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What’s a Category Code?

Depending on the keywords you choose, 
you may get a few results or no results. If 
you don’t get any results, try a different 
keyword or something more general. For 
example, if you type “screwdriver” you 
won’t get any results, but “tools” will give 
you the following:

How Do I Choose a Category?

Unless you know the category code and can 
type it in you’ll need to look up the category 
by searching for the category’s description. 
First click the lookup icon to bring up the 
category search box:

Then in the Description field type in a 
keyword that generally describes what you 
are purchasing. It helps if you change “begins 
with” to “contains” to find more choices:

When you create a purchase requisition or a 
campus voucher, you must categorize each 
good or service you add with a category 
code. A category code is an eight-digit 
number that is tied to a description to 
classify the item for tracking and reporting 
purposes. For instance, if you are 
purchasing a set of screwdrivers, you would 
choose the Hand Tools category from the 

category list. The University now maintains 
just under 1000 category codes now for you 
to pick from. In the past, the list contained 
over 50,000 codes. Most of the codes have 
been rolled up to make it easier to choose 
the correct code. For instance, instead of 
choosing category code 44121702 – Pen or 
Pencil Sets, you now choose 44120000 –
Office Supplies.

In this case, all four choices contain the 
word “tools” and you would choose hand 
tools to categorize your screwdrivers. If 
you hadn’t changed the search box from 
“begins with” to “contains”, the system 
would have only returned “Tools and 
General Machinery” since it’s the only 
category description that begins with the 
word “tools.”



Category and Account

Most of the category codes in the system are 
standard codes that came with the 
ConnectCarolina system, but some codes 
are specific to the University. If you type 
“UNC” in the Category search box, the 
system displays a sequential list of category 
codes beginning with “UNC.”

Environment, Health and Safety (EHS) also 
has a set of codes specific to the University. 
If you change the Description search box to 
“contains” and search for EHS, the system 
returns a list of all the EHS-specific 
categories.

When you choose a category for an item on 
a purchase requisition or a voucher, the 
system automatically chooses an account 
number for that item’s chartfield string. The 
system even overrides the account number 

you entered for your default string for 
purchase requisitions. However, you can 
change the account number selected by the 
system by entering your preferred account 
number instead.


