals Foreign  

                                b)   The Service Location on the voucher equals Non-US  

  

 Central AP Audit & Review staff will automatically be assigned to vouchers for review 

 All queues will have the following options: 

                           -  View Voucher in ARC  

                           -  Approve  

                           -  Deny  

                           -  Hold  
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Reviewing/Updating ARC Vouchers 

This is the Reviewing/Updating ARC Vouchers lesson of the Voucher Audit and Review course. 

Upon completion of this course, you will be able to:  

 Explain how to review/update ARC vouchers 

Central AP Audit and Review Specialist will enter a Workflow queue to get the next assigned 

voucher.  

  

The ARC Voucher can be viewed by clicking on the "View in ARC" button  

            - ARC will display the Voucher for review  

            - Based on the Accounts Payable policies, the AP Central Audit & Review Specialist will 

review the Voucher and all associated supporting document for compliance  

  

Based on the review, OnBase provides 3 action buttons:  

 Hold 

 Approve 

 Deny 
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Hold Process 

This is the Hold Process lesson of the Voucher Audit and Review course. Upon completion of this 

course, you will be able to:  

 Explain/diagram the Hold process in OnBase  
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Place Voucher on Hold 

If a voucher is placed on 'Hold' in OnBase, an email notification will be sent to the voucher 

processor. The 'Hold' status of the voucher in OnBase will not update the ARC Voucher status. 

The approval instance of the Central AP approval will always show 'Pending' in ARC until the 

voucher is either Approved or Denied.  

 

When the Voucher is placed on 'Hold' in OnBase, the Central AP Audit and Review Specialist 

will be required to indicate the hold reason. The Voucher Processor will be sent an email with 

these reasons.  

1. The Voucher will be placed in the AP Central Audit and Review Specialist's Hold queue. 

2. When the Voucher Processor responds to the Hold email or uploads additional supporting 

documentation using the Procurement EDM process, the Voucher will move out of the 

Hold queue and into the original queue.  

The following diagram highlights the Voucher Hold process in OnBase:  

  

 
   

Procedure 

 
Welcome to the Place Voucher on Hold topic where you will learn how to place a voucher on 

hold in OnBase. 
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Step Action 

1. Click the AP Auditor Review tree item. 
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Step Action 

2. Click the APAR Review [4] tree item. 

 

 

 
 

Step Action 

3. Right-click the APAR Review [4] tree item. 
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Step Action 

4. Click the Show All Documents list item. 
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Step Action 

5. Click the AWAITING AUDIT - Voucher: 00000071 - Dept: - A... list item. 

 

 

 
 

Step Action 

6. To review the voucher in ARC, double-click the View in PeopleSoft button. 
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Step Action 

7. Click the Invoice Information tab. 
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Step Action 

8. The Voucher displays in ARC where it can be reviewed. 

 

Upon review, toggle back to OnBase to place the voucher on hold. 

 

 
 

Step Action 

9. To place the voucher on hold, double-click the Hold button. 
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Step Action 

10. Select a Hold reason within the Accounts Payable HOLD window. 
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Step Action 

11. In this scenario, click the Missing Paperwork checkbox. 

 

 

 
 

Step Action 

12. Click and drag the scroll bar down to enter comments. 
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Step Action 

13. Click in the Comments field. 

 

 
 



Training Guide 

 
Voucher Audit and Review 

 

 Page 28 

Step Action 

14. Enter the desired information into the Comments field. Enter "Please provide 

additional documents". 

 

 
 

Step Action 

15. Click and drag the scroll bar down to click the Save button. 
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Step Action 

16. Click the Save button. 

 

 

 



Training Guide 

 
Voucher Audit and Review 

 

 Page 30 

 

Step Action 

17. Click and drag the scroll bar down to select the APAR Hold tree item. 

 

 
 

Step Action 

18. To confirm that the Voucher was placed on hold in OnBase, click the APAR Hold 

[3] tree item. 
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Step Action 

19. Click the HOLD - Voucher: 00000071 - Dept: - AP Voucher (eForm) - 04/2... list 

item. 
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Step Action 

20. The Voucher in OnBase displays that it is on Hold. 

 

 
 

Step Action 

21. You have completed placing a voucher on Hold in OnBase. 

 

You can now move onto the Approving/Denying Vouchers in OnBase lesson where 

you will learn how to approve and deny vouchers in OnBase. 

End of Procedure. 
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Approving/Denying Vouchers in OnBase 

This is the Approving/Denying Vouchers in OnBase lesson of the Voucher Audit and Review 

course. Upon completion of this course, you will be able to:  

 Explain/diagram approving/denying vouchers in OnBase 
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Approve Voucher 

When a Voucher is either Approved or Denied in OnBase, the ARC Voucher status will be 

updated with the appropriate status.  

 If the Voucher is Approved, the Voucher status will change from Pending to Approved 

and be ready for Budget Checking, Posting and Payment 

The following highlights the Voucher Approval process in OnBase:  

  

  

  

  

Procedure 

 
Welcome to the Approve Voucher topic where you will learn how to approve a voucher in 

OnBase. 
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Step Action 

1. Click the APAR Priority [1] tree item. 

 

 

 
 

Step Action 

2. Click in the EMPLOYEE REIMBURSEMENT - Voucher: 000... field. 
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Step Action 

3. To review the information in ARC, double-click the View in PeopleSoft button. 
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Step Action 

4. Click the Invoice Information tab. 
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Step Action 

5. You can now review the voucher on the Invoice Information page in ARC. 

 

 
 

Step Action 

6. Click and drag the scroll bar down to review additional information. 
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Step Action 

7. Toggle back to OnBase to approve the voucher. 
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Step Action 

8. To approve the voucher, double-click the Approve button. 

 

 

 
 

Step Action 

9. Upon clicking the Approve button, the APAR Priority count changes from [1] to 

[0]. 
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Step Action 

10. You have completed approving a voucher in OnBase. 

 

You can now move onto the Deny Voucher topic where you will learn how to deny a 

voucher in OnBase. 

End of Procedure. 
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Deny Voucher 

If the Voucher is Denied, the Voucher status will change from 'Pending' to 'Denied' and be routed 

back to the Voucher Processor. The Voucher Processor can take two actions:  

1. Update/Modify the Voucher and resubmit into Workflow. All required approvals will 

need to be completed again to include re-inserting Ad Hoc approvers into the Workflow. 

2. Delete the voucher. 

The following diagram highlights the Voucher Denial process in OnBase: 

  

  

 

  

Procedure 

 
Welcome to the Deny Voucher topic where you will learn how to deny a voucher in OnBase. 
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Step Action 

1. Click the AP Auditor Review tree item. 

 

 

 
 

Step Action 

2. Click the APAR Review [6] tree item. 
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Step Action 

3. Right-click the APAR Review [6] tree item. 
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Step Action 

4. Click the Show All Documents list item. 

 

 

 
 

Step Action 

5. Click and drag the scroll bar down to select a voucher. 

 

 



Training Guide 

 
Voucher Audit and Review 

 

 Page 46 

 
 

Step Action 

6. Click the AWAITING AUDI - Voucher: 00001597 - D list item. 
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Step Action 

7. To review the information in ARC, double-click the View in PeopleSoft button. 

 

 

 
 

Step Action 

8. Click the Invoice Information tab. 
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Step Action 

9. You can now review the voucher on the Invoice Information page in ARC. 
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Step Action 

10. Toggle back to OnBase by clicking the Minimize button. 

 

 

 
 

Step Action 

11. To deny the voucher, double-click the Deny button. 
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Step Action 

12. Upon clicking the Deny button, the APAR Review count decreases from [6] to [5]. 
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Step Action 

13. You have completed denying a voucher in OnBase. 

 

You can now move onto the Review and Approve Vouchers in ARC lesson where 

you will learn how to review and approve vouchers in ARC. 

End of Procedure. 
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Review and Approve Vouchers in ARC 

This is the Review and Approve Vouchers in ARC lesson of the Voucher Audit and Review course. 

Upon completion of this course, you will be able to:  

 Understand how to review and approve vouchers in ARC 

When a voucher has had all required lines and additional data entered, the voucher processor 

submits the voucher for approval. If the voucher is a PO Voucher, the voucher must be matched 

before it can be submitted into Workflow. Required approvals are determined based on the 

following configured workflow rules:  

 All vouchers will require departmental approval. Vouchers will be routed for 

departmental approval based on the Department ID defined at the distribution line(s) 

along with the dollar threshold of the distribution line(s). Approvers will be assigned 

departments and dollar threshold approval access. Thus, a voucher will route to the 

approver(s) who can approve the department on a distribution line and the associated 

dollar threshold. 

                 - Central AP Audit and Review will be able to select a button in OnBase that will 

display the ARC voucher and make final approval as needed  

                 - Once Central AP Audit and Review approves the voucher in OnBase, the approval 

will be systematically updated in ARC  

  

Vouchers  

 For PO vouchers, segregation of duties is not required for any dollar amount  -- this is 

because it has already occurred as part of the requisition process 

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

 For non-PO vouchers above $500, segregation of duties is required  
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Review Withholding Information 

Central Audit and Review will be responsible for reviewing the Withholding information on 

vouchers to ensure that Withholding is applicable and update the Withholding Class as 

appropriate.  

  

In this scenario, Patty will review Withholding information on a voucher.  

Procedure 

 
Welcome to the Review Withholding Information topic where you will learn how to review 

withholding information on a voucher. 

 
 

Step Action 

1. Click the Accounts Payable link. 
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Step Action 

2. Click the Vouchers link. 
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Step Action 

3. Click the Add/Update link. 

 

 

 
 

Step Action 

4. Click the Regular Entry link. 
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Step Action 

5. Click the Find an Existing Value tab. 
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Step Action 

6. Click in the Vendor ID field. 

 

 

 
 

Step Action 

7. Enter the desired information into the Vendor ID field. Enter "0000062275". 
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Step Action 

8. Click the Search button. 
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Step Action 

9. Click the Invoice Information tab. 

 

 

 
 

Step Action 

10. The Invoice Information tab displays the voucher details.  

 

Since this vendor was set up with a withholding, a Withholding link is enabled to 

review withholding information. 
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Step Action 

11. To review the Withholding information, click the Withholding link. 
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Step Action 

12. The Withholding Information page displays the Withholding details.  

 

Note: Central Audit and Review is responsible for reviewing the Withholding 

information on vouchers to ensure that Withholding is applicable and update the 

Withholding Class as applicable. 

 

 
 

Step Action 

13. If the Withholding Class needs to be changed, but the appropriate class is not 

available to be selected, contact Vendor Management to add the appropriate 

withholding class to the vendor profile.  

 

Once added, the Central Audit and Review specialist can update the withholding 

class on the voucher line as appropriate. 
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Step Action 

14. If the voucher should not be flagged as withholding, the “Withholding Applicable” 

flag should be deselected on the voucher. 

 

The Central A&R Specialist would click the “Back to Invoice” link and click save 

on the Invoice Information page. 

 

Click the Withholding Applicable option. 
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Step Action 

15. Click the Back to Invoice link. 
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Step Action 

16. Click and drag the scroll bar down to click to the Save button. 

 

 
 

Step Action 

17. Click the Save button. 
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Step Action 

18. You have completed reviewing withholding information on a voucher. 

 

You can now move onto the Review Withholding Payment topic where you will 

learn how to validate a withholding payment. 

End of Procedure. 
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Review Withholding Payment 

Central Audit and Review will be responsible for validating that ARC schedule a 1099 

Withholding payment for a vendor that has been designated for Withholding.  

  

In this scenario, Patty will validate that ARC scheduled a 1099 Withholding payment for a vendor 

that was designated for Withholding.  

Procedure 

 
Welcome to the Review Withholding Payment topic where you will learn how to validate that 

ARC scheduled a 1099 Withholding payment for a vendor that has been designated for 

Withholding. 

 
 

Step Action 

1. Click the Accounts Payable link. 
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Step Action 

2. Click the Vouchers link. 
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Step Action 

3. Click the Regular Entry link. 

 

 

 
 

Step Action 

4. Click the Find an Existing Value tab. 
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Step Action 

5. Click in the Voucher ID field. 
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Step Action 

6. Enter the desired information into the Voucher ID field. Enter "00000501". 

 

 
 

Step Action 

7. Click the Search button. 
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Step Action 

8. The Central Audit & Review Specialist will click on the Payments tab on the 

voucher to confirm that 2 payment rows have been created.  

 

Click the Payments tab. 
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Step Action 

9. The Payments tab displays 2 rows under the Payment Information section: 

 

1. The first row will designate the payee as the remit vendor. 

 

2. The second row will designate the tax authority vendor as the remit vendor. 
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Step Action 

10. To display the second row, click the Show next row (Alt+.) button. 
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Step Action 

11. The second row in the Payment Information section displays the tax authority as 

the remit vendor. 

 

 
 

Step Action 

12. You have completed reviewing withholding payment information. 

 

You can now move onto the Key Terms lesson where you can review terms and their 

definitions. 

End of Procedure. 
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Key Terms 
The following terms will be helpful throughout the course:  
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Course References 
Please find links to all of the Job Aids, Policies, and Procedures that were referenced throughout 

this course:  

1. Getting Started with the New Web-Based Training Tool 

2. Voucher Audit and Review Training Guide 
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Knowledge Assessment 
If you are taking this course to obtain security access to one of Columbia University’s Financial 

Systems, please ensure you have completed the following: 

  

1.       Security Application Request: All security roles must be requested by the user through 

the Columbia University Financial Systems Security Application which can be found in the 

Service Catalog of ServiceNow (https://columbia.service-now.com/). 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. If you have any questions about the training required for any security role, click 

here for the Course to Role job aid.  

  

If you are taking this course for information purposes only, i.e., you are not requesting a security 

role, no Knowledge Assessment is required. 
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Glossary 
 
ARC Accounting and Reporting at Columbia. Columbia University's new financial 

system.  

Budget 

Checking 
Enables users to control commitments and expenditures automatically by 

checking them against predefined, authorized budgets. 

 

ChartFields The fields that make Columbia's Chart of Accounts and provide it with an 

overall structure. ARC has a total of eleven ChartFields which are recorded 

on every transaction.  

Field An area on a page that displays or requires data.  

PeopleSoft Oracle's PeopleSoft system is an integrated software package that provides a 

wide variety of business applications to assist in the day-to-day execution and 

operation of business processes.  Each individual application, such as 

Financial's and Human Resources, interacts with each other to offer an 

effective and efficient means of working and reporting in an integrated 

fashion across the enterprise.  

  

ARC and PeopleSoft are used interchangeably when referring to Columbia's 

new financial system.  

Security Controls what level of access a user can have to pages, dollar thresholds, 

data, and allowable actions in the system. Security ensures that users have the 

appropriate page access and access to data required to perform their job 

functions.  

 

Workflow Automatic, rule-based routing to pre-determined users based on criteria such 

as role, department, commodity, account and dollar amount. Workflow 

manages and tracks the flow of work. 

 

 


