Direct Deposit Instructions for
Reimbursement

By default, Columbia will process and send a paper check for all reimbursement requests. To add direct
deposit to your Accounts Payable profile, navigate to the Columbia Vendor Management web form and
follow the steps below:.

https://forms.finance.columbia.edu/vendor-request/

1. Search for your name in the vendor information search box

S CorvusiA LN VER R D T Gateway ARC Vendor/Payee Request Web Form

IN THE CITY OF NEW YORK

Welcome to the ARC Vendor/Payee Request Web Form. This online application will allow departments to request the setup of New Vendors or Payees, as well as request any modifications.

If you are a vendor, use this application to make any modifications to your information. But, please be aware that only current Vendors in our system are able to make modifications. If you are looking to add
yourself to our system, please contact the Department that is requesting your services so that they may initiate the process.

In order to get started, please enter one of the following pieces of information:

+ Vendor Name
* Employee Identification Number (EIN)
+ ARC Vendor Mumber (if the Vendor/Payes already exists)

Submit

2. Select your name from the results list, and click ‘Edit’ !

3. From the dropdown box, choose ‘Direct Deposit (ACH) Modification’. In the comments box,
indicate you are requesting to add or set up new account information’

Lif you cannot locate your vendor name or number, please contact the Math Department for assistance:

reimbursements@math.columbia.edu.

> Direct Deposit is only available for US based bank accounts. Foreign accounts must request wire transfer setup in
step 3, and provide additional account details (IBAN and SWIFT numbers).


https://forms.finance.columbia.edu/vendor-request/
mailto:reimbursements@math.columbia.edu

Type of Modification

Pleaze choose the type of modification you are looking to make for this Vendor /Payes

Add new account information|

Continue Go Back Start Ower

Enter your contact information, choose ‘Switch from Check Payments to ACH’, and add your
bank account details. Continue to the review page, then confirm and submit.

Disbursement Info

Thiz application form is to be used for setting up ACH (Direct Deposit) bank account information for Employees (for Expense Reimbursement only) or Vendors.
Please submit your information below.

Type of Disbursement Change

ACH Bank Account Info

Review & Continue Go Back Start Over

Monitor your email for communications from Columbia Vendor Management to resolve any
questions or concerns.



