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Confirming the Correct Business Unit 

This Addy Note explains how to confirm which Business Unit should be used when creating a 
requisition.  

It is very important that the correct Business Unit be selected at the start of creating the 
requisition. If you attempt to create a requisition for departments or projects that are associated 
with a business unit other than the one you select at the start of the requisition, this will result in 
the requisition failing to save and you will need to begin again.  

If you have items you are purchasing, some for a RFD01 project and some for a UCF01 project, 
UCF Financials will NOT allow you to save them on the same requisition. You will need to 
create two individual requisitions, one for each business unit.  

Step Action 

1.  Navigate to: Main Menu > Set Up Financials/Supply Chain > Common Definitions 
> Define ChartFields > Define Values > ChartField Values 
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Step Action 

2.  Click the Project link.  
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Step Action 

3.  Enter the project number you wish to look up in the Project data entry field.   
 

 
 

4.  Click Search.  
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Step Action 

5.  The Integration field displays the correct Business Unit for this project.  
 
For this example, the correct Business Unit is RFD01. This indicates that the project 
is associated with the UCF Research Foundation. Notice too, that the Description for 
this project contains the letters RF (circled below). This is an additional indicator that 
you would need to use RFD01 as the correct Business Unit for any requisition which 
uses this project number.  
 

 

 


