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Training Guide

Voucher Audit and Review

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.

Accounts
Payable

Voucher Audit
and Review

1.5 hours

1. Introduction to
Approval Process
in ARC
30 minutes

3. Reviewing and
Approving in
OnBase
30 minutes

" 5 anBase )
2.0nBase
Approval

— Integration with

ARC
\ 30 minutes J

0

4. Knowledge

1 Assessment

10 minttes

After completing the Voucher Audit and Review

course, you will be able ta:

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

» Understand Ad Hoc Approvals and when to insert Ad
Approvers into workflow

* Knowthe respective roles ARC and CnBase will have
in the approval of vouchers

- Approve vouchers in ARC at the Departmental level
and in OnBase at the Central administration level

= Understand which vouchers require Central approval

and which do not

* Understand how Travel related vouchers

(reimbursements and advances) will be routed
through workflow

= Understand the Segregation of Duties bypass role

and how it affects workflow

—
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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:

o 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.

~ | This is Mark. He works in the
Psychology Department and

is responsible for entering online
vouchers and correcting

matching and budget checking errors.

This is Sean. He works in the
Psychology Department as well.
He is responsible for approving
vouchers at the department
level.

This is Jesse. He is Mark’s supervisor
and acts as an Ad Hoc Approver when
necessary.

This is Lorraine. She is a Travel
Approver for certain dollar thresholds.

This is Patty. She works in the
Accounts Payable Central Audit and
Review group. She is responsible for
performing voucher approvals at the
Central AP level and maintaining
vouchers when appropriate, i.e.,
defining withholding information.
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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:

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

o Streamlined voucher approval process based on predefined approval routing path

o Visibility into the workflow process

e Eliminate Central Audit and Review approvals for PO VVouchers

* Users select departmental approvers + Transactions will automatically route to
all applicable approvers using the

+ No ability to insert additional approvers
workflow feature

« Select authorized approver
« Ad Hoc Approvers can be inserted for

additional review

+ Routing will be determined by dollar
thresholds at the distribution line level
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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. AdHoc
3. Central Accounts Payable

Transaction Approvals System in Outcome Notification Provided
Type Needed which
Approval
Takes Place
Voucher Departmental ARC Approve Status updated in ARC
Deny Status updated in ARC
Ad Hoc ARC Approve Status updated in ARC
(if applicable) Deny Status updated in ARC
Central OnBase Approve Status updated in ARC
(if applicable) Deny E-mail notification automatically sent to
Processor

Status updated in ARC

Hold E-mail notification automatically sent to
Processor

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

DEPARTMENT CENTRAL
| OnBase ‘ ‘ ARC ;ﬁ ‘ OnBase ‘A |
Electronic
Decument Approve Deny Approve Deny Hold
Management
Automatic E- ‘ ‘
Mail Automatic E-mail
Use ‘View Docs” Voucher Sent Update Approval Status Notification of ":“‘gcsﬂ“‘:"t”
Button in ARC to o Central Delete Updated in ARC Denial Sent to o¢sent to
N Voucher and Processor so
View Relevant Approval Voucher ReRout & Voucher Processor so they can Obtain
Documentation (if applicable) e-Houte Budget Checked they can make ‘Additional
updates or Information
delete voucher

Central Audit and Review approvals will take place in OnBase. ARC will interface with OnBase
for document management and approval queue management.

Benefits:

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

o Streamlined voucher approval process based on predefined approval routing path

e Visibility into the workflow process
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ARC™

Ad Hoc Approvals

o Ad Hoc Approvers can be inserted into workflow as additional reviewers or approvers for
the transaction
o Ad Hoc approvals are not based on dollar thresholds or department ChartFields

e 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:

ARC

a

ARC

Voucher
Voucher |—>{ Department Budget
Successfully Voucher Checked,
Entered and Approval Posted, and
Submitted Paid
for Approval
A 4

o

Ad Hoc Approval
(If Applicable)
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Central Approvals

What vouchers will require Central approval:

e 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:

ARC OnBase ARC
Y ||7 b & A
" a4 ‘lﬁ A
= N a’ .| Central .| Voucher
Voucher > Department . >
Audit and Budget
Successfully Voucher "
Review Checked,
Entered and Approval
. Approval Posted, and
Submitted Paid
for Approval
v

Ad Hoc Approval
(If Applicable)

What vouchers will not require Central approval:

PO vouchers do not require Central AP approval
Payments to Carrier vendors (FedEx, UPS)

Vouchers with a VVoucher Type of '"ACH Debit' or 'V-Pay'
Journal VVouchers

The following diagram illustrates the PO voucher approval process:
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Voucher
Successfully
Entered and

Submitted
for Approval

Voucher

Department
Voucher
Approval

> Budget
Checked,
Posted, and
Paid

Ad Hoc Approval
(If Applicable)
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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:

o Explain/diagram the integration process from OnBase to ARC to OnBase

Page 12



J\*R‘C'“ Training Guide
Voucher Audit and Review

Integration Process (OnBase>ARC>0OnBase)
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 VVoucher 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 VVoucher 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:

ARC = i
OnBase A~ OnBase Wi
Electronic
Documen t Approve Deny Approve Deny Hold
Management

Automatic E-

v T N i ¥ ¥

Voucher Sent Approval Status

to Central Update Updated in ARC
Voucher and
Approval

- Re-Rout:
(if applicable) e-noute Budget Checked

So
2
Sa
®
<
5
g
g
o3
1]
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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:

o 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

e 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

e 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

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

o 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
e Approve
e 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:

o 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.

=

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:

DEPARTMENT CENTRAL
ARC v
OnBase iﬁ OnBase w.ia,
Electronic
Documen t Approve Deny Approve Deny Hold
Management
Automatic E-
Automatic E-mail
Mail natic
Use ‘View Docs’ Voucher Sent Update Approval Status Notification of ":“l;‘:‘":”t“
Button in ARC to 0 Central Delete Updated in ARC Denial Sent to 01d Sent fo
Voucher and Processor so
View Relevant Approval Voucher Re-Rout & Voucher Processor so they can Chtain
Documentation (if applicable) e-Route Budget Checked they can make ot s
updates or Information
delete voucher

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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48 onBase Client (DBQA) Test System - Not For Production Use - [Workflow |

@ Fle Document User Pracessing Admin Workfow Window Help
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= APAR Initial [0]
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@ APAR: Priority [0]
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Step Action

Click the AP Auditor Review tree item.
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Step

Action

2.

Click the APAR Review [4] tree item.

@3 Fle Document User Processing Admin Workfow Window Help _la x

PEER SR<SE A PE-=HEFADUEBE

= Tasks
lagce #=+-—8Cz 2 8|
P
=5 AP Auditor Review -~
o ARAR. Tritial [0] 1] |
| L
[ APAR Reconciliation [0] L
8 APAR $500 & Less Revisw [3] =
[ apaR Post Audit Review [0]
PAR Post Audit Followup [0] M
- #4 APAR Rush Request Review [0]
& ap&R Rush Youchers 0] & Deny

ilﬂ] =)

| Queue: APAR Review User: TP184

'4 start 48 OnBase Client (0BQA... | (= 4 Internet Explorer

Step

Action

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

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

48 OnBase Client (OBQA) Test System - Not For Preduction Use - [Workflow ]
@ Fle Document Lser Processing Admin Workflow window  Help
== ] - = = | |
PEER gRCEMAE|d pt=|HEer D WUE
. Tasks
o P & | [ |
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ol o
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L= e Insa 1] ] &2 CoLUMBIA UNIVERSITY Accounts F e
& apaR DCo [0] | IN THE CITY OF NEW YORK
5 APAR Revisw [4]
G- APAR Priority [0] [ BASIC VOUCHER INFORMATION i
[ APAR Reconciliation [0] voucher =: Invoice #: Invoice Amour, )
9B APAR $500 & Less Review [3] 00000071 OP-77929 $$8,100.00 Ap)
11 Apan post Audt Review [0] PO #: Invoice Date: 02/28/2012 Submitted to V|
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APAR Rush Request Review [0] Voucher Type: INVOICE Voucher Sty
el Dy
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| Queue: APAR Review User: TP184
PeopleSoft WF Date: 04/26/2012 Last System ID: PS5
Creator ID: ) . I m
s Creater Email: FG2143@COLUMBIA.EDU
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[ APPROVAL INFORMATIGN
Auditor 1D: Audit Date:
Auditor Real Name: = el
=] m ] &
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Step Action

6. To review the voucher in ARC, double-click the View in PeopleSoft button.
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[ Related content 0 Newwindow 7 Help  [# Customize Page

=1

hitp

M@[ Payments | Woucher Attributes | Error Summary |
Business Unit: coLum Invoice Date: 02/28i2012
Voucher ID: 00000071 Invoice No: OP-77929
Voucher Style: Regular Invoice Total: 8,100.00 usD
Contract ID:

Vendor Name: ABBYY USA SOFTWARE HOUSE INC Pay Terms: Due Now
880 NORTH MCCARTHY BLVD Voucher Source: Online
Entry Status: Postable Origin: LIB
Match Status: No Match Created: 04126i2012
Approval Status: Pending Approval History Created By: fg2143
Post Status: Unposted Modified: 04/26/2012
Modified By: fg2143
ERS Type: Mot Applicable
Budget Status: Not Chicd Close Status: Open
Budaget Misc Status: Valid
*View Related [ Payment inquiry v o

B Save | | ReturntoSearch | [T Notify | | Refresh
] e 1

Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary

< m J

Action

Click the Invoice Information tab.

Invoice Information

Favorites - Main Menu > Accounts Payable > Vouchers > Add/Update >

Regular Entry

[ Related Content 7 Hew Window  ? Help & customize Page nmtp

B Save | | ReturntoSearch | [T Notify | | Refresh
] e 1

M@[ Payments | Woucher Attributes | Error Summary |
Business Unit: coLum Invoice Date: 02/28i2012
Voucher ID: 00000071 Invoice No: OP-77929
Voucher Style: Regular Invoice Total: 8,100.00 usD
Contract ID:

Vendor Name: ABBYY USA SOFTWARE HOUSE INC Pay Terms: Due Now
880 NORTH MCCARTHY BLVD Voucher Source: Online
Entry Status: Postable Origin: LIB
Match Status: No Match Created: 04i28/2012
Approval Status: Pending Approval History Created By: fg2143
Post Status: Unposted Modiified: 04i26/2012
Modified By: fg2143
ERS Type: Mot Applicable
Budget Status: Naot Chicd Close Status: Open
Budaget Misc Status: Valid
*View Related [ Payment inquiry v o

Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary
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ARC™

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.

Base Client (OBQA) Test System - Not For Production Use - [Workflow ]

@ Fils Document Lser Processing Admin Workflow Window Help
¥ = ] i = | =:|
FEHER S9<EAE|{d b+=-|HEsRD UEE|
) — = Tasks
laelo g ®eE|+ =g 5
5| >
=[5 AP Auditor Review B il
T e e 1 &2 COLUMBIA UNIVERSITY Accounts F | "7
€ APAR DCD [0] L TN THE CITY OF NEW YORK
) AROR Review [4]
G: APOR Pricrity [0] [ BASIC VOUCHER INFORMATION i
[ APAR Recondilation [0] Voucher #: Invoice #: Invoice Amour t
APAR $500 & Less Review [3] 00000071 OF-77528 $46,100.00
APAR Post Audtt Review [0] PO #: Invoice Date: 02/28/2012 Submitted to V
APAR Post Audt Fallowup (0] m
. &% APAR Rush Request Review [0] Voucher Type: INVOICE Voucher Style:
el Dy
- @ APAR Rush Vouchers 01 L Forsign Vendor Flag: DOMESTIC i
Vendor Name: ABBYY USA SOFTWARE HOUSE INC vendor ID: 00
Vendor Location: CHK-D1 od [
AWAITING AUDIT - Yousher: 00000674 - Dept: - A Business Unit: COLUM Origin Code: L )
AWAITING AUDIT - Voucher: DD00DETT - Dept: - A..
~ Service Location: U “a
/| & voucher Creste Date: 04/26/2012  PeopleSoft Dept. Workflow Status: A
| Gueve: APAR Review [User: TP194
PeopleSoft WF Date: 04/26/2012 Last System ID: PS5
Creator 1D: E ) . b m
s Creator Email: FG2143@COLUMBIA.EDU
Last Updated ID: Last Updated Email: FG2143@COLUMBIA.EDU
FG2143
CURRENT VOUCHER STATUS
’V VOUCHER STATUS: AWAITING AUDIT
[ APPROVAL INFORMATION
Auditor 1D: Audit Date:
Auditor Real Name: = E:
] I I )
| Accourts Pap... | Checked Out 0 Natels] ] [0 Threads] I I I ¥
UM

For Help, press F1

Step Action

9. To place the voucher on hold, double-click the Hold button.
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Training Guide
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£~ 5 Internet E:

‘4 start

43 ore-

File Document User Pracessing Admin Workflow Window Help NEIR
= - p— —
FEER SeSEAE{ )= DEcRBEER]|
= =)
laglegvE+-80a/ 2 B 3
-~
Q AP Auditor Review
= APAR Initial [0] Cb_ COLUMBIA UNIVERSITY ‘
IN THE CITY OF NEW YORK
APAR Review [4]
APAR. Priarity [0] [ BASIC VOUCHER INFORMATION
APAR Reconciliation [0] Voucher #:
B APAR $500 & Less Review [3] LooRLo7
1 AR Post Audit Review [0] PO #: Invoice Date: 02/28/2012
APAR Post Audit Follswup [0]
4 APAR Rush Request Review [0] Voucher Typs: INVOICE
& APAR Rush Youchers 01 S| || roreign vendor Fiag: pomesTIC i Cend
Vendor Name: ABSYY USA SOFTWARE HOUSE INC
Docurent Nams Artival Time Al
vendor Location: CHK-01
EWAITING AUIDIT - Voucher ~Dept - / 0 1 =
\AITING ALIDIT - Youcher. D0000B74 - Dept, - AF Voucher (e 05/09/2012 14:30:44 Business Unit: COLUM
AWAITING AUDIT - Youcher: D0DDDE7? - Dept: - AP Voucher[s..  05/03/2012 14:30:45 ~
#|| | service Location: u
ﬁ'ﬂl 2 Voucher Create Date: 04/26/2012  PeopleSoft Dept. Workflow
Queus: APAR Review [User: TF154 ot 4 Na Fiter
PeopleSoft WF Date: 04/26/2012 Last System 1D: PS
~ ) L
& coLumpia UNIVERSITY Sl || romtare: Creator Email: FG21438C
IN THE CITY OF NEW YORK -
3 Last Updated ID: Last Updated Email: FG21
Accounts Payable HOLD = FG2143
[ STATUS UPDATE - HOLD CURRENT VOUCHER STATUS
Voucher ID #: 00000071 Hold #: 1 ’7 VOUCHER STATUS: HOLD
Hold Reason(s): [ APPROVAL INFORMATION L
[T Missing Paperwork ™ Authorization Issue Auditor ID: TP194 Audit Date:
. L] Auditor Real Name: o
< i =
| Accounts Pay... [Checked Out 0 Notefs) | [0 Thread(s] | | | ¥
Dane

Action

Select a Hold reason within the Accounts Payable HOLD window.

&8 onBase Client (DBQA) Test System - Not For Production Use - [Workflow |

@3 Fle Document User Pracessing Admin Workfow Windaw Help

FEER oQ=Cll | #

i bF=HEeseE

a8 #E+-8BCa 2 E|

Al
Q AP Auditor Review
= APAR Initial [0] Cb_ COLUMBIA UNIVERSITY ‘
© APAR DCD [0] IN THE CITY OF NEW YORK
APAR Review [4]
APAR. Priority [0] [ BASIC VOUCHER INFORMATION
[ APAR Reconciliation [0] Voucher #: Invoice #:
B APAR $500 & Less Review [3] LoobRo7 op-7raze
1) apar Post Audit Review [0] PO Invoice Date: 02/28/2012,
APAR Post Audit Follswup [0]
4 APAR Rush Request Review [0] Voucher Type: INVOICE
& APAR Rush Youchers 01 | || roreign vender Fiag: pomesTIc i
ndor Name: ABBYY USA SOFTWARE HOUSE INC
Document Name Aiival Time
T : 5 vendor Location: CHK-01
AWAITING AUDIT - Voucher: 00000674 - Dept: - AP Voucher [e...  05/09/2012 14:30:44 Business Unit: COLUM
AWAITING AUDIT - Voucher: D0000B77 - Dept: - AP Voucher[e..  05/09/2012 14:30:45
~ Service Location: U
C=1[m} 2 Voucher Create Date: 04/26/2012  PeopleSoft Dept. Workflow
Queus APAR Review User: TF134 [Count 4 No Fier
PeopleSoft WF Date: 04/26/2012 Last System ID: pPS
STATUS UPDA - 2 || creator 1o: B
[STATUS UPDATE - HOLD | Fé;alcg : Creator Email: FG2143@C
Voucher ID #: 00000071 Held #: 1 -
Last Updated ID: Last Updated Email: FG21
Hold Reasen(s): FG2143
'™ Missing Paperwork ™ Authorization Issue b CURRENT VOUCHER. STATUS
siness - VOUCHER STATUS: HOLD
[~ Segregation Issue '_ Business Purpose ’7
Missing/Incomplete
[ APPROVAL INFORMATION
™ Purchase Order I Petty Cash Issue Auditor ID: TP194 Audit Date:
Required/Purchasing Issue a8
&) Auditor Real Name:
|
< i >

| Accourts Pay... | Checked Out 1 Hotefs]

[0 Threadls] ]

Done
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ARC™

Step

Action

11.

In this scenario, click the Missing Paperwork checkbox.

4H OnBase Client (0BQA) Test System - Not For Production Use. - [Workflow ]

@j3 Fle Document User Processing Admin Workfow Window Help

FEHER oaRW-CEMAE 4 p+=|HEar O U

[

o]

AWAITING AUDIT - Youcher: 10000674 - Dept: PVoucher [e..  05/09/2012 14:30:44

[s=] | ]
EREECEEEET =|E |
A
& 2] AP Audtor Review |
;| &2 COLUMBIA UNIVERSITY }
& apaR DCo [0] | IN THE CITY OF NEW YORK
& APAR Review [4]
APAR Priority [0] rBASIC VOUCHER INFORMATION
[ APAR Reconciliation [0] Voucher #: Invoice #:
8B APAR $500 & Less Revisw [3] 00000071 OP-77923
[ apar Post Audit Review [0] PO #: Invoice Date: 02/28/2012)
& APAR Post Audit Followup [0] i
#4 APAR Rush Request Review [0] Voucher Type: INVOICE
© aPaR Rush Vouchers 101 o)

Foreign Vendor Flag: DOMESTIC

Vendor Name: ABBYY USA SOFTWARE HOUSE INC
vendor Location: CHK-01

Business Unit: COLUM

AWAITING AUDIT - Voucher. D0000ETT - Dept: - AP Vioucher [e..  05/09/201214:30:45 R .
| Service Location: U
/) & Voucher Create Date: 04/26/2012  PeopleSoft Dept. Workfloy
| Queue: APAR Review [User. TP134 [Court: 4 [NoFiter
PeopleSoft WF Date: 04/26/2012 Last System ID: pS
Vi # = +* ~ .
Voucher ID #: 00000071 Hold #: 1 =1 Creator ID: .
et Creator Email: FG2143@C
Hold Reason(s): .
Last Updated 10: Last Updated Email: FG21
¥ Missing Paperwark ™ Authorization Issue E FG2143
siness Purpos W CURRENT VOUCHER STATUS
™ segregation Issue I Business Purposs
Missing/Incomplete VOUCHER STATUS: HOLD
™ Furchase Order r
- Petty Cash Iss A VAL IN ATION
Required/Purchasing Issus S e e AFFROVAL TNFORMATION
Auditor ID: TP194 Audit Date:
[T outstanding Travel Advance | Vendor Profile Issue =
L) Auditor Real Name:
>
< i ¥

| Aceaunts Pay. [Checked Out 0 Notels)

[0 Threadis] ] ]

Done

Step

Action

12.

Click and drag the scroll bar down to enter comments.
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Base Client (0BQA) Test System - Not For Production Use - [Workflow |
File Document User FProcessing Admin Workfow Window Help BEIE]
= = — —
FEER S9<SE(AE|{ bP+-=DEcD TR
= =
laglegvE+-80a/ 2 B a
|
=[5 AP Auditor Review
= APAR Initial [0] Cb_ COLUMBIA UNIVERSITY ‘
TN THE CITY OF NEW YORK
APAR Review [4]
APAR. Priarity [0] [ BASIC VOUCHER INFORMATION
APAR Reconciliation [0] Voucher #:
B APAR $500 & Less Review [3] LoobRo7
[J &PaR Post Audit Review [0] PO #: Inveice Date: 02/28/2012
APAR Post Audit Folowup [0]
4 APAR Rush Request Review [0] Voucher Typs: INVOICE
& APAR Rush Youchers 01 S| || roreign vendor Fiag: pomesTIC i Cend
vendor Name: ABBYY USA SOFTWARE HOUSE INC
Daocument Name Aival Time Ca |
W) BT Den 3 vendor Location: CHK-01 d
WAITING AUDIT - Youcher, D0000E74 - Dept: - AP Voucher (2. 05/09/2012 14:30:44 Business Unit: COLUM ]
AWAITING AUDIT - Youcher 00000677 - Dept: - AP Voucher (s 05/09/2012 14:30:45 -
~l Service Location: U
ﬁ'ﬂl 2 Voucher Create Date: 04/26/2012  PeopleSoft Dept. Workflow
Queue: APAR Review ‘USEI TP134 |Euunl 4 No Filter
PeopleSoft WF Date: 04/26/2012 Last System ID: PS
I” Foreign Vendor/Transaction = | =l . L
v s Other (see below) A || creator 1o: e
Issue Feaian Creator Email: FG2143@C
Description of HOLD Issue: Last Updated 1D: Last Updated Email: FG21
FG2143
CURRENT VOUCHER STATUS
’7 VOUCHER STATUS: HOLD
[ APPROVAL INFORMATION . Ll
Auditor ID: TP194 Audit Date:
L] Auditor Real Name:
]
T —— &)
| Accounts Pay... |Checked Out 0 Notefs) [0 Threadls) |
Done

Step Action

13. Click in the Comments field.

&8 onBase Client (DBQA) Test System - Not For Production Use - [Workflow |
@3 Fle Document User Pracessing Admin Workfow Windaw Help
7 Bl # =
FEER 2Q<LE Al dpF=HELRE
_ . .
laglzg¢E+-8T0aE B 3
n|
=53] AP Auditor Review
= APAR Initial [0] Cb_ COLUMBIA UNIVERSITY ‘
© APAR DCD [0] IN THE CITY OF NEW YORK
APAR Review [4]
APAR, Priority [0] [~ BASIC VOUCHER INFORMATION
[ APAR Reconcilition [0] Voucher Inveice #:
B APAR $500 & Less Review [3] LoobRo7 op-7raze
1) &PAR Post Audit Review [0] PO Invoice Date: 02/28/2012
APAR Post Audit Followup [0]
#4 APAR Rush Request Review [0] Voucher Type: INVOICE
& APAR Rush Youchers 01 S| || roreign vender Fiag: pomesTIc i
ndor Name: ABBYY USA SOFTWARE HOUSE INC
Document Name Artival Time
o ‘ : vendor Location: CHK-01 5
£/AITING AUDIT - Youcher. 00000674 - Dept, - AP Voucher (2.  05/09/201214:30:44 Business Unit: COLUM ]
#/4ITING AUDIT - Youcher. DDD0DBT? - Dept: - AP Voucher [s..  05/09/201214:30:45 N
~ Service Location: U
1]} 2 Voucher Create Date: 04/26/2012  PeopleSoft Dept. Workflow
Queue: APAR Review [User: TP134 [Court: 4 No Fiker
PeopleSoft WF Date: 04/26/2012 Last System 1D: PS
I” Foreign Vendor/Transaction = | | . L
v s Other (see below) A || creator 1o: .
Issue Feaian Creator Email: FG2143@C
Description of HOLD Issue: Last Updated ID: Last Updated Email: FG21
FG2143
‘ CURRENT VOUCHER STATUS
’7 VOUCHER STATUS: HOLD
[ APPROVAL INFORMATION
Auditor ID: TP194 Audit Date:
L] Auditor Real Name:
~|
T — &)
| Accourts Py | Checked Out 0 Motefs) 0 Thresd(s) [ [ v
Done
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Step

Action

14.

Enter the desired information into the Comments field. Enter "Please provide
additional documents".

&8 OnBase Client (DBQA) Test System - Not For Production Use - [Workflow |
@3 Fle Document User Pracessing Admin Workfow Windaw Help
FEER SeSEAT|{ )= HELRBEER]|
Tasks
= & T
laglzg¢E+-8T0aE B 3
ol =
e :;! AP Auditor Review Al
=5 APAR Initial 1] :| Gb_ COLUMBIA UNIVERSITY ‘ 5 .
L IN THE CITY OF NEW YORK
[ BASIC VOUCHER INFORMATION ——————— | | | \r
Voucher #: Invoice #: 1
B APAR $500 & Less Review [3] LooRLo7 op-77aze
1) apar Post Audit Review [0] PO #: Invoice Date: 02/28/2012
= APAR Post Audit Follawup [0] M
4 APAR Rush Request Review [0] Voucher Type: INVOICE
~ [ APAR Rush Youchers 0] & Foreign Vender Flag: DOMESTIC | D
Vendor Name: ABEYY USA SOFTWARE HOUSE INC
Document Name Aiival Time
= » Vendor Location: CHK-01 old =
I TING SUDIT - Youcher, D0000G74 - Depk - 4P Voucher |z, 05/08/2012143044 Business Unit: COLUM ]
AWAITING AUDIT - Voucher: D0000B77 - Dept: - AP Voucher[e..  05/09/2012 14:30:45
|| || service Location: u <
] -] Voucher Creats Date: 04/26/2012  PeopleSoft Dept. Workfloy
Queus APAR Feview [User TP184 [Count 4 No Fier
PeopleSoft WF Date: 04/26/2012 Last System ID: PS o
I” Foreign Vendor/Transaction = 5 8| . —
v s Other (see below) 2l || creator o .
Issue Feaian Creator Email: FG2143@C
Description of HOLD Issue: Last Updated ID: Last Updated Email: FG21
FG2143
Plazs= provids additional documsnts CURRENT VOCHER STATLS
§| ( VOUCHER STATUS: HOLD
|| |aPPROVAL INFORMATION =
Auditor ID: TP194 Audit Date: :
L] Auditor Real Name:
|
T — &)
Accounts Pay... |Checked Out 0 Notefs) [0 Threadls] ] ] ¥
Done KUM

Step

Action

15.

Click and drag the scroll bar down to click the Save button.
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Base Client (0BQA) Test System - Not For Production Use - [Workflow |
File Document User FProcessing Admin Workfow Window Help BEIE]
=5 = L = = - _
FEER SR<SE[AG|{ bP+-=DEcD TR
—_ =
laglegvE+-80a/E B a
|
= & AP Auditor Review
- APAR Initial [0] Gb_ COLUMBIA UNIVERSITY ‘
& APAR DCD[0] IN THE CITY OF NEW YORK
APAR Review [4]
APAR. Priarity [0] [ BASIC VOUCHER INFORMATION
[ APAR Reconciiation [0] veucher Invoice
B APAR $500 & Less Review [3] LooRLo7
[J &PaR Post Audit Review [0] PO #: Inveice Date: 02/28/2012
= APAR Post Audit Followup [0]
4 £PAR Rush Reauest Review [0] Voucher Type: INVOICE
& APAR Rush Youchers 01 S| || roreign vendor Fiag: pomesTIC i Cend
vendor Name: ABBYY USA SOFTWARE HOUSE INC
Daocument Name Aival Time |
vendor Location: CHK-01
AWAITING AUDIT - Voucher “Dept: - 4 0 1 =
WAITING AUDIT - Youcher, D0000E74 - Dept: - AP Voucher (2. 05/09/2012 14:30:44 Business Unit: COLUM
AWAITING AUDIT - Youcher 00000677 - Dept: - AP Voucher (s 05/09/2012 14:30:45 -
~l Service Location: U
ﬁ'ﬂl 2 Voucher Create Date: 04/26/2012  PeopleSoft Dept. Workflow
Queue: APAR Review User: TP134 |Euunl 4 ‘NDF“[EI
PeopleSoft WF Date: 04/26/2012 Last System 1D: PS
| L
= Creator 1D: ) )
‘ Feaian Creator Email: FG2143@C
(Maximum characters: 250) Last Updated ID: Last Updated Email: FG21
You have215 _ charactars left. Fez1es
CURRENT VOUCHER STATUS
Last updated: ’7 VOUCHER STATUS: HOLD
§| [ APPROVAL INFORMATION Ll
- Auditor ID: TP194 Audit Date:
L] Auditor Real Name:
]
T —— &)
Accounts Pay... Checked Out 0 Notefs) [ [0 Threadls) [ | |
file: /1 {Documents % 20and%%205ettings tp1 94/Local% 2058t tings/ Temp/HTMES 13, htm

‘4 Start 4 one: f.. | /75 Inkernst Explors S EBYSE D, za5em

Step Action

16. Click the Save button.

4B OnBase Client (0BQA) Test System - Not For Production Use - [Workflow |
@3 Fle Document User Processing Admin Workfow Window Help
= ) =
FEER SR<E|AE|q P+ =
Tasks
laels glwe|+ =5 =l -
= ARAR Initial [0] -~
© APAR DCO [0]
APAR: Review [3] |
APAR: Priority [0] |
[ APAR Reconciliation [0]
45 APAR $500 & Less Review [3]
[ APAR Post Audit Revisw [0]
@ APaR Post Audit Followup [0]
@4 APAR Rush Request Review [0]
& APAR Rush Vouchers [0]
law APAR Foreinn Yendor Review [0
Document Name [ Avtival Time: |
#/AITING ALDIT - Youcher: DDD0DB74 - Dept: - AP Vousher [e..  05/09/201214:30:44 =
A TING AUDIT - Voucher: 00000B77 - Dept: - AP Vousher [e..  05/03/201214:30:45
AWAITING AUDIT - Youcher. DDD0DETS - Dept, - AF Voucher [e..  05/09/201214:30:45
o] L]
| Queue: APAR Review User. TP194 [Count: 3 Mo Fier
[ Accaunts Pap... |Checked Out [0 Notefs) [0 Thread(s) [ [ v
Done
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ARC™

Step

Action

17.

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

@ Fle Document User Pracessing Admin Workfow Windaw Help

48 onBase Client (DBQA) Test System - Not For Production Use - [Workflow |

FEER a9l | #a { pF=HEesrD HE

lag e8| #E+-F

NELE

3G+ APAR Priority [0]

" [ APAR Recondiiation [0]

8B APAR $500 & Less Review [3]

1] apar Post Audit Review [0]

APAF: Past Audit Followup [0]

APAR Rush Request Review [0]

APAR Rush Vouchers [0]

| APAR Foreign Wendor Review [0]

£ apar Image Error Correction [0]
O APAR Hold [3]

" 5 APAR Undate PeonleSoft [01

(3

3

Daocument Name

| Avtival Time:

AWAITING AUDIT - Voucher: D0000E74
AWAITING AUDIT - Youcher, 00000677
AWAITING AUDIT - Youcher: 00000678

3

“Dept - AFVoucher [

~Dept - APVaucher (..

-Dept: - AP Vousher =

06/09/2012 14:30:44

05/09/2012 14:30:45

06/09/2012 14:30:45

|

Eueue APAR Review

User: TP134

|Count: 3

No Filter

| Accourts Pay... | Checked Out

1 Hotefs]

Done

Action

[3] tree item.

To confirm that the Voucher was placed on hold in OnBase, click the APAR Hold
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FEER @<l A 4§ pF=LELRE

laelz:B¢E+-8Ca 2|

Tasks

G APAR Priority [0]
i APAR Reconciliation [1]
5 APAR $500 & Less Revisw [3]

[ apar Post Audit Review [0]

[z APAR Post Audit Falowup [0]
#% APAR Rush Request Review (0]
APAR Rush Vouchers [0]
|4 APAR. Fareign Yendar Review [0
£ apar Tmage Error Correction [0]
) APAR Hold [3]

5 APAR Undate PeonleSaft [01

05/11/2012 14;
[

Llﬂl

Daocument Name Aival Time
HOLD -Woucher: 00001596 - Dept: - AP Woucher [eForm) - 06/1 06/11/2012 132317
HOLD -Youcher: 000015 ept - AP Youcher (eForm) - 05/1

Queue: APAR Hold User: TP134 |Euunl 3

NoFiter

‘4 start

Flo|

Step Action

19.
item.

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

nBase Client (OBQA) Test System - Not For Production Use

74 start et Explorer

@on

@3 Fle Document User Processing Admin Workfow Window Help _ 8 x
= I - =
FENR SRSEAT|{ )+=HEFADLEE|
N Tasks
=] = | |
EFEIECEEEES =/ |
&
a VOUCHER INFORMATIO
- ARAE: Prorky [0] = : Invoice #: Invoice Amount:
S5 ARAR Reconciliation [0] 00000071 0P-77929 $48,100.00
5 APAR $500 & Less Review [3] i
[] aPaR Post Audit Review [0] PO #: Inveice Date: 02/28/2012 Submitted to WF Date: 04/26,
i APAR Post Audit Followup [0] Voucher Type: INVOICE Voucher Style: REG
#% APAR, Rush Request Review (0]
| APAR Rush Yauchers [0] Foreign Vendor Flag: DOMESTIC
' APAR Fareign Yendor Review [0 Vend . B I
v Name: A SA SOFTWA S vendor 1D: 4227
£ APAR Image Errar Carrection [0 endor Name: ABBYY USA SOFTWARE HOUSE INC endor ID: 000001422
. 1Y APAR Hald 131 5 = Vendor Location: CHK-01
I i |
Business Unit: COLUM Origin Code: LIB
Service Location: U E
Document Name
HOLD - Voucher 00001595 - Depl - & Voucher Create Date: 6/2012  PeopleSoft Dept. Workflow Status: A
HOLD -Youcher: 00001535 - Dept: - A. PeopleSoft WF Date: 6/2012 Last System ID: PS
<0/ H || creator 10:
Queue: APAR Hold Us... FG2143 Creator Email: FG2143@COLUMBIA.EDU
Last Updated ID: Last Updated Email: FG2143@COLUMBIA.EDU
FG2143
[ CURRENT VOUCHER STATUS
VOUCHER STATUS: HOLD
HOLD Status
HOLD Issuel: MISSING PAPERWORK
PLEASE FROVIDE ADDITIONAL DOCUMENTS
Description of HOLD Issue:
>
m | &
| Accounts Pap... [Checked Out [0 Thread(s) [ [ [
Done UM
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Step Action

20.

The Voucher in OnBase displays that it is on Hold.

&8 OnBase Client (DBQA) Test System - Not For Production Use - [Workflow |

@ Fle Document User Pracessing Admin Workfow Windaw Help

& APaR Review [5]

L5 APAR Priority [0]

+[ia APAR Reconcilation [0]

3 APAR $500 & Less Review [3]
L 11 apaR Post Audit Review [0]
= APAR Post Audit Followup [0]
@4 APAR Rush Request Review [0]
& APAR Rush Youchers 01

3

Daocument Name

|~
| s

User: TP134

FEER o<l HE 4dpr=HEsE L}
a8 #=+-8BCa 2 &
&[5 AP Auditor Review A

- APAR Initial [0]

g APAR DCD [0]

Step

Action

21.

You have completed placing a voucher on Hold in OnBase.

You can now move onto the Approving/Denying VVouchers 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:

o 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

ARC™

and be ready for Budget Checking, Posting and Payment

The following highlights the VVoucher Approval process in OnBase:

CENTRAL

DEPARTMENT

| OnBase ‘ ‘ AR iﬁ ‘ OnBase w.i% |
Electronic
Document Approve Deny Approve Deny Hold
Management
Automatic E-
Mail Automatic E-mail

Use "View Docs”
Buttan in ARC to
View Relevant
Documentation

Youcher Sent
1o Central Delete
Approval Voucher

(if applicable)

Update
Voucher and
Re-Route

Approval Status
Updated in ARC
& Voucher
Budget Checked

Notification of
Denial Sent to
Processor so
they can make
updates or
delete voucher

Notification of
Hold Sent to
Processor so

they can Obtain

Additional
Information

Procedure

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

OnBase

&8 OnBase Client (DBQA) Test System - Not For Production Use - [Workflow |

@ Fle Document User Pracessing Admin Workfow Window Help

FEER a9l | #F { pF=HEesn O U

a8 #=+-8BCa 2|

2| AP Auditor Review

= APAR Initial [0]
&) APAR DCD[0]

& APAR Review [6]

@ APAR Priority [1]
[ APAR Reconciliation [0]

B APAR $500 8 Less Review [3]
- 11 apaR Post Audit Review [0]
= APAR Post Audit Follawup [0]
#4 APAR Rush Request Review [0]
- APAR Rush vouchers [0]
gy APAR: Foreign vendor Review [0]
£ APAR Image Errar Carrection [0]
) APAR Hold [1]
& APAR Update Peoplesoft [0]
& APAR. Awalting PeapleSaft Confirmation [1]
1] aPar PeapleSaft Error [0]
[Z2 aPar Denied vouchers [0]

B A Fax Pracessing
JE AP Functional - Synchronize with PeopleSoft

=2 AP Initial Rush Regquest Processing

>

=

Document Name

[ Atival Time:

User. TP134

>
Count; 0 No..

Tasks

2] @ ! |:| ‘ CegP@m e,
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Step

Action

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

48 OnBase Client (DBQA) Test System - Not For Production Use - [Workflow |

@3 Fle Document User Pracessing Admin Workfow Window Help

ZEER LC<SE A d|dr+=HEF DT
a8 ¢E+=8BCa 2 &

£ AP Auditor Review A
= APAR Initial [0 7l
&) APAR DCD[0]
& APAR Review [6]
@ APAR Priority [1]
[ APAR Reconciliation [0]
B APAR $500 8 Less Review [3]
- 11 apaR Post Audit Review [0]
= APAR Post Audit Follawup [0] M
#4 APAR Rush Request Review [0] b
- APAR Rush Vouchers [0]
gy APAR: Foreign Yendor Review [0]

£ APAR Image Error Carrection [0]

) APAR Hold [1]

& APAR Update Peoplesoft [0]

& APAR Awiaiting PeapleSaft Confirmatior
1] aPar PeapleSaft Error [0]

[Z2 aPar Denied vouchers [0]

B A Fax Pracessing

JE AF Functional - Synchronize with PeopleSof
< |

Document Name

W EHPLOVEE REIM

18 | 3
| Gueue: &PAR Priarity User. TFT..

Action

Click in the EMPLOYEE REIMBURSEMENT - Voucher: 000... field.

Licher: 000,
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8 onBase Client (DBQA) Test System - Not For Production Use - [Workflow |

@3 Fle Document User Pracessing Admin Workfow Windaw Help

FEER bR<@AEd p+=[0CFAD DER]
laslge ¢E+-80a/2 B

| R
£ AP Auditor Review ~| Hﬁ

= e ki ] ~ | <2 CoLumBIA UNIVERSITY Accounts Pay g

g APAR DCD [DJ[ . TN THE CITY OF NEW YORK
& APAR Review [6]

: APAR Priority [1] BASIC VOUCHER INFORMATION T
[ APAR Reconciliation [0] .

Voucher #: Invoice #: Invoice Amount:
S APAR $500 & Less Review [3] 00001594 EMPLOYEE-REIMBURSEMENT $$400.00 i
1) apaR. post Aud Review (0] PO #: Invoice Date: 05/11/2012 Submitted to WF Date
& APAR Post Audit Followup (0] M
#% APAR Rush Request Review [0] — Voucher Type: EMPLOYEE REIMBURSE voucher Style: REG
. Der
|5 ARAR Rush Vouchers [0] Foreign Vender Flag: .
| APAR Foreign Yendor Review [0] 3
APAR Image Error Correction [0] Vendor Name: EMPLOYEE VENDOR Vendor ID: TODDDOOO

() APAR Hald [1]
& APAR Update Peoplesoft [0]
3 APAR Awiaiting PeapleSaft Confirmatior Business Unit: COLUM Origin Code: ONL
- /T] APAR PeopleSoft Ervor [0]
22 APaR Denied Youchers [0]

Vendor Location: CHK-01

Service Location: U

,E AP Fax Processing Voucher Create Date: 05/11/2012  PeopleSoft Dept. Workflow Status: A
B r
B 4P Functionsl - Synichronize with PeopleSaf x| PeopleSoft WF Date: 05/11/2012 st Syetem 101 2
3] Il [
E;E_?rté’:’_lffoa Creator Email: AP_TEST_03@COLUMBIA.EDU |_\;HjD
a
Last Updated ID: Last Updated Email: AP_TEST_03@COLUMBIA.EDU

VOUCHER STATUS: EMPLOYEE REIMBURSEMENT

AP_TEST_03 m
"CURREHT VOUCHER STATUS

ilﬂl & [~ APPROVAL INFORMATION
| Gueue: APAR Priarity User. TP1.. Auditor 1D Audit Date:
Auditor Real Name: L)
] m ] &
[Accourts Pay... [Checked Dut 0 Notefs) [OThrsads) [ ‘ ‘ - :

Step Action

3. To review the information in ARC, double-click the View in PeopleSoft button.
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Favorites Main Menu > AccountgPayab\e > Voughers > Add]UJ:date > Regular Entry
E‘He\aled Content @New‘.’\.’mdow ? Help [A/CUS‘QWIZE Page E,hﬂp =
/anmems v!uuchermnhutes vgrmrsummary i

@ Summary i Related Documents 8T Invoi

Business Unit: COLUM Invoice No: [Employee-Reimbursement Action:

Voucher ID: 00001594 Invoice Date: 05i11/2012

Voucher Style: Regular Voucher Accounting Date: 031112012 7} | Run |

ProcurementEDM | View Docurments |

Vendor ID: T000000004 @ EyPLOYEE VENDOR “Date Dept Rec'd Invoice: [05/11/2012 [ Session Defaults
ENFLOYEE-001 Q. 2280 Broadway =service Location: [us ~ [sijAttachments

Location: ‘CHK-D‘W @ New Yark, NY 10027 *Voucher Type: Employee R+ IComments(0

*Address: 1 Q

Approval History
Advanced Vendor Search

Invoice Lines: 400.00 “Pay Terms: T A pue Now
Basis Date Type: Inv Date
*Currency: usD|& p

Mon Merchandise Summary "
Miscellaneous: = | PrintInvoice
Freight: = Date of First Expense: |05/01/2012 Date of Last Expense: (05/11/2012
Total: 400.00
Difference: 0.00 ‘Copy From Source Document

| PO Unit:
PO Number: Gopy 6,

Calculate

Copy From:

Invoice Lines Find | View Al First 10of1 = —]

Line: 1 Item:

“Distriburte by: @ Unit Price: —
Ship Tor (CU0000000T | Line Amount: 20000

SpeedChart: Q Description: ‘

[Jone Asset

| calculate |

< i | 3

Step Action

4, Click the Invoice Information tab.

Invoice Information |

Favorites - Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry
[l Related content D Mewwindow 7 Help [ customize Page Bnmp &
/anmems v!uuchermnhutes vgrmrsummary i

@ Summary i Related Documents 8T Invoi

Business Unit: coLum Invoice No: |Emp\ovse-Re\mhursemsm Action:
Voucher ID: 00001594 Invoice Date: 0s/11/2012
Voucher Style: Regular Voucher Accounting Date: 051112012 B | Run J
Procurement EDW ml
Vendor ID: T000000004 & EyPLOYEE VENDOR *Date Dept Rec'd Invoice: [05/11/2012 [ Session Defaulis
EMFLOYEE-001 O, 2280 Broadway *Service Location: [us ~ [sjjattachments (0
Location: ‘CHK—DW @ New York, NY 10027 *Voucher Type: Commems 0

“Address: 1 a

Advanced Vendor Search

Invoice Lines: 400.00 “Pay Terms: T A pue Now
Basis Date Type: Inv Date
*Currency: usD|& w

Approval History

Mon Merchandise Summary "
Miscellaneous: = | FPrint Invaice
Freight: = Date of First Expense: |05/01/2012 Date of Last Expense: (05/11/2012
Total: 400.00

Difference: 0.00 ‘Copy From Source Document
] PO Unit:
PO Number: Gopy b0,

Calculate

Copy From:

Invoice Lines

Line: 1 tem: A vom: Q
—

*Distribute by: @ Unit Price: Quantity: .
o o CU000006T 4 vine Amount i

SpeedChart: Q Description: ‘

w Al First 10of1 —]

[T one Asset

| calculate |

< 0 I 3
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ARC™

Step Action

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

Add to Favorites |

Sign out

Favorites : Main Menu > AccuuntgPayab\e > Vuushers > Add]uydate > Regular Entry
E‘He\aled Content @New‘.’\.’mdow ? Help E/Cuslumlze Page E,hﬂp [

Summary = Related Documents Invoice Information Payments |~ Voucher Attributes || Error Summary

Business Unit: coLun Invoice No: [Employee-Reimbursement Action:
Voucher ID: 00001594 Invoice Date: 05i11/2012
Voucher Style: Regular Voucher Accounting Date: 051112012 G | Run |
ProcurementEDM | View Documents |
Vendor ID: TO00000004 Q EMPLOYEE VENDOR *Date Dept Rec'd Invoice: [05/11/2012 [ Session Defaults
EMPLOYEE-001 Q3280 Broadway Service Location: us v Atachments (0
Location: [cHK-01 @ New Yark, NY 10027 *Voucher Type: Employee R v |—2mments(0
“Address: 1 Q
ress Approval History
Advanced Vendor Search =
) . K . 00 Q
Invoice Lines: 400.00 Pay Terms: Due Now
Basis Date Type: Inv Date
“Currency: usDiA Non Herchan?se Summa
Mon Merchandise Summary 5
Wiscellaneous: =] | Frint Invoice
Freight: = Date of First Expense: [05/01/2012 Date of Last Expense: |05/112012
Total: 400.00
Difference: 0.00 Copy From Source Document
| Calculate | PO Unit
e PO Number: | Gopys, |
Copy From: ‘Nrme v| Go
] I =
Line: 1 Item: A yom: a
*Distribute by: Amount b Unit Price: Quantity:
Ship To: CU00000001 Q. Line Amount: 400.00
speedChart: Q. pescription: ‘
[Jone Asset
| calculate | vl
£ I ] 3

Step Action

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

Page 38




Training Guide
Voucher Audit and Review

| Worklist Add to Favorites.

Favorites Main Menu > AccountgPayab\e > Voughers > Add]UJ:date > Regular Entry

- . 1 &
‘Address: Approval History

Advanced Vendar Search

Invoice Lines: woon | CPayTerms: 3 oo A pue Now
Basis Date Type: Inv Date
*Currency: us|@ Non P Summa
Merchandi ry
Miscellaneous: [ = | A vlEe

Freight: = Date of First Expense: |05/012012 [ pate of Last Expense: 0511112012 |
Total: 400.00
Difference: 0.00 ‘Copy From Source Document

PO Unit:
PO Humber:

Calculate |
GopyRo,

Copy From:

Line: 1 Item: @ yom:
*Distribute by: Unit Price: Quantity:
Ship To: CU00000001 Q Line Amount: 400.00
SpeedChart: Q Description: ‘
[Jone Asset
| Calculate |

- Distribution Lines Customize | Find | First K 1 or 1 O 1 ast

RN [ Exchange Rate || Statistics | Asssts
Co¥ |, ine  |Merchandise Amt |Guantity *GLUnit  Account Openitem  Fund  Dept Initiative o PR
Down unit
=l O 1 400.00 coLun@, |[65208|a @ [30)@ ([s502103Q [oooo0 Q@ (225 GENRQ
= I | >

[ Save | | ReturntoSearch | [T Notify | | Refresh
I 1

Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary

< m ]

Action

Toggle back to OnBase to approve the voucher.

Base Client (0BQA) Test System

Not For Production Use - [Workflow |

& CoLUMBIA UNIVERSITY

TN THE CITY OF NEW YORK

=> APAR, Initial (1]
&) APAR DCD[0]
APAR Review [6]
APAF: Priority [1]

Accounts Pa{

VOUCHER INFORMATION

[ APAR Reconciliation [0] 3 Voucher £: Inveice #: Invoice Amount:
98 APAR $500 & Less Review [3] 00001594 EMPLOYEE-REIMBURSEMENT $$400.00
11 ApAR Post Audt Review [0] PO #: Invoice Date: 05/11/2012 Submitted to WF Date

APAR Post Audit Folowup [0]

#% APAR Rush Request Review [0] — Voucher Type: EMPLOYEE REIMBURSE voucher Style: REG

APAR Rush Vouchers [0]
|4 APAR Foreign Wendor Review [0]
£ aPaR Image Errar Carrection [0]
) APAR Hold [1]

& APAR Update Peoplesoft [0]

- /T] APAR PeopleSoft Ervor [0]
[Z2 aPar Denied vouchers [0]
B A Fax Pracessing

< i |

&) APAR Awiaiting PeapleSaft Confirmatior

AE 4P Functionsl - Synichraonize with PeoplsSof x|

3

Document Name

Foreign Vender Flag:

Vendor Name: EMPLOYEE VENDOR.
Vendor Location: CHK-01
Business Unit: COLUM
Service Location: U
Voucher Create Date: 05/11/2012
PeopleSoft WF Date: 05/11/2012

Creator 1D:
AP_TEST_03
Last Updated ID:
AP_TEST_03

PeopleSoft Dept. Workflow Status: A

Last System ID: PS

Creator Email:

Last Updated Email: AP_TEST_03@COLUMBIA.EDU

_TEST_03@COLUMBIA.EDU

vendor ID: TODODODO

Origin Code: ONL

"CURREHT VOUCHER STATUS

VOUCHER STATUS: EMPLOYEE REIMBURSEMENT

ilﬂ] _| [ APPROVAL INFORMATION
| Gueue: &PAR Priarity User. TP1.. Auditor 1D Audit Date:
Auditor Real Name: o
< Il >
| Accourts Py | Checked Out 0 Motefs) [ 0 Thresd(s) [

For Help, press F1

£~ Regular Entry

3 Fle Document User Processng Admin Workfiow Window Help EIES
FEER SRQLCE Md { pr=LHEsL D
a8 ¢E+=8BCa 2 &
s
AP Auditor Review Al — ﬂﬁ_
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Step

Action

8.

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

&8 onBase Client (DBQA) Test System - Not For Production Use - [Workflow |

@3 Fle Document Lser Processing Admin Workfow Window Help

FEER oQ<Cll | #

i pF=HbenE U

lag e8| #E|+-F

Tasks
FIELE

5

B AP Fax Processing

€ ap auditor Review ~

[ APAR Reconciliation [0]

- 11 apaR Post Audit Review [0]

- [ APAR Post Audit Follwup [0] M
4 APAR Rush Request Review [0] o

- |5 APAR Rush Youchers [0] Deny

-\ gy APAR Foreign Yendor Review [0]

) APAR Hold [1]

1] aPar PeapleSaft Error [0]

= APAR Initial [0] 0

&) APAR DCD[0] "

& APAR Review [6]
@ APAR Priority [0] i
i

S5 APAR $500 8 Less Review [3] ! e

£ APAR Image Error Carrection [0]

& APAR Update Peoplesoft [1] Hold
3 APAR Awiaiting PeapleSaft Confirmatior

22 APaR Denied Youchers [0]

B 4P Functionsl - Synchronize with PeopleSof | "

I @

Document Name U Jue

C ] H C
| Gueue: APAR Priarity User. TFT..

ate b
| Accounts Pay... |Checked Out |0 Mote(s) [ |0 Thread(s) [ [ [ Qu
Done UM

/> Regular Entry -

Action

Upon clicking the Approve button, the APAR Priority count changes from [1] to
[0].
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48 onBase Client (DBQA) Test System - Not For Production Use - [Workflow |

@3 Fle Document User Pracessing Admin Workfow Window Help

FEER ow<SE AEd bT-|00F D D
ag|z 8 wE | +-8Ca = E|

£ AP Auditor Review A
s APAR Initial [0 7l
g APAR DCD [0]
& APAR Review [6]
@ APAR Priority [0]
[ APAR Reconcilition [0]
B APAR $500 8 Less Review [3]
[1 aPaR Post Audit Review [0]
= APAR Post Audit Follawup [0] M
#% AP&R Rush Request Review [0] |
- 8 APAR Rush Vouchers [0] Deny
gy APAR: Foreign Yendor Review [0]
£ aPaR Image Errar Carrection [0]
() APAR Hald [1]

& APAR Update Peoplesoft [1] Hold
1 APAR Awaiting PeopleSaft Confirmationr
0] APAR. PenpleSaft Ervor 0] Py

[22) APaR Denied Vouchers [0] o
B AP Fax Processing n

B 4P Functionsl - Synchronize with PeopleSof | udit
< | = -
) — July
Bl
Document Mame Update Due
Date
18 | 3
| Gueue: APAR Priarity User. TFT..
| Accounts Pap... | Checked Out 0 Nekes] [ [0 Thread(s] [ [ [
Done

/> Regular Ent

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 VVoucher 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:

DEPARTMENT

CENTRAL

|OnBase‘ ‘ ARC g ‘ OnBase @i |
Electronic

Document Approve Deny Approve Deny Hold
Management

i

v T N ¥ ¥ ¥

Use "View Dacs”
Button in ARC to
View Relevant
Documentation

Automatic E-
bl Automatic E-mail
Voucher Sent Update Approval Status Notification of ";“g‘;““” of
to Central Delete Updated in ARC Denial Sent to old Sent to
Voucher and Processor so
Approval Voucher & Voucher Processor so
h Re-Route dget Chocked o i they can Gbtain
(ifapplicable) Budget Checke: they can make ‘Additional
pideieey Information
delete voucher

Procedure

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

&8 onBase Client (DBQA) Test System - Not For Production Use - [Workflow |

@ Fle Document User Pracessing Admin Workfow Window Help

FEER a9l | #a { pF=HEsRE T

RIS

Tasks
FIELE

2| AP Auditor Review
= APAR Initial [0]
&) APAR DCD[0]
& APaR Review [6]
@ APAR Priority [0]
[ APAR Reconciliation [0]
B APAR $500 8 Less Review [3]
- 11 apaR Post Audit Review [0]
= APAR Post Audit Follawup [0]
#4 APAR Rush Request Review [0]
- APAR Rush vouchers [0]
gy APAR: Foreign vendor Review [0]
£ APAR Image Errar Carrection [0]
) APAR Hold [1]
& APAR Update Peoplesoft [1]
& APAR Awiaiting PeapleSaft Confirmatior
1] aPar PeapleSaft Error [0]
[Z2 aPar Denied vouchers [0]

B A Fax Pracessing
B 4P Functionsl - Synchronizs with PeopleSof |

A

+s start 48 OnBase Client (OBQA. ..

< | &
Document Name |
8 | 3
User: TP1..
\ [ [ [ [ [ [
Done KUM

/7 Cuskomize Your Setti.., /7 Regular Entry - Wind. .. 2} @0 ! |:| ‘ CEegPBw o,
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Step

Action

Click the AP Auditor Review tree item.

|.ﬁ.F‘ Auditor Revigw

8 OnBase Client (0BQA) Test System - Not

@ Fle Document User Pracessing Admin Workfow Window Help

For Production Use - [Workflow |

FEHER 2e9<l

Ha drpF=Hern O Wl

lagle g PE+ -

SERERE

B e susitor Revien | Al
= APAR Initial [0]

&) APAR DCD[0]

& APaR Review [6]

@ APAR Priority [0]
[ APAR Reconciliation [0]

B APAR $500 8 Less Review [3]
- 11 apaR Post Audit Review [0]
= APAR Post Audit Follawup [0]
#4 APAR Rush Request Review [0] I
- APAR Rush Vouchers [0]
gy APAR: Foreign vendor Review [0]
£ APAR Image Errar Carrection [0]
) APAR Hold [1]
& APAR Update Peoplesoft [1]
& APAR Awiaiting PeapleSaft Confirmatior
1] aPar PeapleSaft Error [0]
[Z2 aPar Denied vouchers [0]
B A Fax Pracessing
JE AP Functional - Synchronize with PeopleSof |
< Il | =

Document Name |

&) 3|

User TFT...

's Start 48 OnBase Client (OBQA. ..

/> Custor /7~ Regular Entry -

Step

Action

Click the APAR
APAR Review [6]

Review [6] tree item.
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nt (0BQA) Test System

@ File  Document  User

Not For Production Use
Processing  Admin  Workflow  Window  Help

FEER a9l |#Had { pF=H0en O W

2% |

laeleg/®BE|+=-8TCa/=2E

-~

AP Auditor Review
= APAR, Initial (1]
gy APAR DCD [0]
APAR Review [6]

& CoLUMBIA UNIVERSITY

TN THE CITY OF NEW YORK

Accounts Pa{

APAF: Priority [0]
[ APAR Reconcilition [0]
B APAR $500 8 Less Review [3]
[1 aPaR Post Audit Review [0]
- = APAR Post Audit Followup [0]
#% AP&R Rush Request Review [0]
APAR: Rush Vouchers [0]
L@ APAR Foreign Yendor Review [0]
£ aPaR Image Errar Carrection [0]
() APAR Hald [1]
& APAR Update Peoplesoft [1]
1 APAR Awaiting PeopleSaft Confirmationr
-/[] aPaR PeoplsSoft Error [0]
22 APaR Denied Youchers [0]
B AP Fax Processing
B AP Functional - Synchronize with PeopleSaF &)

BASIC VOUCHER INFORMATION
Vouche
00000071

PO #:

Voucher Type: INVOICE

Foreign Vender Flag: DOMESTIC

Vendor Name: ABBYY USA

Vendor Location: CHK-01
Business Unit: COLUM

Service Location: U

Voucher Create Date:

PeopleSoft WF Date: 04/26/2012

e
Creator 1D:
Document Mame FG2143
Last Updated ID:
FG2143

04/26/2012

SOFTWAS

Invoice #:
OP- 29

Invoice Amount:
$$8,100.00

Submitted te WF Date

Invoice Date: 02/28/2012

Voucher Style: REG

RE HOUSE INC

Vendor ID: 00000142

Origin Code: LIB

PeopleSoft Dept. Workflow Status

Last System ID: PS

Creator Email: FG2143@COLUMBIA.EDU

Last Updated Email: FG2143@COLUMBIA.EDU

"CURREHT VOUCHER S

VOUCHER STATUS: A

AITING AUDIT

é&:ﬁl prrr— = TP%' [ APPROVAL INFORMATION
: Auditor 1D: Audit Date:
Auditor Real Name: 3
< I I Tl
| Accounts Pay... |Checked Out 0 Notefs) [ [0 Threadls) [ [ [

Done

/> Regular Ent;

Action

APAR Review [6]

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

48 OnBase Client (0BQA) Test System - Not For Production Use. - [Workflow |

@3 Fle Document User Processing Admin Workfow Window Help

= = = e
FENR SR<SEAT|{ )*=HEFADLEE|
. Tasks
[s=] | ]
laBlEB wE|+ =5 3
IR
AP fuditor Review B 2]
o v sl 1] &2 CoLUMBIA UNIVERSITY Accounts Pay I
APER DCD [0] IN THE CITY OF NEW YORK
APAR Reslen
- APAR Priorit VOUCHER INFORMATION i
[ APAR Recont  Create List Report Invoice =: Invoice Amount: f
5B APaR $500 00000071 0P-77929 $$8,100.00 \pp
Perform System Work
APAR Post A ’ PO 2: Invoice Date: 02/28/2012 Submitted to WF Date
onm o hutoitork foucher Type: INVOICE Voucher Style: REG M
£YIPERRUR  Show al Dacumerts ! vess ’ e 5
ARAR Rush Fareign Vendor Flag: DOMESTIC
@ APAR Foreign Yendar Review [0]
I APAR Tmage Error Correction [0] Vendor Name: ABBYY USA SOFTWARE HOUSE INC Vendor ID: 00000142
(D) APAR Hold [1] .
Vendor Location: 3
- 5 APAR Update Peoplesoft [1] Snderbosstion: CHR-0L Hold
~ 3 APAR Awalting Peoplesoft Confirmatior Business Unit: COLUM Origin Code: LIB
[] aPar Peaplesoft Errar [0] . ‘/
i Serv L tion:
1] APAR Denied Youchers [0] srviee Location: U -
& AP Fax Processing Voucher Create Date: 04/26/2012 PeopleSoft Dept. Workflow Status R
. 4B AP Functiondl - Synchronize wih PE”"‘ES;'ri' PeopleSoft WF Date: 04/26/2012 Last System ID: PS -
| m |
C tor 1D il
Document Nams e Creator Email: FG2143@COLUMBIA.EDU m
r
Last Updated 10: Last Updated Email: FG2143@COLUMBIA.EDU [
FG2143 C:

CURRENT VOUCHER STATUS

[

VOUCHER STATUS: AWAITING AUDIT

am D I | ~ApproVAL TNFORMATION
Queue: APAR Review User: TP1 o 1o P
Auditor Real Name: 3 o
< i ] E]]
| Accourts Pap... Checked Out 0 Nalels] ] [0 Threadis] ] ] ]

Done

Page 44




M Tra?ning Guide

Voucher Audit and Review

Step Action

4, Click the Show All Documents list item.
Show All Documents

&8 onBase Client (DBQA) Test System - Not For Production Use - [Workflow |

@3 Fle Dorument Lser Processing Admin Workfow Window Help

L FFLET LY IE b#-m@fag o |
laseB #E|+=E

© AP Auditor Review A
= APAR Initial [0 7l

&) APAR DCD[0]

& APAR Review [6]

APAF: Priarity [0]

[ APAR Reconciliation [0]

B APAR $500 & Less Review [3]

- 11 apaR Post Audit Review [0]

[ APAR Post Audit Follwup [0]

#4 APAR Rush Request Review [0] B

- APAR Rush Vouchers [0]

gy APAR: Foreign vendor Review [0]

£ APAR Image Errar Carrection [0]

) APAR Hold [1]

& APAR Update Peoplesoft [1]

& APAR Awaiting PeapleSaft Confirmatior

1] aPar PeapleSaft Error [0]

22 APaR Denied Youchers [0]

B AP Fax Processing

B AP Functional - Synchronize with PeopleSof

< | =

Document Name |~
AWAITING AUDIT - Youcher, 00000077 -D... =
AWAITING AUDIT - Woucher 00000674 - D
AWAITING AUDIT - Woucher: O0000E77 - D.
AWAITING AUDIT - Youcher, 00000E7S - D...
AWAITING AUDIT - Youcher 00001535 -D.. »

_ ] y)
| Gueve: APAR Review User: TF1..
Accounts Pay... Checked Out 0 Notefs]

|0 Threadls] ] ]

For Help, press F1

Step Action

5. Click and drag the scroll bar down to select a voucher.
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nt (0BQA) Test System - Not For Production Use

@3 Fle Document User Processing Admin Workflow ‘indow Help

ZEHER LG<SEAd|d{ r+=HEF DT
laelcB¢E+-8Ca 2 &

2| AP Auditor Review -~

s APAR Initial [0 l
g APAR DCD [0]

& APAR Review [6]
APAF: Priority [0]
[ APAR Reconcilition [0]

B APAR $500 8 Less Review [3]

[1 aPaR Post Audit Review [0]
- = APAR Post Audit Followup [0]
#% AP&R Rush Request Review [0] I
& APAR Rush Youchers [0]
'# APAR Foreign Yendor Review [0]
£ aPaR Image Error Carrection [0]
D) APAR Hald [1]

& APAR Update Peoplesoft [1]

1 APAR Awaiting PeapleSaft Confirmationr
-/[] aPaR PeoplsSoft Error [0]

22 APaR Denied Youchers [0]
B AP Fax Processing
B AP Functional - Synchronize with PeopleSaF &)
< Il | =

Document Name 2
SWAITING AUDIT - Voucher. 0000074 -
SWAITING ALIDIT - Voucher: DDOOD?7 -
LUWAITING &LIDIT - Voucher. 00000678
AUWAITING £UDIT - Voucher. 00001535 -
WAITING ALIDIT - Youher. 00001587

& ]

| Gueve: APAR Review User: TF1..

ocoooo

| Accourts Pay... |Checked Out 0 Notefs] ] |0 Threadls] ] ]
For Help, press F1

/> Regular Ent

Action

Click the AWAITING AUDI - Voucher: 00001597 - D list item.
| AAITIMNG AUDIT - Youcher, 00001597 - ...

4 OnBase Client (0BQA) Test System - Not For Production Usa. - [Workflow ]

@jg Fle Document User Processing Admin Workfow Window Help 5 x

FEHER S<EAE|{d b+=-|HEsRD UEE|

q Tasks
&
lagee wrl+-81z 28 .
dl =
© AP Auditor Review B 2]
= e a0 &2 COLUMBIA UNIVERSITY Accounts Pay |
© APAR DCD[0] N THE CITY OF NEW YORK
© APAR Review [6]
G: APAR Priority [0] [ BASIC VOUCHER. INFORMATION I
[ APAR Recondiation [0] 3 Voucher Invoice #: Invoice Amount: r
8B APAR $500 & Less Review [3] 00001597 TEST-DENY $$600.00
{1 ApaR Fost Audt Review [0] PO #: Invoice Date: 05/11/2012 Submitted to WF Date
& APAR Post Audit Falowap [0] m
&4 APAR Rush Request Review (0] = Voucher Type: INVOICE Voucher Style: REG
D
52 ApAR Rush ouchers [1] Foreign Vendor Flag: 4
|4 APAR Foreign Vendar Review [0] 9
I APAR Image Error Correction [0] Vendor Name: SUPPLIER VENDOR Vendor ID: T00OD0OD
(D) APaR Hold [1] )
"5 PR Update Peoplesoft (1] Vendor Location: CHK-01 Hold
= % APAR fwaiting PeopleSoft Confirmatior Business Unit: COLUM Origin Code: ONL
1) Aper Peoplesoft Errar [0] L .
{1 APAR Denied Vouchers [0] Service Location: U 7
,E AP Fax Processing Voucher Create Date: (05/11/2012 PeopleSoft Dept. Workflow Status 3
42 e Functiond - Synchronize with Peoplesof v | PeopleSoft WF Date: 05/11/2012 Last System ID: PS
< I | ]
Document Nams A S;ETES'T‘DDS Creator Email: AP_TEST_03@COLUMBIA.EDU m
o o r
AWAITING AUDIT - Voucher: 00000674 - D Last Updated 10: Last Updated Email: AP_TEST_03@COLUMBIA.EDU Image
AWAITING AUDIT - Youcher. DD00DEFT - D... AP_TEST_03 Canection
AWAITING AUDIT - Voucher: 00000678 - D... —
AWAITING AUDIT - Voucher D0001535 - D... = | CURRENT VOUCHER STATUS
AITING AUDIT - Youcher, 00001 VOUCHER STATUS: AWAITING AUDIT
am L [ APPROVAL INFORMATION .
| Queue: APAR Review [User: TP e T fL
Auditor Real Name: = E:‘“
4] il I ]
| Accourts Pap... | Checked Out 0 Natels] ] ] [0 Threads] ] I I ¥
For Help, press F1 UM
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Action

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

Favorites : Main Menu > A(muntgﬂavah\e S Vnughers S Addjl_u:date > Regular Entry

Home | Workist | AddtoFavortes |  Sign out

[l Retated Content T Hew window  ? Help & Customize Page B, htip
A

*View Related

B save | [£\ Return to Search

[ Payment inquiry

=] Notity. | ¢, Reiresh |

Related Documents ! Invoice Information | Payments WVoucher Attributes Error Summary
Business Unit: coLum Invoice Date: 05/11i2012
Voucher ID: 00001597 Invoice No: Test-Deny
Voucher Style: Regular Invoice Total: 600.00 usD
ContractID:

Vendor Name: SUPPLIER VENDOR Pay Terms: Due Now
3250 BROADWAY Voucher Source: Online
MNEW YORK, NY 10027
Entry Status: Paostable Origin: ONL
Match Status: MNa Match Created: 05/11/2012
Approval Status: Fending Approval History Created By: AP_TEST_03
Post Status: Unposted Modified: 05/11/2012
Modified By: AP_TEST_03
ERS Type: Mot Applicable
Budget Status: Mot Chicd Close Status: Open
Budget Misc Status: Valid

Summary | Related Documents | lnveice Information | Payments | Youcher Aftributes | Error Summary

Step

Action

Click the Invoice Information tab.

L B B "
| Invaice Information
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Favorites

:MalnvMenu > Accounts Payable > Voughers > Add/Update > Regular Entry

/gummary \/Eelaled [T T I| Invoice Information /anmems vyou:hemﬁnbutes vgrrorsummary i

= Reiated content I Newwindow  ? Help [# Customize Page Bohtp &

Business Unit: coLum Invoice No: [Test-Deny Action:
Voucher ID: 00001597 Invoice Date: 051112012
Voucher Style: Regular Voucher Accounting Date: 051112012
Procurement EDW ml
Vendor ID: T000000003 @ gUPPLIER VENDOR *Date Dept Rec'd Invoice: [05/11/2012 [ Session Defaulis
SUPPLIER-001 Q. 3280 BROADWAY *Service Location: Anacnmems 0
Location: [cHK-01 & NEWYORK, NY 10027 *Voucher Type: [ivoica__ [goomments(0

*Address:

Advanced Vendor Search

1 Q
Approval History

*Pay Terms: 5 oo 2 Due Now

Invoice Lines: £00.00
euency T Esz‘?'!enrac‘:am?l Summa e —_—
[Non Merchandise Summary -
Miscellaneous: =] Print Invoice J
Freight: =
Total: 600.00
Difference: 0.00 ‘Copy From Source Document

Invoice Lines

“Distriburte by: @ Unit Price: ] Quaniity:
o e UBo000001 Q. i amoun o

SpeedChart: Q. Description: ‘

PO Unit:
PO Humber:

Calculate |

Copy From:

1 Item:

[ one Asset

| calculate | L
< i | bl
Step Action
9. You can now review the voucher on the Invoice Information page in ARC.
G@ v [l hipssyftstiweb,cc.columbia.edu: 18443(pspifn1 qnag/EMPLOYEE/ERPjc/ENTER,_VOLCHER_INFORM ¥ | &|§\ |X\ [ tahao! Search HEE\ E] 5 X
P O | @ragularentry = - & - [ Page + 3 Tools -

/iummary vﬂelaled [Tl Invoice Information /anmems v!uuchemﬁnhutes vgrmrsummary

[ Reiated content I Newwindow  ? Help [# Customize Page ‘Bohtp &

Business Unit: coLum Invoice No: [rest-Deny Action:

Voucher ID: 00001597 Invoice Date: 0s/11/2012

Voucher Style: Regular Voucher Accounting Date: 021112012 B | Run |
ProcurementEDM | View Docurments |

Vendor ID: T000000003 @ gUPPLIER VENDOR *Date Dept Rec'd Invoice: [05/11/2012 [ Session Defaulis

Location:

“Address: 1 a

Advanced Vendor Search

Invoice Lines: 500.00

Basis Date Type: InvDate
“Currency: usD Q b

Miscellaneous:

SUPPLIER-001 @ 2230 BROADWAY *Senice Location: [us ~ [sjjpttachments @
Q

[cHK-01 NEW YORK, NY 10027 “Voucher Type: lvoice v comments(o

Approval History

*Pay Terms: =] 0o Q Due Now

I Mon Merchandise Summary Printinvoice

Freight: =
Total: 600.00
Difference: 0.00 ‘Copy From Source Document

Invoice Lines

Line: tem: 2 uom:
*Distribute by: Unit Price: Quantity:
Ship To: CU00000001 Q Line Amount: 00.00
SpeedChart: Q Description: |

Calculate \

| PO Unit:

| Calculate
e PO Number:

Copy From:

[T one Asset

]| | Bl
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Step Action

10. Tog

=

le back to OnBase by clicking the Minimize button.

Base Client (OBQA) Test System - Not For, Production Use - [Workflow ]
@jg Fle Document User Processing Admin Workfow Window Help
=1 ] i = |
SER Gw<E| A b+-|DEF D L3
Tasks
& ] | |
lagleg we|+ =@ ==l o
Lo} >
© AP Auditor Review B Ll
- apaR il ] &2 COLUMBIA UNIVERSITY Accounts Pa\
& &paR DCo [0] IN THE CITY OF NEW YORK
© APAR Review [6]
¥ APAR Priority [0] ASIC VOUCHER INFORMATION i
[ APAR Recondiliation [0] 3 Voucher #: Invoice 2: Invoice Amount:
S8 APAR $500 & Less Review [3] 00001597 TEST-DENY $$600.00
11 e post Aud Revizws [0] PO 2 Invoice Date: 05/11/2012 Submitted to WF Date
& APAR Post Audit Falowap [0] m
% APAR Rush Request Review [0] — Voucher Type: INVOICE Voucher Style: REG
52 ApaR Rush Youchers [1] Foreign vendor Flag: 4
|4 APAR Foreign Vendar Review [0] 9
I APAR Tmage Error Correction [0] Vendor Name: SUPPLIER VENDOR vendor ID: T000000O
(D) APaR Hold [1] )
5 APAR Update PeopleSoft [0] Vendor Locstion: CHK-01 od |
% APAR Awsiting Peoplesoft Confirmatior Business Unit: COLUM Origin Code: ONL
1) Aper Peoplesoft Errar [0] L .
1] APAR Denied Youchers [0] Service Location: U 7
@ AP Fax Processing Voucher Create Date: (5/11/2012 PeopleSoft Dept. Workflow Status: A
. A2 AP Functiondl - Synchrorize with PEU”‘ES;'F L | PeopleSoft WF Date: 05/11/2012 Last System ID: PS
I m |
Document Name = C;ETEC_'T‘DDS Creator Email: AP_TEST_03@COLUMBIA.EDU m
AWAITING AUDIT - Yaucher. 00000674 - D Last Updated 1D: Last Updated Email: AP_TEST_03@COLUMBIA.EDU
AWAITING £UDIT - Youcher. 00000677 - ... AP_TEST. 03 C .
AWAITING AUDIT - Voucher: 00000678 - D... - —
A TING AUDIT - Youcher: 00001535 -D... = CURRENT VOUCHER STATUS
> VOUCHER STATUS: AWAITING AUDIT
&9 a [ APPROVAL INFORMATION
APPROVAL TN ATION n-
GQueue: APAR Review User: TP e T
Auditor Real Name: 3 D:
] I I ]
| Acoourts Pay... |Checked Out 0 Notefs) [ [0 Thread(s) ] ] ] ¥
Done UM

Step Action

11.

To deny the voucher, double-click the Deny button.
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lient (0BQA) Test System - Not For Production Use - [Workflow |

@3 Fle Document User Pracessing Admin Workfow Window Help B

FEER SeSEAG|{ )= DEeARBEEER]|
laelcB¢E+-8Ca 2 &

2| AP Auditor Review -~
s APAR Initial [0 l
g APAR DCD [0]
&) &PAR Review [5]
@ APAR: Priority [0]
[ APAR Reconcilition [0]
B APAR $500 8 Less Review [3]
[1 aPaR Post Audit Review [0]
- = APAR Post Audit Followup [0]
#% AP&R Rush Request Review [0] I
- 8 APAR Rush Vouchers [0]
gy APAR: Foreign vendor Review [0]
£ aPaR Image Error Carrection [0]
D) APAR Hald [1]
& APAR Update Peoplesoft [1]
1 APAR Awaiting PeapleSaft Confirmationr
- /T] APAR PeopleSoft Ervor [0]
22 APaR Denied Youchers [0]
B AP Fax Processing
B AP Functional - Synchronize with PeopleSaF &)
< Il | =

Document Name
AWAITING AUDIT - Youcher, 00000071 - Dept....
AWAITING AUDIT - Youcher 00000674 - Dept:
AWAITING AUDIT - Voucher: I0000ETT - Dept:
AWAITING AUDIT - Youcher, D0000E7S - Dept....
AWAITING AUDIT - Youcher 00001595 - Dept:

/) £

| Gueve: APAR Review User: TF1..

| Accourts Py | Checked Out 0 Motefs) [ [ 0 Thresd(s) [ [
Done

Step Action

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

48 OnBase Client (DBQA) Test System - Not For Production Use - [Workflow |

@3 Fle Document User Pracessing Admin Workfow Window Help

ZEER GGSE AW pF=|HEF D I
a8 ¢E+-8Ca 2 & L

|
£ AP Auditor Review ~| Hﬁ

> APAR Initial [0] In
&) APAR DCD[0] 2
2 APAR Review [5]

- APAR: Priority [0] I .l'LL
[ APAR Reconciliation [0]

B APAR $500 8 Less Review [3]
/I APAR Post Audit Rewiew [0]
= APAR Post Audit Follawup [0] M

#4 APAR Rush Request Review [0] I
- APAR Rush Vouchers [0] D
gy APAR: Foreign vendor Review [0]

£ APAR Image Errar Carrection [0]
) APAR Hold [1]

& APAR Update Peoplesoft [1] Hold  |&8
& APAR Awaiting PeapleSaft Confirmatior

] APaR PenpleSot Error [0]
[Z2 aPar Denied vouchers [0] /

B A Fax Pracessing

JE AP Functional - Synchronize with PeopleSof | EEE
L (e[}

< A | =

Document Name | .

AWAITING AUDIT - Youcher, 00000071 - Dept....
AWAITING AUDIT - Youcher 00000674 - Dept:
AWAITING AUDIT - Voucher: I0000ETT - Dept:
AWAITING AUDIT - Woucher, 00000678 - Dept:...
AWAITING AUDIT - Youcher 00001535 - Dept:

=m| )

| Gueve: APAR Review User: TF1.. ‘ b |
| Accourts Py | Checked Out 0 Notefs) | | [0 Thread(s] | | |
Done UM
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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

Thisist

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

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

When a
submits

Understand how to review and approve vouchers in ARC

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

Vouche

I'S

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

PO Vouchers Non-POQ Vouchers

< $500 +  Voucher Initiator can be same = Voucher Initiator can be same as
as Voucher Approver Voucher Approver

> $500 »  Voucher Initiator can be same + Voucher Initiator cannot be same as
as Voucher Approver Voucher Approver
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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.

Favgrites © Main Menu
Personalize Content | Layout ? Help
[Menu =&

®

[> Columbia Specific
[ Vendors

[ eProcurement

[ Accounts Pavable
[ et Up FinancialsiSupply Chain
> Enterprise Components

[ Warklist

> PeopleTools

— Change My Password

|
[T [ [f [ Trusedsies [a - [Fiomm -

Step Action

1. Click the Accounts Payable link.
| Accounts Payable |
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Favorites

Main Menu > Acmuntgﬂayahle

Accourts Payable

% Accounts Payable

Arcess PeoplSott Payables
ﬁ Vouchers Control Groups
Al mairtain, and approve vouchers el mairtain, and review cortrol groups

2

ﬁ Pavments
Creste and manage paymerts

[ Addindte =] Graup Information [ Manusl Payment and Prepayment
[ Maintain = Update Status

= Delete Control Groun
Review Accounts Payable Info

Run incuiries on vaushers, vendors, payments, and
integration with systems.
[ Woushers

Done |

[T e [ Trusted sies

R

Action

Click the Vouchers link.

Favuvmtes i

Main Meru > Accountg Payable

Accounts Payabls

ﬁ Vouchers

A, meintain, and approve vouchers.
ﬂ AddUpdate
At end Lprdste vouchers
[=] Reqular Entry
] Yaucher Search
=] Quick Inwoice Ertry
] Defete Voucher

Maintain

Review and correct vaucher errors.
=) Woucher Build Error Detail

F=] Waucher Maintenance Search

i~

[T [ [ [ usedsees

7 - [Hio0w -
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Step

Action

Click the Add/Update link.

ARC™

Favarites | Main Menu > Accaunts Payable
Accounts Payabls

[/ Addiupdate

Add and update wouchers

Regular Entry
Erter standard invoices and invoices associated with a
purchase order.

E“ Youcher Search
Search for Vouchers to Update

E" Delete Voucher
Delete 8 saved voucher.

[ [ [ [ usedsees

Quick Invoice Entry
Enter invoices on & heads-town entry page

75 - [Hio0w -

Step

Action

Click the Regular Entry link.
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Favnvr\tes'MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

A newwindow 7 Help B nip

neen

Youcher

Find an Existing Yalue

Business Unit:

FoLum e

Voucher ID: ’W

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

Wendor ID: ’7 Q

fendor Location:

Address Sequence Number:

Invoice Number: [
Invoice Date:

Gross Invoice Amount:

Freight Amount: 0.0a
Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

L Add

Eind an Existing Value | Add a Mew Value

4 | 3

| T T [ mustedsites e

Step Action

Click the Find an Existing Value tab.

| Eind an Existing Walue

Favnvr\tes:MalnvMenu > Acmuntgﬂayahle > \Inushers > Addfhvlpdate > Regular Entry

E newwindow 7 Help B ity
Youcher

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

Add a New WValue

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

loLum Q
|hegms wnhj|

|hegms withj|

= | ]

Short Vendor Hame: [ begins with =] |

Business Unit: ==

Voucher ID:

Invoice Number:

Invoice Date: | =

Wendor ID: |hegms with j| Q

Name 1: hegins with j|

Woucher Style: = j | j
Related Voucher: | heains with j|

Entry Status:

Voucher Source:

= =]
==

[E1{EN

™ Case Sensitive

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

Find an Existing value | Add a Mew Value

‘ |

LT T T e[ moustedses

3

Done | [75 - [® 10w -
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Step

Action

Click in the Vendor ID field.

ARC

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

Home |

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

Add a New Walue

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

Business Unit: ’G [cocow @
Woucher ID: begins with j|

Invoice Number: hegins with j|

Invoice Date: [= = 1]

Short Vendor Name:l begins with j|

vendor ID; negins with | Q

Name 1: begins with j|

Voucher Style: = j | j
Related Voucher: | beqins with j|

Entry Status: = j | j
Voucher Source:  [= = =l

I” Case Sensitive

| Search | Clear |Basic Gearch [ Save Search Criteria

Find an Existing Walue |Add a Mew Walue

‘ | i

Done [ [ T [ [ @[ Tusedsies Vs~ [Fiom -

Step

Action

Enter the desired information into the Vendor ID field. Enter "0000062275"
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Favnvr\tes'MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate

Regular Entry
Erewwindow 7 Help B np
Youcher

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

Add & Mew Value

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

Business Unit: = - COLUM Q

Voucher ID: |hegms with j|

Invoice Number:  [begins with =] |

Invoice Date: [= =l [

Short Wendor Name: [begins with =] |

vendor ID: begins with | [1000052275| Q

Name 1: hegins with j|

Woucher Style: = j | j
Related Voucher: | heains with j|

Entry Status: [= = =l
Voucher Source: |: j | j

™ Case Sensitive

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

Find an Existing value | Add a Mew Value

4 | 3

Done |1 T [ | rusted sites [Fa = [®aew «

Step Action

8. Click the Search button.

Favnvmtas i MainvMEnu > Acmunt& Payable > \Inushars > Addfhvlpdata Reqgular Entry
[=] Related Content & Newwindow P Help  [& Customize Page http
| Related Documents || [nvoice Information Payments | Woucher Attibutes || Error Summary

Business Unit: coLUm Invoice Date: 05/08i2012

WYoucher ID: noooo44s Imioice No: 123456789

WYoucher Style: Regular Invoice Total: 0.00 usD

Contract ID:

fendor Name: ABC Wendor Pay Terms: Due Mow

3280 Broadway Youcher Source: Online
Mew York, NY 10027

Entry Status: Postable Origin: QML

Match Status: Mo Match Created: 0512242012

Approval Status: Pending Created By: AP_TEST_03

Post Status: Unposted Modified: 05122¢2012

Modified By: AP_TEST_D3
ERS Type: Mot Applicable

Budget Status: Mot Chk'd Close Status: Cpen

Budget Misc Status: Walid

“iew Related |Paymem Inguiry Go

B Ssws O RetumtoSesich (] Hotify < Refresh EhAdd | [ Update/Display
Surnmary | Related Documents | nwoice Infarmation | Payvments | Woucher Attributes | Errar Surnmar
4 | 3
Done | T T [ musted sites 5 - [Hm -
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eview

Step

Action

Click the Invoice Information tab.

| Irvoice Information

Home:
Favnvr\tes:MalnvMenu > Acmuntgﬂayahle > \Inushers > Addfhvlpdate > Regular Entry

[=] Related Content & New Window 7 Help E,'/Cuamm\zef—‘age hrlp sl

=)
Summary Eelated Documents

Eayments Youcher Attributes Errar Summary

Business Unit: coLum Invoice No: 123450758 Action:

Voucher ID: 00000445 Invoice Date: 0si08i2012 | &1 -

Voucher Style: Regular Voucher Accounting Date: 0502312012 El Run

Procurement EOM View Dacuments

Vendor ID: 0000062275 QA8 vendor *Date Dept Rec'd Invoice: [05/08/2012 [ Gession Defaults
ShortName: ABC-001 Q3280 Broadway *Service Location: U3 = |Atlachrments (I

Location: CHK-001 Q. Wew vork, Nv 10027 “oucher Type: [Chieck Requ z] Camments(0;
*Address: 1 Q

Advanced Yendor Search

Imvoice Lines: 000 *Pay Terms: & o A Due Now
N Basis Date Type: Inv Date

Currency: use|Q Withholding )
Miscellaneous: 7 Mon Merchandise Sumrms | Print Invoice |

Freight: = . Preview & Submit For Approval

Total: 0.00

Difference: 0.00 Copy From Source Document

Calculate PO Unit
PO Number: Gopy o)
Copy From: [rane =1 Go ]

Invoice Lines Find

Line: 1 Kerm: 2 vom: Q

“Distribute by: Amount =] Unit Price: Quantity:

Ship To: CLnoonnaot Q Line Amount: 0.00

SpeedChart: Q Description: |

I One Asset
4 | »
| | [ | | [/ mustedsies ERErR

Step

Action

10.

The Invoice Information tab displays the voucher details.

review withholding information.

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

Favnvr\tes'MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate
ERelatenCnmem @NEWWmdnw ? Help Igfcuamm\zePagE hrlp -

i Summary AlE Eelated Documents 3 i Eayments AlE Youcher Attributes NE Errar Summary i

Business Unit: coLum Invoice No: 123456758 Action:

Voucher ID: 00000445 Imvoice Date: 05i08/2012 5

Voucher Style: Regular Voucher Accounting Date: 0%i2212012 | Run
Frocurement EDM | Wiew Dacuments \

Vendor ID: O0N00R2275 QA5G vendor *Date Dept Rec'd Invoice: |05/08/2012 [ Session Defaults

ShortName: FBCO0 @ a2m Broadway *Service Location: lus—;[w@

Location: [CHK-OD @ MewYork, Ny 10027 “Voucher Type: [Chieck Requ z] Camments(o;

*Address: 1 Q

Advanced Yendor Search

Imvoice Lines: 000 *Pay Terms: & o A Due Now

‘Currency: ’7USD Q Basis Date Type: Inw Date y—

Miscellaneous: 7 bon Merchandize Summars | Print Invoice |

Freight: = | Preview & Submit For Approval |

o0

Total:

Difference: 0.00 Copy From Source Document
| PO Unit:
PO Number: Copy PO,

Calculate

Copy From: 3o —

Invoice Lines

1 temn:

Lj Unit Price: Quantity:
CUD0000001 S Line Amount: [ ow
. Q

Description: |

SpeedChart:
I One Asset

|
[T T [ mrustedsites [ - [ -

Step

Action

11.

To review the Withholding information, click the Withholding link.

ithholdin

Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

ERelated Content (20 New Window Help @fousturmze Page hrlp

Withholding Information

Backto Invaice

Business Unit: COLUM Invoice Number: 123456780 VAT Entity:
Vfoucher ID: 00000445 endor: 0000062275 ABC Vendar Invoice Date: 05/08i2012
Withholding Option
I Postpone Withholding
Invoice Line Withhold Information First K1 4 of 1 D Lot
Line: 1 Description:
Withholding Code: Q ¥ withholding Applicable

Withholding Details

withholding
*Entity ‘Type *urisdiction *Class Basis Amt
Override

Withhald 3t
1re @ [1ossja [FED Q [z A Earment H

Contract

Rule Apply )
Reference  Override  Withholding Eenlcbis

| »

Done [ [ [ [ [ usedsees 5~ [%omm -
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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.

Line:

Done

ARC

Favnvr\tes’MainvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Withholding Information

Backlo Invoice

Business Unit: coLUmM
foucher ID:

Withholding Option

Invoice Line Withhold Information

*Entity Type  “Jurisdiction *Class  Basis Amt Cantract Rule rd

1irRs @ [1osga [FED ez ja [ 1 ][ Ja [#nnodat

EREIated Content r_E’Nemednw ? Help E,/Custnm\ze Page htm

Invoice Number: 123456789

VAT Entity:
00000445 wendor: 0000082275 ABC Yendor

Invoice Date: D5/08i2012

I~ Postpone Withholding

Fing | View ol First K1 1 of 1 O Logt
1 Description: . EI
Withholding Code: Q

Withholding Details

[¥ withholding Applicable

Withholding

! Reference  Override  Withholding GG
override

+
Payment P =

| i

[T T [ trustedsites YR

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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Favnvr\tes'MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Withholding Information

Backlo Invoice

Business Unit: COLUM Invoice Number: 123456789 VAT Entity:
foucher ID:

Withholding Option

Invoice Line Withhold Information

E Related Content LE’NEWW\TMDW ? Help E,-/Cuamm\ze Page hitp
Lielated Lontent =)

00000445 \endor: 0000082275 ABC Yendor Invoice Date: 050812012

I~ Postnone Withholding

+
1 Description: EI

Line:

Withholding Code: Q [ withholding Applicable

Withholding Details

) o e thiziting Contract Rule Apply
Entity Type Jurisdiction Class z::.:;ﬁ::n oo Gre  (iher Applicable
1rRs & [1089Q [FED Q [z o | O \;vanyhr:slnn:at = =
4 | 3
Done /" Trusted sites ch v | W% -
2
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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Withholding Option

I~ Postnone Withholding

[=] Related Content & Newwindow P Help  [& Customize Page hrlp
Withholding Information
Backto Invoice
Business Unit: COLUM Invoice Humber: 123458789 VAT Entity:
Woucher ID: 00000445 Vendor: ooonoE2275  ABGC Vendor Invoice Date: 05i08i2012

Training Guide
Voucher Audit and Review

Invoice Line Withhold Information

Line: 1

—

Description:

Withholding Code:

Withholding Details

Withholding

[~ withholding Applicable

_ " I I 5 Cantract Rule Apply
Entity Type Jurisdiction Class z::.:;ri::n s e G Applicable
1Rs e [rossa [FEo a [z o 1 1 & ‘;v::fhr:s:w[:a‘ = =
4 \ i
Done | T T [ [ rusted sites [Fa = [maew <

Step

Action

15.

Click the Back to Invoice link.
Backto Inwvaice

Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

[=] Related content

D rewwindow P Help @fcusturmze?age hrlp =

| PO Unit:
PO Number:

Galculate

i Surnmary \E Related Dacumnents 3 i Payrments \E Woucher Attributes N Errar Surnrmary 3

Business Unit: COLUM Invoice No: frz3256780 Action:

Voucher ID: anoon44s Invoice Date: 05/08/2012 Gl =

Voucher Style: Regular Vaucher Accounting Date: 0512212012 | Run |
Procurement EDM | ‘iew Documents |

Vendor ID: 0000062275 Q ABC Vendar "Date Dept Rec'd Invoice: |05/08/2012 Session Defaults

ShortName: ABC-0M1 Q3280 Broadway *Service Location: us > |attachments (O

Location: CHK-001 Q. Mew York, MY 10037 “oucher Type: Check Requ =] commentsio)

*Address: 1 a

Advanced Vendor Search

Imvoice Lines: pog  PavTerms: 2 | A Due Now

N Basis Date Type: In¥ Date

Currency: usb & withholding

Miscellaneous: W Mon Merchandise Summs | Frint Invoice |

Freight: = | Preview & Submit For Approval |

Tatal: 00

Difference: 0.00 Copy From Source Document

GopyPo.

Copy From:

Invoice Lines

Line: 1 ftem:
*Distribute bz Amount j Unit Price:
Ship To: CL00000001 R Line Amount:
SpeedChart: Q Description:

I” One Asset

[0 T[] [ musedses

7 - [Hio0w -
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Step Action
16.

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

MainvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Advanced Vendor Search

Imvoice Lines: pog  PavTerms: A | A Due Now
Basis Date Type: In¥ Date
*Currency: usb & withholding
Miscellaneous: W Mon Merchandise Summs | Frint Invoice |
Freight: = | Preview & Submit For Approval |
Tatal: 0.00
Difference: 0.00 Copy From Source Document
| Caleulate | PO Unit:
PO Number: | CopyRo. |
Copy From: |Nnne | Go

Invoice Lines

Line: 1

tem: L uom: Q
“Distribute by: Amount :I‘ Unit Price: Quantity:
Ship To: cunaonuoa 2 Line Amount: 0.00
SpeedChart: Q Description:
I” One Asset
| calculate |

~ Distribution Lines

! Fret L aaf1 l
" Exchange Rate || Statistics | Assets
;:m Line Merchandise Amt Quantity “GLUNit  Account  Openitem  Fund  Dept Initiative Function :ﬁ:“"
Bl O 1 0.00 COLUNG, [66305 @ a [30)Q [rz0s103Q [ooooo @ 235 GENR O
4 | i

|E) save | & Retuntosearch | [=] motity | |7 Remresh |

[Braca]| [ updstemispiay)|
Summary | Related Documents | Inwaice Information | Pasments | Voucher Attributes | Errar Summary

4

| o
T T T T [ [ [l nuseases [ - [Soow - 4

Step Action

17. Click the Save button.
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Favnvr\tes'MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Advanced Vendor Gearth
Imvoice Lines: ooy Py Terms: il A Due Now
Basis Date Type: In¥ Date
*Currency: usb & withholding
Miscellaneous: W Mon Merchandise Summs | Frint Invoice |
Freight: = | Preview & Submit For Approval |
Total: 0.00
Difference: 0.00 Copy From Source Document
| Caleulate | PO Unit:
PO Number: | GoppPo. J
Copy From: |Nnne ﬂ Go
Invoice Lines 2 First K101 O Lost
1 I =
Line: 1 ftem: L uom: Q
“Distribute by: Amount :I‘ Unit Price: Quantity:
Ship To: Cun0000001 A Line Amount: 0.00
SpeedChart: Q Description: |
I” One Asset
| calulate |
~ Distribution Lines
" Exchange Rate || Statistics || Assets
;::‘“"‘ Line Merchandise Amt Quantity “GLUNit  Account  Openitem  Fund  Dept Initiative Function :ﬁ:“"
=B - 1 0.00 coLun@, [ee3n5 @ a [30/Q [120103Q [ooooo @ 235 GENR L,
< | -
|E) save | & Retuntosearch | [=] motity | |7 Remresh | [Braca]| [ upastemispiay)|
Summary | Related Documents | Inwaice Information | Pasments | Voucher Attributes | Errar Summary
< »
| T T [ mrustedsites [% - [®wr -

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.

Favgrites - Main Meru

Personalize Content | Layout ? Help
[Menu (= ]

\ ®

> Columbia Specific

[ Vendors

[> eProcurement

[> Accounts Payahle

[» Set Up FinancialsiSupply Chain
[ Enterprise Companents

[ Warklist

> PeopleTools

— Change My Password
— My Systern Profile

-

[T [ [ [ usedsies 75~ [Foms -

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

ﬁ Vouchers

i, maintain, and approve vouchers
[ Addipdate
[ Maintain

Review Accounts Payable Info

FRUN IngUifie= on ¥OUChers, vandors, payments, and
integration with systems,

[ Wouchers

Done

ﬁ Control Groups

el MealTtain, AN review comtrol grougs
=] Group Information

= Update Status

= Delete Control Groun

Training Guide
Voucher Audit and Review

ﬁ Payments

Create andl Manage payments
(1 Manual Payment and Prepavmert

1 P

[P | Trusted stes |75 [ w00 -

Action

2. Click the Vouchers link.

ARC™

Favgfites ;| Main Menu > Accounts Payable

Accourts Payable
Vouchers
Add, maintain, and approve vouchers.
ﬁ AddUpdate
Add and update vouchers.
= Reoular Entry
= Youcher Search

= Quick Invoice Entry
[= Delete Youcher

Done

ﬁ Maintain

Feview and correct voucher errors.
[=] Youcher Build Error Detail
= Woucher Maintenance Search

[T [ [ [ usedsees

Home

7 - [Hio0w -
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Step

Action

3.

Click the Regular Entry link.

ARC™

Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

Elewtindow  ? Help B hitp

Youcher

Eind an Existing Yalue

Business Unit: WQ

Voucher ID: ,W

Voucher Style: |Regu\ar\/nucher j
Short Vendor Name: ’7 Q

Vendor ID: &

\endor Location: ’7 Q

Adoress Sequence Number: | 0/Q
Invoice Number: |
Invoice Date: ,— lE]

Gross Invoice Amount: I—DDD

Estimated No. of Invoice Lines: 1

Add

Find an Existing Yalue |Add a News Value

‘ |

3

Done [ T [ [ [ trusedsees [¥5 ~ [# 100%

T 4

Step

Action

Click the Find an Existing Value tab.

| Find an Existing Yalue
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Favnvr\tes'MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

D rewwindow 7 Help

Youcher

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

Add a New Value

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

oo @
|hegms wnhj|

[begins with =]

Business Unit: ==

Voucher ID:

Invoice Number:

Invoice Date: [= =l [

Short Wendor Name: [begins with =] |

\iendor ID: begins with j| Q

Name 1: hegins with j|

Woucher Style: = j | j
Related Voucher: | heains with j|

Entry Status: [= = =l
Voucher Source: |: j | j
origin: [egins with =] Q

I” case Sensitive

| search | Cleat|pasic Gearch [E Save Search Criteria

Find an Existing Walug |Add a Mew Walue

it

\ i

[T T [ [ Trusted sies

Done |

RN

Step

Action

Click in the Voucher ID field.

Home

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

& NewWindow 7 Help

Youcher

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

Business Unit: = = WQ
Voucher ID: begins with |

Invoice Number: hegins with j|

Invoice Date: [= = 1]

Short Vendor Name:l begins with j|

vendor ID; negins with 7| Q

Name 1: begins with j|

Voucher Style: = j | j
Related Voucher: | beqins with j|

Entry Status: = j | j
Voucher Source:  [= = =l
Origin: |hegms with j| Q

™ Case Sensitive

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

Find an Existing Walue |Add a Mew Walue

-
Hittp

| »

[0

Done [

[ [ Trusted sites

75 - [wio0w -
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ARC™

Step Action

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

ARC

Youcher

Add a MNew Walue

Favnvr\tes’MainvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

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

I” case Sensitive

Search Clear |Basic Search [§) Save Search Criteria

Find an Existing Walug |Add a Mew Walue

Business Unit: IE [coum @
Voucher ID: [beginz with x][00000s01]

Invoice Number:  [beains with =] |

Invoice Date: |: j |

Short Vendor Name: [ begins with =] [

Wendor ID: begins with j|

Name 1: hegins with j|

Woucher Style: = j | j
Related Voucher: | beqins with j|

Entry Status: [= = |
Voucher Source: |: j | j
origin: [begins with =]

A newwindow 7 Help B nip

niEn

| 3

Done

T T [ trusted stes Ry

Step Action

7. Click the Search button.
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[=] Retated Content

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

Training Guide
Voucher Audit and Review

Related Documents Invoice Information EBayments Woucher Aftributes Error Summary

Business Unit: coLUm Invoice Date: 05/03i2012

Voucher ID: 00000501 Invoice No: AP_1099Processing_02

Voucher Style: Regular Invoice Total: §50.00 usD

Contract ID:

fendor Name: WITHHOLDING YENDOR - MULTI CLASS  Pay Terms: Due Mowr

3280 Broadway Voucher Source: Online
Mew York, NY 10027

Entry Status: Postahle Origin: OML

Match Status: Mo Match Created: 05/03¢2012

Approval Status: Approved Approval Histary Created By: AP_TEST_03

Post Status: Posted Modified: 05072012

Modified By: AP_WE_TEST_21
ERS Type: Mot Applicable

Budget Status: Walid Close Status: Open

Budget Misc Status: Walid

*View Related |Faymem Inguiry j Go

B Save | {4 ReturntoSearch | [] Matity | | Refresh B Add UpdeteiDisplay,
Summary | Related Documents | Invoice Infarmation | Payments | Woucher Aftributes | Errar Summar
4 3
Done | T T [ [ rusted sites [Fa = [®ae « )

Action

Click the Payments tab.

The Central Audit & Review Specialist will click on the Payments tab on the
voucher to confirm that 2 payment rows have been created.
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Favnvr\tes'MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

[=] Related Content & New Window 7 Help BCUETD!’H\ZEF‘EQE hrlp =
Lielated Lomtent =)

Payment Information

Payment: 1

*Remit to: TO00000026 = Gross Amount:
Lacation: CHK-O01 Discount:

*Address: 1
WITHHOLDING VENDOR - MULTI CLASS

Scheduled Due:
3280 Broadway Met Due:
Mew York, MY 10027
Discount Due:
Accounting Date:

Surmmary || Related Documents | Jnvoice Infarmation { Woucher Attributes || Error Summary |
Business COLUM \mvaice No: [2P_1098Pr0cessing_02
Unit:
Voucher 000501 Imvoice Date: [osmazoiz
ID: RegularVaucher e
Voucher 650.00 Procurement EDM | Vigw DocUments |
Style: .
Total
Amount:
Sohedule Payments,
Vendor Name: WITHHOLDING YEMDOR - *Pay Terms: oo Due Maw ‘ i
MULTI CLASS

Payment Options

First K1 of 2 O Last

FHE=
44850 ygp Payrent Inguiry
000 ysp Express Payment
AuditLogs

Payment Comments (0

HolidayCurrenc

057032012

[osmarzarz

05/07/2012 .

“Bank: CHASE Pay Group: [ = vendor Bank
*Account: ID\SE— *Handling: |US
“Method: CHK Check *Netting: [ Mot Applicabile =l
LiC ID: [ |8 HodReason: [ | ; :::?;m::mem
Message: | -
<
[T T [ mustedsites e
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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ERelatenCnmem @NEWWmdnw ? Help Efcuammwze?age hrlp ]

Surmmary || Related Documents | Jnvoice Infarmation { Woucher Attributes || Error Summary |
i Action:
Business COLUM \mvaice No: [2P_1098Pr0cessing_02
Unit:
: 05/0372012
Voucher 000a501 Invoice Date: [
D: RegularYoucher {m— L —
Voucher 650.00 Procurement EDb | View DocUments |
Style: S
Total
Amount:
Sohedule Payments,
vendor Hame: WITHHOLDING VENDOR - *Pay Terms: 0 e Now | " ]

MULTI CLASS

Payment Information

Payment: 1
*Remit to: Ton0000026 jeai Gross Amount: 44850 ygp Pavment Inguiry
Location: CHIC01 Discount: [ 0o uep Eipress Payment
*Address: 1 Audit Logs
Payment Comrments (0}
WATHHOLDING VENDOR: - MULTI GLASS Scheduled Due: | Pavment Comments()
2280 Broad: ) HolidayCurrenc
roaduay Net Due: [ozmzzoTz
Mew Yark, MY 10027
Discount Due:
Accounting Date: 0570772012 ]
Payment Options
“Bank: CHASE Pay Group: [ = vendor Bank
*Account: DSB8 *Handling: |US
“Method: CHK Cheek *Netting: [Mot Applicable =
LiC ID: Hold Reason: [ = I~ Hold Payment
I~ Separate Payment
Message: |
4
[ [ [ tustedsies [Fa - [mon -

10.

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

Favarites © Man Menu > Accoumg Pavable > Voughers > Add]uvpdate > Regular Entry
E Related Content B0 Mew Window 2 Help Etf Customize Page http  * 4
Surnmary Related Dacumnents Imvoice Information Woucher Attributes Errar Surnrmary
Business CoLUM Imvoice No: [eP_1099Fracessing_0Z Action:
Unit: ; . ]
Voucher 00000501 Invoice Date: [osimarzorz
D: Regularvoucher Lo R
Voucher 650.00 Procurement EDM | vigw Documents |
Style: R
Total
Amount:
Vendor Name: WITHHOLDING VENDOR - *Pay Terms: 00 Due Mow | Sohiedule Payments, |

MULTI CLASS

Payment Informati

Payment: 2
*Remit to: E = Gross Amount: 201450 ygp Payment Inquiry
Location: CHI-1 Discount: 000 ygp Express Pavment
*Address: h— Payment Comments (0
HaolidayCurrency
Internal Revenue Service Center Scheduled Due: 05/03/2012
Internal Revenue Service Centar Net Due: 503201 2
Qgden, UT 24201
Discount Due:
Accounting Date: |
Payment Options
“Bank: CHASE Pay Group: [ = Wendor Bank
*Account: DISE *Handling: |US
“Method: CHK, Check *Netting: [rot Applicable =
LicI: Hold Reason: [ = ™" Hotd Payment
I~ separate Payment
Message: [

[ [ [ [ [ [ usedsees

7 - [Hioow -
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ARC™

Step Action

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

ARC™

Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry
ERelatedCumem (B0 Mews Window ?He\p E{Custum\ze?age hrlp =

MULTI CLASS

Payment Information

Accounting Date:

Surnmary Related Dacumnents Imvoice Information Woucher Attributes Errar Surnrmary
Business CoLUM Imvoice No: [eP_1099Fracessing_0Z Action:
Unit: ; . ]
Voucher 00000501 Invoice Date: [osimarzorz
ID: Regular Youcher R
oucher 650.00 Procurerent EDM Wiew Documents
Style:
Total
Amount:
Vendor Name: WITHHOLDING VENDOR - *Pay Terms: 00 Due Mow Sohiedule Payments,

Payment: 2

*Remit to: [} =] Gross Amount: 20150 ygp Payment Inguiry

Location: CHI-1 Discount: 000 ygp Express Pavment

*Address: |1— Payment Comments (0
HaolidayCurrene

Internal Revenue Service Center Scheduled Due: 05/03/2012

Internal Revenue Service Centar Met Due: [nsmaz012

Qgden, UT 24201

Discount Due:

————

Payment Options

EHE

“Bank: CHASE Pay Group: [ = wendor Bank

“Account: e | ‘Handing Jus

“Method: CHK, Check *Netting: [rot Applicable = -

= Hold P: ent
LiCID: [ & HoldReason: | = - SEM:“;"QMEM
Message: [ =
4| »
[ [ T [ [ [ usedsees [a - [Fomm -
Step Action

12. You have completed reviewing withholding payment information.

definitions.
End of Procedure.

You can now move onto the Key Terms lesson where you can review terms and their
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Key Terms
The following terms will be helpful throughout the course:

Ad Hoc Approval Ad Hoc approval inserted into the voucher approval
process via an Ad Hoc Approver. The Ad Hoc Approver
role is reserved for a user who has specific knowledge
or approval authority related to a particular transaction.

OnBase (Electronic Document A document management solution that electronically
Management System) routes documents through review processes and
improves staff accessibility to information.

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.

Segregation of Duties (SOD) The concept of having more than one person required
to complete a task to prevent fraud and error.

Workflow Automatic rule-based routing to pre-determined
approvers based on criteria such as role, department,
commodity, account, and dollar amount.

Worklist A prioritized list of work items created by workflow.
From the Worklist, you can directly access the pages
you need to perform the next action, and then return to
the Worklist for another item.
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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

Budget
Checking
ChartFields

Field
PeopleSoft

Security

Workflow

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

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

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

An area on a page that displays or requires data.

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.

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.

Automatic, rule-based routing to pre-determined users based on criteria such
as role, department, commaodity, account and dollar amount. Workflow
manages and tracks the flow of work.
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