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You spoke. We listened. The new PiratePort keeps the features you rely on
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PETS (Property Equipment Tracking
System) is the surplus property
tracking system for ECU.
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authorizations to travel for travel
costs,

SUGGESTED
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FERPA or research data.
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Access the Finance, HR/Payroll or
Student Banner Modules. Banner
access requires training and
supervisor approval.

RECENT

(&' AIR - COI and External Acti...

Link to AIR conflict of
Interest/external activity for Pay
(EPAP) software

PORT - Purchasing Request

Employee Self Service

Manage employee information
including my profile and my team.
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Department Name org# Short Name
Surplus Property Depariment 230602 Surplus
Addresses Add New Phones Add New
CLARK STREET #214D , 1104 Clark Street , Greenville NG, 27858 PR (252) 328-9941 Dept. Main Phone PR
Central Stores #215C , 1150 S Greene St , Greenville NG PR

Cancel Delete Print
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Individual Name Title Security Level Phone E v

Admin Admin Admin Administrator (252) 328-9941 = yl i

Total Records: 10
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Enter First Name Then Last Name and Job Title skip SPO Role as doesn’t relate to Departments Then Emai
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Assign Existing User
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|

Security Level
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Add New Authorized for

Select Administrator to enter and approve all request OR Select User if they may only enter items and then they will
have to Select the Administrator for PETS for the department to review and Authorize all request

Click Add New
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Assign Existing User
o
Notes:
First Name Last Name Job Title SPO Role
Test Account Admin Assoc E‘

Email Security Level

griffinde15@ecu.edu Administrator E‘

Phones { Add New | Authorized for
T

Save




Enter Phone Number and for Ext. Enter Mail Stop #\(This is how Surplus knows where to mail your labels)

Phone Number 5 Phone Type

2523334545 Phone

Cancel
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Security Level

griffinde 15@ecu.edu Administrator
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Click Save

Click the box so it Authorizes the Administrator (not for Users) that was just added to the system, it will become green
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First Name Last Name Job Title SPO Role

Admin| Admin Admin Admin

Email Password Security Level

admin@admin.admin a8 Administrator E‘

Phones Authorized for

(252) 328-9941 Phone Dept# 230602 Surplus Property
Department

SEVC) Cancel

Next page is to remove a user



To Remove a User Click trash can icon by Users Name
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Individual Name Title Security Level Phone E v
Admin Admin Admin Administrator (252) 328-9941 = 4 i
Click OK

Are you sure you want to delete this record?

Next page is to edit a user



To Edit any info for any User Click Pencil by the name needing changes
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Make changes as needed
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First Name Last Name Job Title SPO Role

Admin| Admin Admin Admin

Email Password Security Level

‘ admin@admin.admin a Administrator E‘

Phones Add New Authorized for

(252) 328-9941 Phone S o Dept# 230602 Surplus Property
Department

Cancel

Click Save once done



