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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.
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« 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.
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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.
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Wires ACHS

Funds transferred within 24 to 48 hours because of over night
Immediate Transmission of Funds 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
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* 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
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* 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
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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.

5 Convert Foreign Currency to USD by using OANDA Currency Converter.
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You requested that payment to you be made by cloctronic funds transter {bank wire transfer). In arder ta properiy credit your bank
account, please provide the following information, legibly.

* Required Fields

" Bank Name:

- Bank Address:

ABA Routing # (US Banks):

" SWIFT Code andfor BIC:

* IBAN

* Account Name {Not Payee Name):

Account Holder's Address:

* Account Number

Additional information

Important

Please inquire from your foreign bank (bank outside the United States) if they need to go through a correspondent bank in order
receive & wire transfer from a US Bank. If this is true, then please obtain the following required information regarding your bank's
correspondent bank

For USS transters to foreign bank via it's correspondent bank:

Correspondent Bank's Nams:

GCorrespondent Bank's Address:

SWIFT Code and/ar BIC:

IBAN

Account #

By my signature below, | confirm that | am the {title) of {entity)

and as such Fhave been authorized to provide the

information above. | understand that the University may seek confirmation of my authority in writing or by phone.

Signature: Date:
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AP Request Form - Wire Request

Check Request Wire Request Travel Advance

Please use this form to create a Wire Request PDF document. Once the information is complete, click the button below, and a PDF document wil be
Request Number to be used as the invoice number in ARC. Please print this form out, have it signed by your DAF, then scan it as the backup for your

Payee Information

Payee Name *:

Address *:

City:

State:

Select B

Postal Code:
Tax ID/Social Security Number:

Visa Type:

If Non-US Citizen
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PAYEE:
ADDRESS:

WIRE REQUEST

No. W003025

CITY:

ZIP:

IF NON-US CITIZEN

lVISA TYPE:

DESCRIPTION OF SERVICES:

GL Unit EAcccunl Dept

WIRE FEE

PC Bus Unit | Project

]
»

Activity

Lnitiative

IGL Unit ;Accuunl !Dept

N

‘ SUBMITTED BY:
|

| DEPARTMENT

|

| PC Bus Unit | Project

{ Activity

inittative

%chmen!
Lo -
1
i
[
L

Segmont

Site Amount 7

PR -~

Total.

Site: Amount

Total:

1 DAF/AUTHORIZED SIGNATURE:

‘DAF/AUTHORIZED NAME: ¢

Printed On,; 7/12/2013 3:34 P



OANDK

Currency Converter

ing Sunday, Jul 2%, 2013 22 00 UTC £

WL for fhe 2e-hour og

Currency | Have; Currency | Want.

500 eur 656.970uso

EUR/USD Details

ELERMAELE for the 24-Paus menead ending Sunday, Jul 29, 2092 2200 UT0 4 b= OF

Selling 500.000 EUR  »  you get 856.970 USD
Buying 500.000 EUR > you pay 857.295 USD

Rate Details Recent Trends

FUERIET fur

Sunday, Jul 21, 201

age valy Uni prees

Bid Ask 1.3382
Seil 1 EUR Buy ¢ EUR
Min 131335 131442 (el
AVG 131394 131458 13088
MAX 1.31394 1.31459
1.2958
12818
Apr May
24 24

Take trusted OANDA Rates " with you on your travels

Page | of |

[fold
EUR/USD OANDR
Interbank Rate +i- 0%
Julz22 2013
{EUR USD EUR uUse EUR usD
S 13115 » 1971 45+ 5913
2 + 26320 » 2628 50 -+ 6570
3 v 394 |25 » 3285( 100 » 13138
4 v 526130 » 3942|250 » 32849
5 » 65735 r 4599|500 » 66697
10 » 1314| 40 + 52.56[1,000 + 1,313.94
Ifald

hitp:/fwww.oanda.com/currency/converter/

72212013
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Home | Worlist | Addto Favorites | Signout

Faw;rites MainzMenu > AocountszPayable > Vougﬂers > .ﬂ\ddﬂ..lzudate » Regular Entry
[=] Related Content (& New Window ? Help  [¥ Customize Page ,@, hitp

Related Documents Invoice Information Payments Woucher Attributes Error Summary

Business Unit: COLUK Invoice Date: 05/14/2013
Voucher ID: 00568352 Invoice No: 6630427
Voucher Style: Regular Invoice Total: 22,880.00 uso
Contract ID:
Vendor Name: CSIRO Pay Terms: Due Now

PO BOX 883 Voucher Source: Online

KENMORE, QLD 408% AUS

Entry Status: Postable Origin: EIM
Match Status: Matched Created: 0FHM12013
Approval Status: Pending Approval History Created By: at2208
Post Status: Unposted Modified: 071202013
Modified By: at2806
ERS Type: Mot Applicable
Budget Status: Mot Chik'd Close Status: Open
Budget Misc Status: Walid
*View Related [Payment inquiry S .
| save | |& Retum toSearch| |[E] Notify | |4 Refresh | |[Ee Add | |F] Updst=iDizplay

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

|
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Regular Entry - Windows Internet Explorer provided by Columbia University

g—ﬂ - IE https:,l’,l’arc.enterprise.columbia.edu,l’psp,ffnglprd,l'EMPLOYEE,I’ERP,I’c,I’ENTER_VOUCHER_INFORMP.TION.VCHR_EXPRESS.GBL?PP.GE=VCHR_EXPRESSI&Action=ufj 5 E] |P Google

File Edit ‘“ew Favorites Tools Help x @Convert - Select

.7 Favorites | e E Suggested Sikes - E Free Hotrmail E wieh Slice Gallery = Calurnbia ~ E Customize Links H Servicenlomn E Oracle Hardware and Soft...
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g Regular Entry

Home | Worklist | Add to Favorites | Sign out

Favorites  Main Menu > nocounts!Payable b \c'ougﬂers » A.dd)Ui)date » Regular Entry
E Related Content @ New Window 7 Help H Customize Page ,@, htp =]
Summary Related Documents Invoice Information Payments Voucher Attributes Error Summary
Business Unit: COLUM Invoice No: se20427 Action:
Voucher ID: 00568352 Invoice Date: DEraz0ts | =l _
Voucher Style: Regular Voucher Accounting Date: 07M1/2013 [ | Run |
Procurement EDIW | View Documents |
Vendor 1D 0000043573 C2RO *Date Dept Rec'd Invoice: |0S/17/2013 m Session Defaults
Shortlame: CSIRO PO BOX 283 *Service Location: I us ¥ | Attachments (0}
Location: \WIRE-D1 KENMORE, QLD 4069 AUS *Voucher Type: [voice 7] comments()
*Address: 1 .
Approval History
Advanced Vendor Search
Invoice Lines: 39380.00 *Pay Terms: E 0o Q Due Now
Currency: UsD Baszis Date Type: Inv Date
Total: 22,330.00 _ a B
Nen Merchandize Summary | P "
Difference: 0.00 .
| Calculate |

Copy From Source Document

PO Unit:

PO Number: Copy PO

Copy From: |Nune d Go

Invoice Lines

——

Line: 1 Item: Uon:
*Distribute by: Amount j' Unit Price: 22,880.00000 Quantity: 1.0000 ¥ Amount Only
Ship To: Ccuooooooo Line Amount: 22,880.00
SpeedChart: Description: CEIRO - MTDC Out
™ One Asset -
B B
| Calculate Purchase Order & Receiver Info

Associate Receiver(z)

Customize | Find | |

" GL Chart Exchange Rate Statistics || Assets
m Line Merchandise Amt  Quantity *GL Unit Account Dept PC Bus Unit  Project Activity Initiative g
r 1 22,580.00 1.0000 COLUM 63020 6060201 SPONS GG006033 01 60401 CRRY
1 | | 3
[=]
[ [ [ | & meernet R



Regular Entry - Windows Internet Explorer provided by Columbia University

Gﬁ L IE https:,l',l'arc.enterprise.columbia.edu,l'psp,ffng1prd,l'EMPLO\"EE,I'ERP,I'c,I'ENTER_\.-'OUCHER_INFORMATION.\.-'CHR_EXPRESS.GBL?PAGE=\-‘CHR_E><PRESS1&Acti0n=UELI a @ Ip Google

File Edit \Wiew Faworites Tools Help x @Convert -

Select

<7 Favorites | s E Suggested Sikes - E Free Hotmail B Web Slice Gallery - Colurnbia ~ E Customize Links H ServiceMow E Oracle Hardware and Soft. ..

g Regular Entry

ﬁ = =[] @ - Page ~ Safety ~ Tools ~ 0' >

Home | Werlist | AddtoFaverites | Signout

Favorites  Main Menu > .kocount;zPavable > \u'ouglers > .kdd,ﬂ..lgdabe » Regular Entry

|E| Related Content (29 New Window 2 Help B Customize Page ,@, http  |=

Summary Related Documents Invoice Information Voucher Attributes Error Summary

Business COLUM Invoice No: 830427 | Action: =
Unit: . X 05/14/2013 “oucher Post -
Voucher 00568352 Invoice Date: | ]
ID: Regular Woucher | Run |
Voucher 22 880.00 Procurement EDM i P — |
Style:
Total
Amount:

00 Q | Schedule Payments. |
Vendor Name: CSIRO *Pay Terms: Due Now .

Payment Information

Payment: 1
*Remit to: W M= Gross Amount: | 22,880.00) 5p Payment Inquiry
Location: ’WQ Discount: | 000 ysp Express Payment
*Address: ’1—Q Payment Comments(0}
CSIRO Scheduled Due: ||}?.r1 12013 B Holiday/Currency
PO BOX 883 et Due: [osazo13

KENMORE, QLD 4065 AUS

Discount Due: |

Accounting Date: |

Payment Options

*Bank: [cHasE Q, Pay Group: I us LI “endor Bank
*Account: [conc @ *Handling: [os Q recsages
*Method: WIR QA wire *Netting: | Hold =] Layout

Lic 1D: | Zl  Hold Reasorn: | other d| I¥ Hold Payment

- Separate Payment
Message: |

Mes=age will appear on remittance advice.

Schedule Payment
*Action: Schedule Payment = | Payment Date: |

Pay:

|«

Reference: |

|E% Addl | UpdatF_"Display]

|D0ne ’_ ’_ ’_ ’_ ’_ ’_ |— Inkernet |fg - | =TT
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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
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Contact Information

Finance Service Center
http.//finance.columbia.edu/content/finance-service-center
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