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AP DIRECTOR INTRO

AP Director is a new portal that works seamlessly with PORT and represents a
major step forward in modernizing ECU’s payables process. With this
implementation, vendor payable processing will occur in PORT, and the
information will then feed into Banner for payment, creating a more unified,
consistent, and streamlined workflow across departments. AP Director
consolidates these payment types under one platform, reducing system

fragmentation and improving processing efficiency campus-wide.

Vendor payables include Purchase Order invoices, Confirming Order invoices,

Contractual Service Payment Requests (CSPRs), Direct Payment Forms (DPFs).




Streamlining Payment Workflows

The new form reduces bottlenecks and manual steps to speed up payment
approvals and minimize errors.

Unified User Experience

Consolidating multiple functions into one form simplifies the process and
improves employee usability.

Leveraging Familiar Systems

Using an existing platform reduces training needs while adding automated
routing and validation features.

Enhanced Organizational Efficiency

The form supports digital transformation goals by improving visibility, reducing
cycle times, and lowering administrative burden.




WHAT IS CHANGING?

Standing Order Invoice
(W POs) amg Regular Purchase Order
One Time Pay Request —

Lite Vendor Setup

Confirming Order

Pirate Payment
Form

Direct Pay




WHAT IS NOT CHANGING?2

Manual Travel Requests

Dual Employment Certification Form (CP-30)
External form requires approvals

Template Wire Requests

Employee Reimbursements (Travel & Non-Travel)
Emburse

ProCard Reconciliation
Emburse




ASPECT

PIRATE PAYMENT FORM

CURRENT PROCESS

Approval Workflow

Simplified and automated

Multiple steps with manual routing

Routing to AP

Direct once approved

Requires manual forwarding (Formstack)

System Usage

Single unified platform

Multiple systems/forms

Error Potential

Reduced due to fewer touchpoints

Higher due to manual transitions

Learning Curve

Short initial adjustment

Familiar but outdated workflow




REGULAR PURGHASE ORDER

Cost Receiving Option
Receiving done by amount not quantity.
Used for subawards, standing orders, etc.

Invoices Keyed by AP into PORT

Matching Process Done in PORT
Real Time feed to Banner (once matched)
Match Exceptions Tab

Recurring Payable Request Option
Approved Purchase Order can be set up as a recurring payable.
Used for contracted services with same price.

Real Time Payment Information
Payment data will feed back to PORT




REGULAR PURGHASE ORDER

Cost Receiving Option

Records found: 1, Totaling: 100.00 USD

Invoice No. [, supplier Invoice MNo. Invoice Date Due Date Invoice Type Payment Status Invoice Total Invoiced By
QT001874 [F 12589 2/11/2026 3/13/2026 Invoice Payable 100.00 USD Hudson, Donna
Line Details
Line No. Product Name Catalog No. Unit Price Qty/UOM Extended Price Invoice Qty/Cost Status
1 5 Pharmacy Orders 1,000.00 USD 1EA 1,000.00 USD L'EN / 900.00 USD Open
L'EN / 100.00 USD Net Invoiced

Match Exceptions Tab

P1403078
Match Status Matching Method Invoice Line No. PO Line No. Catalog No. Description Size/Packaging Unit Price
~ ,"‘ Unmatched 3 Way 1 1 15487 Lap tops EA 500.00
usp
MATCHING EXCEPTIONS MATCHING SUMMARY
A No receipt has been entered Ordered Received Net Invoiced Exception Rea:
Quantity 2 - 1
Unit Price 500.00 . 500.00 USD
RESOLUTION ACTIONS usp
- Ext. Price 1,000.00 = 500.00 USD
usD
Document 0.00USD - 0.00 USD

TS&H




PIRATE PAYMENT FORM

Entered in PORT by department
All Pirate Payment Forms will be initiated directly in PORT

Replaces Multiple Existing Forms

The Pirate Payment Form will take the place of:
— Confirming Order invoices
— CSPR requests
— Direct Payment Form requests

Workflow Already Established
Routing and approval workflows are built into PORT

Payment Detail Visibility
Payment data will feed back to PORT
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PIRATE PAYMENT FORM

Form * Pirate Payment Form

Supplier Information

Existing Supplier

Enter Supplier #
Currency

Remit To Address
Contact Name
Street 1

Street 2

Street 3

city

State

Zip

Country

Email

Phone

Toll Free Phone

Fax

Select Supplier

usb

Invoice

Supplier Inv # (I you
donit have an invoice
number, use the
numbering scheme of
*SUPPLIER NAME*-
*DATE OF ENTRY in
mmddyyyy format*) 4

Invoice/Service Date #

Internal Attachments
*

Business Purpose #

If other is selected,
please include more
information about the
business purpese here

Add

Please select...

Invoice Questions

Separate Check #

Mail with Attachments
(If Yes, ensure to attach
this on the requisition
page) %

Hold for pickup

If Hold for pickup is
requested, who is
picking up the check?

If hold for pickup is
requested, provide the
email address of
individual picking up
check.

Explanation for not
using ProCard or
Purchase Order #

Al Search (Alt+Q)

O Yes
O No

O Yes
O No

O Yes
O No

A

aracters remainingexpand | clear

<

-

=%

0.00 USD

Close

- QO

Add And Go To Cart

A

-

i §




SUPPORT

Super Admins

Each division will have designated Super Admins who can assist end-users
with:

— Navigation

— Troubleshooting

— Form Preparation

—  Workflow Questions

A list of Super Admins will be visible on the Pirate Payment Form

Team Dynamix
PORT Issues

— Purchase Requisitions
— Purchase Orders
— Pirate Payment Form

Route to correct support area based on issue selected




QUESTIONS?

Accounts Payable
ACCOUNTSPAYABLE@ECU.EDU
252-737-5442



mailto:ACCOUNTSPAYABLE@ECU.EDU

	Slide 1: AP DIRECTOR  Moving Payments to a  More Streamlined Future
	Slide 2: AP DIRECTOR INTRO
	Slide 3: PURPOSE
	Slide 4: WHAT IS CHANGING?
	Slide 5: WHAT IS NOT CHANGING?
	Slide 6: COMPARISON
	Slide 7: REGULAR PURCHASE ORDER
	Slide 8: REGULAR PURCHASE ORDER
	Slide 9: PIRATE PAYMENT FORM
	Slide 10: PIRATE PAYMENT FORM
	Slide 11: SUPPORT
	Slide 12: QUESTIONS?



