Cal Poly
Pomona

PAYMENT WORKFLOW (as of January 26, 2026)

Administrative Affairs

FINANCIAL SERVICES

University Accounting Services

Email a Regular Direct Pay
Form to cpp-ap@cpp.edu
[will shift to Concur
effective April 6, 2026]

Employees, Students,
Non-Employees
(candidates, auxiliary
employees)

Who are we paying?

Color Index

CSUBUY P2P

Supplier

Is this a payment for
an approved Purchase
Order or a Direct Pay?

Concur Single Instance - Go Live Date April 6, 2026
Legacy Process - Valid until June 30, 2026 for FY25/26

Notes:

Purchase Order

Direct Pay

Email the invoice to
cpp-ap@cpp.edu [valid

until June 30, 2026 for
FY25/26]

Legacy PO

Is the Purchase Order

a legacy PO or in P2P? )
1. Recommended: Supplier

pP2p submits invoice via Supplier

Portal in P2P

2.1f supplier does not submit via
Supplier Portal, email the invoice

to cpp-ap@cpp.edu

Are the goods / services

listed as examples on the
/ Direct Pay Form in P2P?

Goods / Services

Is the Direct Pay for
goods / services or a
reimbursement /
refund*?

Reimbursement / Refund ) )
Email a Regular Direct Pay
\ Form to cpp-ap@cpp.edu
[will shift to Concur
effective April 6, 2026]

* Reimbursement/refunds use a chartfield string with accounts that begin with 2xxxxx (liability) or 5xxxxx (revenue).

Link to Regular Direct Pay Form (PDF) on UAS Accounts Payable website.

Link to access CSUBUY P2P Direct Pay Request Form.

—

Yes

No

S~

Complete and submit
the P2P Direct Pay
Form

Complete and submit a
P2P Goods and
Services Request
Form

Examples include:

 Attorney Fee

« Freight / Postage / Shipping

« Legal Settlement

e Local & Federal Government Payment
» Medical Service Payment

* Memberships

« Official/Referee Payment

e Permit / License (non-IT)

¢ Royalty Payment

« Student Union Return of Surplus
* Subscription/Publication (non-IT)
« Utilities


https://www.cpp.edu/fas/university-accounting-services/docs/Accounts%20Payable/f3820_direct_pay_form_032020.pdf
https://www.cpp.edu/fas/university-accounting-services/docs/Accounts%20Payable/f3820_direct_pay_form_032020.pdf
https://www.cpp.edu/fas/university-accounting-services/docs/Accounts%20Payable/f3820_direct_pay_form_032020.pdf
https://www.cpp.edu/fas/university-accounting-services/docs/Accounts%20Payable/f3820_direct_pay_form_032020.pdf
https://www.cpp.edu/fas/university-accounting-services/docs/Accounts%20Payable/f3820_direct_pay_form_032020.pdf
https://solutions.sciquest.com/apps/Router/FavoritesFormsBrowse?tmstmp=1771288602657
https://solutions.sciquest.com/apps/Router/FavoritesFormsBrowse?tmstmp=1771288602657
https://solutions.sciquest.com/apps/Router/FavoritesFormsBrowse?tmstmp=1771288602657
https://solutions.sciquest.com/apps/Router/FavoritesFormsBrowse?tmstmp=1771288602657
https://solutions.sciquest.com/apps/Router/FavoritesFormsBrowse?tmstmp=1771288602657

	AP Decision Tree
	Page 1


