DISBURSEMENTS

Travel, ProCard and Supplier
Management Updates

ANECU



Accounts Payable

e |ncorporates CSPR and Direct Pay forms into one
portal

e Super “Admins” will be set up across depts/divisions
to help end-users with this new process

e Training documentation can be found on AP’s

website @ EC[J




1099 reporting

changed from S600 to $2,000
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Travel / Emburse

major airlines - ex: Breeze
— No agenda when per diems are listed
— Missing itemized receipts
— Missing business purpose

— Rental cars — refueling charges and renting large
car class vehicles




Travel / Emburse

— Agenda with meals highlighted and
documentation if needed

— Combined Business/Personal travel memo with
personal dates listed

— Add Comments for anything that may be

unclear! @E |




Greenphire

review and will likely be increasec

The Consent to Collect SSN Disclosure form will
be updated to reflect this change and updated
on the Greenphire webpage.
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ProCard

e One-Time Passcode (OTP) verification is
needed for online purchases

e |f your current mobile number or email has changed
recently, please contact the ProCard office to

verify/update this information.
AECU

— procard@ecu.edu
— 252-737-5545



mailto:procard@ecu.edu
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ProCard

days from the aate of transaction.

* There are reports that we can provide to help you
monitor these transactions. Make a reach to us so
we can get you those reports!

e |f you are having difficulty getting a transaction(s)
processed within 30 days, please let the ProCard

_ |
team know — we can help you! @ECU




Supplier Management

you need to create a Banner ID # for a
candidate/research participant, use the below link.
Do not use the “Request a new supplier” link.

ECU Catalogs

(] (]

$ECU Candidate, Research Participant,... Central Office - Banner ID Reque...




Supplier Management

vendor has completed their part and we are working on the
approval process so we can create the Banner ID #

RE: Rebekah Harrington has been Approved in
Supplier Registration Workflow

Dear Karen Bernheisel,

Rebekah Harrington has been Approved in Supplier Registration Workflow

Thank You,

e You will be sent an email from Supplier Management with
Vendor’s name and Banner ID #. i

Supplier Number
BO1573321
Registration Status
Approwed
Registration Type
Individual Profile




Disbursements Session

OPEN FORUM
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Disbursements Contact Information

ECU Chrome River@ecu.edu / 252-737-5700

ProCard
procard@ecu.edu / 252-737-5545

Supplier Management
ECU SupplierMgmt@ecu.edu / 252-737-5325

AECU
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