Columbia University Finance Training

Job Aid: Creating PayCard Funding Vouchers in the CU Marketplace

This job aid covers how to create Vouchers for PayCard Funding in the CU Marketplace.
Those with the Procurement Initiator role can create and submit PayCard Funding Vouchers into approval workflow.

Submitting a PayCard Funding Voucher

Creating a Non-PO Voucher
1. Navigate to the Finance Buying and Paying website, click the CU Marketplace logo, and log in using your Single

5.

Sign On.
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POWERED Y IAGGAER

P2 COLUMBIA UNIVERSITY O #-  sema & aonus W O™ &L

Dashhoards « Welcome Page a +

Welcome to the CU Marketplace News and Alerts
The CU Marketplace is a procure-to-pay (P2P) solution This is a section ta include exciting news abaut what's happening in the Marketplace. The text
nabling you to for goods and services, can include new suppliers brought on 1o the catalog or outages that are happening in the ne:
uest and man ntracts, and make seamless future
nts to vendors and suppliers,

o get started, select one of the tiles below, or click any

g
Iinformation icon @ for guided assistance.

Helpful Links

Note: The CU Marketplace will automatically time out after thirty minutes of inactivity, consistent with other
University Enterprise Systems.

Select the Pay tile. The Pay dashboard appears.

In the Create Vouchers and Receipts section, select Voucher from the Type dropdown and Non PO from the
From dropdown.

Create Vouchers and Receipts .

Vaucher ~

In the Supplier name field enter “US Bank”. Click the Search < icon to find and select US Bank.

Search Suppliers %
‘ s Bank Q, ‘ Clear All Filters
MName
US Bank +
USBANCORP EQT FIN INC +

Cancel

Type your criteria in the Quick Search field, press Enter, and click the Add + icon for US Bank.
Click the Create button. The Voucher form appears.
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Completing the Voucher Form

The Voucher Entry screen appears with the Summary pane indicating the required fields.

If you setup a Default Accounting Code (ChartString) in your Profile (refer to the Modifying Profile Settings in the CU
Marketplace job aid), that ChartString information will be automatically populate and won’t appear as missing
information in the Summary section.
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Voucher - US Bank - 3128352

Sunemary

2. Click the link for the Required Payment Reason Line. The Edit General window appears where you can enter the
required Payment Reason and the Supplier Invoice No.

Gansen formation

4. For the Supplier Invoice No, enter using the format PayCard Type (Rewards or Focus) + Department Number
+ Miscellaneous Number. The miscelleneous number can be any unique humber your Department uses, such as a
counter or the IRB number. For example, if the card type is Rewards PayCard, your Department is 680000X, and
your miscellaneous number is 123, the Invoice number would be “REWARDS680000X123".

5. Click the Save button.
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Adding or Editing Accounting Codes (ChartStrings)

Ensure that you have the correct ChartString information populated in the Accounting Codes section. If you set up a
Default Accounting Code (ChartString) in your Profile (refer to the Modifying Profile Settings in the CU Marketplace
job aid), that ChartString information will be automatically populated. You can edit the Accounting Codes, as needed.
In addition, you have the option to edit Accounting Codes for each Line of your Voucher.

Codes P

GL Business Unit Project Activity Department Account Initiative Segment Site PC Business Unit AM Business Unit

CcoLUM no value no value no value no vaive no value no value no value novalue COLUM
Columbia University ©FRequired © Required © Required © Required © Required ©FRequired © Required Columbia University

1. Inthe Codes section, click the Edit Codes Section ¢ icon. The Edit Codes window appears.

Edit Codes x

Accounting Codes Add alternate distribution for Discount ¥ +

LINE

GL Business Unit # Project # B Activity # = Department * & Intiative % Segment # Site PC Business Unit - B

Y 0 feauie © recure © Requre © fequie o © Require

] »
Discount +

2. Update the ChartFields as needed. ChartFields must be entered in order left to right as the available values are

dependent on the value in the previous field. You can click the Dropdown “ arrow in the field you are populating
to view the available values.

LINE

GL Business Unit % Project® & Activity % D

3. Click the Validate ~ icon to ensure your ChartFields were entered correctly. If you corrected a ChartField and it
still appears as Required - ' click the Validate icon again.

You can click the Add Split T icon to add an additional ChartString line and indicate a percent distribution.

You can click the Code Favorites ¥

4. Click the Save button.

icon to select a favorite ChartString you created in your Profile.
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Adding Lines

You must enter a Line to describe the payment, the price, and the quantity. You must indicate the Account for the

category.
1. Inthe Lines section, click the Add Non-PO Item link.

0 Lines

No lines have been added. Add new PO of Add Non-PO ltem

The Add Non-PO Item window appears.

Add Non-PO ltem

Catalog No. Quantity *

Packaging

EA- Each ~

pe—

* Required fields

Close

2. Enter the Product Description as “PayCard Funding”, Quantity as “1”, and Price Estimate (the amount of the
PayCard funding).
3. Click the save button to add the Line.
<No PO Number> -
Line Status PO Line Iem Catalog No. Size/Packaging Unit Price Quantity Ext. Price
1 PayCard Funding EA 1,000.00 Qty: 1EA 1,000.00 -
~ ITEMDETAILS 3 s
Contract no value Capital Asset Type N/A
Internal Line Attachments ~ Add Asset Location no value
Account no value Asset Profile ID no value
Capital Related Tag / Asset  no value
Serial Numbers no value 1D (if known)
Budget Year no value Asset Custodian no value
4. Notice the Account field is indicated as Required. Click the Required link to edit the Account field.
Edit Line 1: hem Details
PayCard Funding EA EA 1,000.00
Account % 65191
= -
5. Search and select the Account. 65191 -Human Subject Costs.
6. Click the save button.
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Adding an Additional Line

Click the Actions *** link at the top right of the Line section and select Add Non-PO Item.
<No PO Number> (|
Line Ststus POLine Item Catalog No. Size/Packaging Unit Price. ‘Quantity Ext. Price Add EH-PDHEM
v PayCard Funding EA 1,000.00 Qry: 1EA 1,000.00

~ ITEMDETALS [3 #
Contract: no value Gapital Asset Type NA

Intemal Line Attachments ~ Add

65191 ofile ID o valve
Capital Related Tag / Asset o value
Serial Numbers no value 10 (i known)

Budget Year no value Asset Custodian o value

Editing Line Accounting Codes (ChartString)

The Accounting Codes that you entered in the main Accounting Codes section automatically copies to your Voucher
Lines. If you have multiple Lines, you can edit Accounting Codes for each Line as needed.

1. Click the Actions *"* button to the right of the Line detail and select Accounting Codes.
<No PO Number> |
Line Ststus POLine ftem Catalog No. Size/Packaging Unit Price Quantity Ext. Price

1 PayCard Funding EA 1,000.00 Qty: €A 100000 [-]]
[

ine ttem Actions for PayCard Funding
~ WEMDETALS [
Accounting fodes
Contract no value Capital Asset Type NA <
Remove
Convert To Substituted ltems  *

novalue Replace with PO Line

2. The Override Line Accounting Codes window appears.

3. Click the Add alternate distribution for Line + icon.

Ovenride Line 2: Accounting Codes

GL Business Lo & Prect % & Aty ® Deparment * ilative Segment * = FC Buainess it # =

Note: ChartFields displayed in the graphic above are for example purposes only. Your ChartString information
depends on your Project and Department information.

4. Update the ChartFields as needed. They must be entered in order left to right as the available values are dependent
on the value in the previous field. You can click the Dropdown “ arrow in the field you are populating to view the
available values.

v

5. Click the validate icon to ensure your ChartFields were entered correctly. If you corrected a ChartField and it

still appears as Required -~ ' click the Validate icon again.

You can click the Add Split T icon to add an additional ChartString line and indicate a percent distribution.

You can click the Code Favorites ¥

6. Click the Save button.

icon to select a favorite ChartString you created in your Profile.
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Attaching Documentation

Attach the signed version of PayCard Load Form and an Excel copy of the Load Form. The Load Form and the
Voucher total must match.

1. Inthe Summary pane, click the Empty Internal Attachments link.

ol CoLumBIA UNIVERSITY 0 M- Search (A1) a v w i@ &l

Voucher - USBank - 3128352 ® & 0 -

General ’ Addresses # - Mote/Attachments £

The Add Attachments window appears.

Add Attachments

Attachment Type ®Fle O lnk

Drop File or Browse
Max. Fie Size- 50 MB

2. Drag or drop your file(s) to the File(s) section or click the Browse link to search and select your file. You can add
additional documentation to this window, if needed.

3. Click the Save Changes button.
You can view and attach additional documents via the Attachments tab.

Kl COLUMBIA UNIVERSITY 0 s seama  a wsum w 9@ 4 20
Voucher + USBank + 3128352 ® -
nacoments @
Summary -
O Attachments found: 2
Attachment Size. Type Loeation Visitility Create Date US Bank
Supple REWARDSSB0000X123
ok Fe  Document nteral e2rmas 83T her image
P PayCart Load Form.paf
"wyCard Load Form pdf 49k File Docurment Imernal 642.20%':45‘3» Total (2,000.00 USD)
What's next?

Adding Comments
Optionally, add Comments with an email notification to colleagues so they are notified of the PayCard Voucher funding

status.
1. Navigate to the Comments tab.
2 COLUMBIA UNIVERSITY O w4~ swoena a oususo w o @ & 20
Voucher + US Bank + 3128352 e o - EEE
=
e e ot E—

2. Click the New Comment + icon. The Add Comment window appears.

ADD COMMENT v X

has been

‘Characters beyand The [IMit rs 101 Saved, 1 &, 18 Note 5 Tuncated. Once the nate 15 . . ® Fie
attached, t1s accessible fram the History 18 of the document, :
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3, Type your Comment,
4. Click the Add Recipient link to search and select the recipient of the email notification.

5. Click the Add Comment ~ icon to add the Comment to the Voucher and send the notification.

Submitting the Voucher

Click the Complete button to submit your VVoucher.

PR 2 CoLumBIA UNIVERSITY 0 - Search (At+) a conoousD W O & 10
! Voucher * BANK OF AMERICAN A + 176870397 [ 6]

The Voucher Submitted confirmation screen appears.

© Voucher Submitted

Summary Create Voucher
oucher r be
Type Voucher hd
o Status u
From PO i
ner
Voucher name u _ N PO numbers | Q ‘

You can click the Voucher number to view the Voucher details.
Additionally, you can create a new voucher from this screen.

Once the PayCard Voucher is submitted for funding, the PayCard team will
e Fund the PayCards noted on the Load form via the US Bank systems.

e Once complete, an email will be forwarded to the Initiator and Approver to confirm that all of the PayCards

have been loaded and are ready for the study to distribute.

Getting Help
Contact the Finance Service Center
http://finance.columbia.edu/content/finance-service-center

Contact the PayCard team:
paycardteam@columbia.edu

Log an incident or request a service via Service Now
https://columbia.service-now.com
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