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• Payment Types 

 
• Roles and Responsibilities 

 
• Vendor Setup 
 
• Voucher Processing 

 
• Payment  
 
• Adjustment Vouchers 
 
 
 
***Please note this presentation  does not address  
the Bank to Bank Wire Process. 

 



• Payment Methods 

 

• Checks are payable in 5 to 7 Days.  The Check payment files are 

created in ARC. 

 

• Automated Clearing House (ACHs) -  are payable in 24 to 48 

Hours.  The ACH payment files are created in ARC. 

 

• Wires –  are Real Time payments that are  created outside of ARC 

and recorded in ARC.  

 

 

       

 



Location, Location, Location 

 
In ARC there is a Location for each Payment Method. 

 

Each Vendor has a default payment method 

 

Department must make sure Location matches Payment 

Method.   

 

  

 

 

 



Wires  ACHS 

Immediate Transmission of Funds 
Funds transferred within 24 to 48 hours because of over night 
batch processing 

    

More Expensive $10  - $30  in cost Used for Direct Deposit Payments 

    

 
Foreign Currency   & US Dollar Payments 
 US Dollars only 

 Primarily Foreign Payments.  Domestic 
Payments Limited to  Payroll or Insurance  
Payments for the University   Domestic Payments Only 



• Responsibility of the Department to complete the vendor and voucher steps in ARC 
 

• Wire Transfer vendor payment requests can no longer be sent directly to AP but 
must be routed via workflow in ARC similar to all other payments 
 

• Need to plan ahead to complete the steps in ARC  
 

• Requests for wire transfers to Columbia University overseas entities will be 
processed by Treasury directly – these payments no longer will be processed by AP 
 

• Wire transfers will be processed the same day if all department steps are completed 
prior to 10 EST 
 

• Rush payments after 10am EST will be accommodated only on an exception basis 
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• Wire transfers will be processed the same day if all department steps are 

completed prior to 10 EST 

 

• Rush payments after 10am EST will be accommodated only on an exception 

basis 



• If New Vendor 

 

        Department Initiates Vendor Request  (Wire      

        Template) 

         

         Department confirms profile in ARC with Wire  

         Location 

 

• If Not New Vendor  

 

          Department Initiates Vendor Modification and  

          confirms profile has been updated with Location 

          in ARC 

 

 



Department Completes Wire Request Form and Inputs Voucher into ARC. 

 

• Approved Vouchers with Wire Locations will route to the APPO unit in Accounts 

     Payable.  Each Wire request will be reviewed by APPO based on a check 

     list. 

 

• If wire does not pass review the wire will be placed on Hold or Rejected until 

Department provides information needed to pass review. 

 

• If wire passes review it will be Budget Checked.  If Budget  Check fails the wire 

will remain on hold and Department will be contacted to correct. 

 

• Each wire must have a completed Wire Transfer Request from, Wire Template 

and Original payment request (invoice).  If there is no invoice the wire number 

from the Wire Request can be used as the invoice #. 

 

• Wire Template must be signed by Vendor, Payee or Authorized Agent.  

 

• Convert Foreign Currency to USD by using OANDA Currency Converter. 

 

 

 

 

 

 

      

 

 

 

   

        

 

 

















Adjustment Vouchers 

Adjustment vouchers are used to adjust existing Foreign Currency  

 Wire vouchers if there is a Foreign Currency Gain or Loss.  

 

 

• APPO Initiates the Adjustment Voucher 

 

• Department Approves Adjustment Voucher 

 

• Adjustment Voucher Routes to APPO for final approval 

 

• Voucher is Budget Checked and released 

 

 

 

 

 

 

 



Contact Information 

Finance Service Center 

http://finance.columbia.edu/content/finance-service-center 

 

 


