Instructions for Requesting a New Organization Code

Please complete the ORGANIZATION CODE REQUEST FORM.

ORGANIZATION CODE REQUEST FORM

This form is to only be used for new orgn codes that need to be created and orgns that need to be reactivated.
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1. Request Type — Options included are as follows:

Description Change
Inactivate

New

Re activate

Roll Up

2. Fillin Orgn Code, Effective Date, Predecessor, Orgn Description, & Attribute
Needed.

e Predecessoristhe orgnin which the orgn code will roll up under on the

hierarchy.

e Orgn must always start with their division abbreviation (AA, AF, AT, CH, EH,
FD, SA).

e Orgn must be 35 characters or less and contain no special characters or
names.

Attribute Needed — Options included are as follows:

Benefit Exclude
HERD

HR Dept

HR Timesheet
Center
Sustainability



Key points for Attributes:
e Isyourorgn self-supporting? Example: a special project where the money is
being tracked by the state. If yes, then the Benefit Exclude attribute is needed so
that benefits are not pulled from the university benefit pool.

e |syourorgn needed for timesheets? If yes, your orgn will need the HR Timesheet
attribute and the 3" letter will be an H. (ex. AFH Budget Office)

e Isyourorgn needed for People Admin and should be a Home Orgn for positions?
If yes, your orgn will need the HR Home Dept attribute and the 3™ letter will be
an H. (ex. AFH Budget Office)

e Isyourorgn defined as a service center? If yes, your orgn will need the Center
attribute.

3. PORT (Please complete for NEW Orgn Requests)

Pirate ID Approver  Pirate ID Approver Pirate ID Approver

PORT Organization Division Approvers
For additional approvers contact PORT@ecu.edu

4. Emburse Enterprise - Complete ONLY if orgn will be used in Emburse Enterprise
(previously Chrome River).



Fund(s) that will be used with this orgn
at least one FUND MUST BE LISTED

Emburse Enterprise Approvers (ALL fields required) BANNER ID NAME
(UDF1) Next Level Approver

(UDF2) Travel Expense Approver Budget

(UDF3) Travel PreApproval Budget

(UDF2PERSONID) Non-Travel / ProCard Budget Approver
(UDF3PERSONID) Dean of Orgn if Student/State Fund

5. The following signatures are required:

Signature of Requesting Department: Date:
Signature of Division Approver: Date:
Signature of UBO: Date:

6. Completed form should be emailed to Budget Office General email -
budgetoffice@ecu.edu

7. If you have any questions about completing the ORGANIZATION CODE REQUEST
FORM, please contact Angie Knight at 737-1145 or knightan25@ecu.edu.




