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1. Introduction

At the end of this course, you will be able to.

e navigate the Procurement menu option of Unit4.

e raise purchase requisitions (reqgs)

e navigate to the Marketplace to place orders with catalogue & punch out suppliers
e run procurement reports to manage queries.

o understand the workflow of a requisition.

e manage tasks.

e receipt purchase orders (POs)

2. Who is this guidance for?

The process of procuring or purchasing, goods or services from a supplier is managed through the University’s
financial system, Unit4 (previously known as Agresso).

If you are required to purchase goods or services for your School or Directorate, it is likely you will need access
to the Procurement menu option in Unit4.

Gaining access to Procurement in Unit4
New Users —request access by raising a ticket in Topdesk (IT Self-Service) by selecting.

Finance & Ordering Service > Finance & Ordering Service Access > Request P2P Access

Although training to gain access is not mandatory, it is highly recommended that all users refer to.

e the user guides available in the University Staff Portal
e the e-learning in the University learning management system for Unit4 Requisitioning & Receipting
e the e-learning in the University learning management system for VAT @ UoR - Purchase Tax Codes

3. Unit4 Navigation to Procurement

To raise requisitions and receipt orders you will require access to the Procurement menu option in Unit4.

UNIiT4 ERP

The Procurement menu option will appear in your
Homescreen once access has been granted for end

users who.
e raiserequisitions.
Homescreen menu e receipt purchase orders (PO)
Start e run sharedreports.
e-Marketplace
= Note: Access to approving requisitions does not

appear in this option. Approving is managed via tasks
and guidance is provided in the Approvals e-learning
and user guide.

SelfService admin

Procurement
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4. Overview of the Unit4 P2P (Purchase to Pay) Procurement Process

The chart below represents the swim-lanes of the University P2P Procurement process from raising a
requisition to the approval requirements.

Key for Maps

Process Start or End Process Step Workflow Approval Step Document Output Human Decision System Logic / Check

Swim-Lane Key

Unit4 - Requisition Entry, Approval and PO Creation

o == =

CALL-OFF / FREE TEXT ORDER [UNIT4] 1 ‘
PUNCH OUT TO MARKETPLACE

RESUBMIT REQUISITION

¥

ERRORS IN VALIDATION !
APPROVED
v l
VALIDATIONOK ——— |
. [
Technical Approval . " Scheme of
[based on Product Capital, Research or Prize Bl fal ol Deleqatl:n Spend >£5k - [N
Code] Fund Expenditure? Approval S Approval
AMEND | AMEND: REJECTED
|
T 3 ——————————————REJECTED—
: AMEND.
4 [ AMEND

REJECTED- 14 FRequisition Closed L3 REJECTED

5. What to consider before raising a requisition?

Refer to the Procurement Guidelines available in the University staff portal. Failure to follow the guidelines will
resultin:

e Requisition approval rejection.
e Delays in the provision of the goods or services.
e Disciplinary action.

Note: The exception is when booking travel and accommodation via our Travel Management Company,
currently Gray Dawes, where the University lodge card system must be used.
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To avoid delays in procuring goods or services, before raising a requisition you should have the following
information.

e Supplier name. Please note the Preferred supplier must be used if available

e Goods or services required

e Total quantity of goods required.

e Total value of the order for services required.
e Avalid project code to charge the cost to.

6. What options are available to raise a requisition in Unit4?

The options available in Unit4 to raise a requisition are.

1. Free Text Requisition — used for raising:
a. 3-way regs —where payment will be subject to the matching of the supplier invoice to the PO
and the PO receipting. All 3 must match to ensure payment of the supplier invoice.

Users must raise Call-off orders as 3-way regs. A Call off order is normally raised over a longer period for
example a financial year, where we are expecting goods or services to be delivered at various times over the
period. As a result, there will be a need to make multiple goods receipts against the purchase order, to enable
the corresponding invoices to be paid. Receipting must be managed in a timely manner to avoid problems.

2. Marketplace Requisition — as well as raising free text requisitions a number of our suppliers are set up
in the Marketplace which offers ‘Amazon’ style functionality. Use this option for creating:
a. Shopping baskets.
b. Punchouts which will take you to the supplier’s website, this functionality will exist for a small
number of suppliers managing stationery or IT hardware and peripherals.

7. Navigation to Raising a Requisition
In Unit4, from the Homescreen menu option select.
Procurement > Start Pages > Purchasing.
The information to follow is common to both options, Free text or Marketplace, for raising requisitions.

UNIT4 ERP

Homescreen menu

Start pages

e-Marketplace

' Purchasing

SelfService admin

Procurement

Project management

This will display the purchasing landing page of your requisition.
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8. Purchasing Landing Page

Purchasing

Purchase settings 2

All purchases related to:

Order date from | 01/05/2025 B project **| PoType
New request Z
. Purchase request
Requisitions (2
Find purchases by order number, name, supplier, requisitioner or contract - + Filter by purchase settings
. Draft ﬁ, In progress Y 4 Sent Q J Received S

0 3 123 15

Expected deliveries

Todey [ may2025 |)]
mon tue wed thu fri sat sun
28 29 30 1 2 3 4
B2 80 8 a8 B
5 6 4 8 9 10 1"
02 8 8 B
12 13 14 15 16 17 18
19 20 21 22 23 24 25
2 8 B

2 27 28 2 30 31 1
[ 2 B ¢

Further information about each field is provided below.

Purchase settings section.

This section determines what will be displayed under Requisitions and Expected deliveries on the landing
page. The project field will be pre-populated with the last code used. All fields may be amended or cleared to
change your search results.

Order Date From - defaults to today’s date. Amend using the calendar icon at the end of the field.

Project - is pre-populated with the last code used. Amend by typing another code or description. A drop down
will appear for you to select from.

PO Type — defaults with to the 3-Way Match where a requisition is submitted for approval, PO is submitted to
the supplier, order is delivered and must be receipted before the supplier invoice is paid. This is the most
common requisition raised and is used to create call-off orders.

New Request section
Purchase Request - select this option to create a Free text or Marketplace requisition. This will direct you to
the requisition landing page.

Requisitions section
This section provides information on the status of your requisitions.
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A sub-filter search option is available in the Find any purchases by using the order number, name, supplier,
requisitioner or contract field. Enter text or numbers to search and select from the drop down shown to display
your request.

Requisitions (7

Find purchases by order fumber, REME, Suppleer, requisiionsr of contrad - I ~1 Filver by purchade setings

g Draft N ™ |y progress ’y Sent Confirmed Received
0 ~ A v v
1 7 0 0 0

Click on the line from the drop down to display the purchase request.

Requisitions ?

| = -]
Purchase request Name Requisitioner |
9000022 Max Ackford

The numbers shown in each status box is dependent on the data populated in the Purchase setting section.

Sent

Supplier ~  (not used) Order ID MName Order date
AGAR SCIEN... 3315086 22/05/2025

IAGAR SCIEN. 3315085 22/05/2025 I
AGAR SCIEN... 3315080 22/05/2025
YELLOW CA.. 3315079 22/05/2025
UNIT4 BUSI... 3315078 21/05/2025
AGAR SCIEN. 3315077 21/05/2025
AGAR SCIEN... 3315076 21/05/2025
AGAR SCIEN. 3315075 21/05/2025

Select the number then click on the line from the drop down to review that item.

e Draft-the number of requisitions saved as a draft. These are requisitions you have saved which may
be completed later. They have yet to be submitted for approval.

o In Progress —the number of requisitions awaiting approval.
Use the Requisition — Inc Workflow report to view the workflow map. It can be found under menu option
Procurement > Reports > Shared > Order Details. Details of how to read the workflow map is provided
further in this guide.

e Sent-number of requisitions approved, and the PO has been sent to the supplier.

o Received - number of POs receipted.

Click on the number within each status to reveal a dropdown of the orders. Click on the order you wish to
review.
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Sent

Supplier

~  (not used)

AGAR SCIEN...
AGAR SCIEN...
AGAR SCIEN...
YELLOW CA .

UNIT4 BUSI...

AGAR SCIEN...
AGAR SCIEN...
AGAR SCIEN...

Expected deliveries section — Calendar.

Order ID

3315086
3315085
3315080
3315079
3315078
3315077
3315076
3315075

Name Order date
22/05/2025
22/05/2025
22/05/2025
22/05/2025
21/05/2025
21/05/2025
21/05/2025
21/05/2025

This section represents the number of orders due for delivery based on the delivery date entered in your
approved orders. Note that the delivery date entered is arbitrary and not scheduled by the supplier.

Expected deliveries ()

Today

mon

12

19

26

tue

29

13

20

27

wed

[«

May 2025

thu

b

fri

o 1 2

7

14

21

28

8

15

22

29

9
[ 8 |
16

23

30

sat

10

17

24

3

sun

11

18

25

The current month will be displayed. You may change the month by using the forward and backward facing

arrows on either side of the month displayed 1]
dependent on the data displayed in the Purchase settings section. It is a reminder that there are POs where
the order may have been delivered and must be receipted to avoid delays in payment of the supplier
invoice. Click on the number to display a drop down of the orders. Select the order to receipt. Further
details of how to receipt a PO is provided in the receipting section of this guide.

Expected deliveries (7!

Today

mon

28 29
=B
5 6
[ ]
12 13
19 20
26 27

P2P-01v1.1

|

21

28

Supplier

Order ID

AHR Building Consultancy 30096452
NOVATECH SERVICESLTD 30096453
HOWARD ELECTRICAL SE.. 30096454
HOWARD ELECTRICAL SE.. 30096455
4 G

15

22

29

16

23

30

17

24

31

18

25

May

41 @&

225 'l The number appearing in each date is



The current date on the calendar month will have a blue square around it.

9. How to start raising a Requisition

Whether you raise a Free text or Marketplace requisition, the following is common to both.

Purchasing

Purchase settings 7

All purchases related to:

Order date from | 02/07/2025

&l

Project

New request (2

e
. Purchase request

PO Type

Order date from —defaults to today’s date. It represents the date the requisition is raised. There may be rare
exceptions from a tax perspective. For example, where an ESQ is required, this date should align with the dates

on the ESQ form approved.

Project — defaults to the project code used in your previous requisition. You may change the project code or if
the field is blank, add the code to be charged. The 3 dots at the end of the field may be used to search for a
project code. Alternatively, you may start typing the code or the description of the code. A dropdown will
appear as you type from which you may select the code.

PO Type - this will be 3-way. The PO must be receipted before payment of the supplier invoice is made.

After updating the purchase setting fields, click the Purchase request button. The purchase request screen will

appear.

Purchase Request Screen

4] Purchasing » Purchase request

Purchase request

On behalf of Requisitioner= | Mistry, Rekha -

Message to approver

Delivery to
Delivery contact* Delivery address
Agricuiture Building (Delivery) . Agriculture Buikding Shelf outside Porter's Office Whiteknight:
For the attention of: Delivery information
Product Product description Supplier Delivery date Quantity
Click Add product to start entering your purchase request.
Add product Delete product ~ Copy product More product information

We will consider the Purchase Request Screens in 4 sections.

The Header section

The Delivery section
Product and Coding section
Saving section

PoObd=

P2P-01v1.1

Unit

Price

Currency

Currency am...  Status

Delivery date

Distributionk.. Acc

26/03/2025

&

B
Y
<]
)

Applytosclection | Appiytoal | | @ Header |7

Co Tax code

Total amount: ~ GBP 0.00



1.The Header Section

Purchase request

On behalfof Reaquisitioner*  Misty Rekha N

EHE

Deliverydate | 12/03/2025 Applytoselection || Applytoal 0 teater

Message to approver

On behalf of Requisitioner - defaults to the end users name and can not be changed.

Message to approver - add a message you wish the approvers to be aware of. This message will not appear on
the supplier PO. Include details of ESQ’s, SAW’s or Contract references.

Note: If your order requires orderlines with the tax codes:

e PA, 0% purchase tax code for advertising, or
e PM, 0% tax code for medical

Please note in this field the reason why you are seeking tax relief on the items ordered.

Delivery date - defaults to today’s date. Enter the date you are expecting delivery of your order. This date will
be the default delivery date for all of the order lines in the requisition. The date chosen in this field is not a
confirmed delivery date by the supplier unless the requisitioner has agreed that with the supplier off-line. The
supplier is not obligated to work to the delivery date that the requisitioner chooses. Delivery will depend on
availability, postage, and courier times etc. Note: it will also determine the numbers in the blue boxes in the
Expected Deliveries calendar on the Purchasing landing page.

Apply to selection - allows for different delivery dates on a selection of order lines. Should you wish to enter a
different delivery date against specific order lines, tick the small box at the beginning of those lines then
proceed to change the delivery date. The dates against the chosen order lines will update.

Product Product description Supplier Delivery date

W Q "EFA 'Agricultural Equipment Maintenan..  JEWSON LTD 28/05/2025

Apply to all - allows to select a different deliverly date on all order lines. Should you wish to enter a new
delivery date, enter the new date in the delivery date field and click this button. This updates the delivery date
on all lines.

Header - Select the Header button to add your supplier and project code.

On selecting the Header button, the following Header screen will appear. Regardless of which type of order
you place, please ensure the supplier is completed before the products are selected otherwise the PO
will fail. It is very important that this step is completed.

Should you fail to add a supplier then you will receive an error message when you attempt to submit the order,
including orders placed in the Marketplace.

P2P-01v1.1
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Header @
Supplier*® OContract Ref / ESQ Ref

Free text field. Add any extern_..

Default cost categories

Project™ PO Type

Finance
A2903700

Note: A field name marked with an * requires mandatory input.

Supplier* - enter the supplier number or start typing the supplier name to reveal a dropdown to select from.
The 3 dots at the end of the field may be used for a more advanced search. Remember to always use a
Preferred supplier should one exist for the goods or services you wish to procure.

Use the following reports to search for existing suppliers before opting to request a new supplier. The reports
are found under menu options Procurement > Reports > Shared > Supplier Reports.

e Preferred Suppliers
e Suppliers by Product Code
e Marketplace Suppliers

For the Preferred Suppliers Report- click the OK button to display a list of UoR preferred suppliers, contract
dates, the products codes assigned to them and a product code description.

Enter search values

Supplier ID Like - Value - Value to -
Contracted Supplier Like - Value Y - Value to -

Suppliers by Product Code Report - click the drop down next to the value field against product code to select
what you wish to order. Click OK to display the active suppliers in Unit4 who supply those goods or provide the
service you require.

10
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Enter search values

Supplier ID Like - Value - Value to -
Product Code Like - Value | | m Value to -
Too many values. Please narrow your
search
m AAA Audio Visual Equ.. ~
ACA Audio Visual Trai
AlA AV Consumables .
ALA Digital Imaging E...
ALB Digital Imaging E...
ATA AV Equipment R...
AUA AV Equipment R
BAA Books Binding 5.
BBA Books Hardcopy
BCA Books Inter-Libr...
BDA Books Journals ...
BEA Books Library Su
BFA Books Manuscri.. =
RKA Flectronic nublic

Contract Ref/Esq Ref - this field should only be used to enter a Procurement contract, SAW, or Quotation
reference number provided by Procurement or ESQ approval number provided by the Tax team. If you select a
supplier which is catergorised as a service provider, an ESQ number must be entered otherwise, you will
receive a task to enter a number before the requisition can enter the approval workflow. If the supplieris a
service provider but does not require an ESQ, enter N/A.

Project* - defaults to the project code entered in the Landing page. It can be changed. The 3 dots at the end of
the field may be used for a more advanced search.

Use the Live Projects report to search for valid and open projects. The report is found under menu options
Procurement > Reports > Shared reports > Valid projects > Live projects. It will provide information on open &
closed dates, the principal investigator (Pl) of the project and the status i.e.; active, closed.

PO Type - this will default to 3-Way Match.
Close Button - click the blue Close button to return to the Purchase Request page.
You now have the 2 options to raise the requisition
1. Free Text Requisition —requisition where input is required for the product, the cost per item and the

quantity or value to order.

2. Marketplace - requisition where you click out from Unit4 to the marketplace to create a basket of
goods from specific supplier catalogues (stationery, furniture, IT equipment, labs consumables) and
then bring that basket back into Unit4 for approval.

Note: If the supplier does not exist in Marketplace, then a Free text requisition must be raised.

10.How to raise a Free Text Requisition

Follow the remaining sections (2 -4) below to complete raising a free text requisition. Details of how to raise a
Marketplace requisition will follow.

2.The Delivery Section
You have reached the stage where Deivery details are required on the Purchase Request.

11
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Delivery to

Delivery contact* Delivery address

Agriculture Building (De”ver},} - Agriculture Building Shelf outside Porter's Office Whiteknights Road Earley Gate Reading RG6 6EU

For the attention of: Delivery information

Delivery Contact* - select the delivery address from the drop down.

Delivery address — the address displayed defaults from the address selected in the Delivery Contact field.
Should you require a new address please raise a ticket in Topdesk under the Finance & Ordering Services
option.

For The Attention of - note the name of the person the order is to be delivered. It will appear on the PO sent to
the supplier.

Delivery Information - include any relevant delivery information here. It will appear on the PO sent to the
supplier.

3.0rder Coding Section
You have reached the stage where the order details are required.

Product Product descripton Supplier Delvery e Quantiy Price  Cumency Curencyamou. Status CostC Project (o Taxcode

(Click Add product to stat entering your purchase request

Addproduct || Deleteproduct ~ Copyproduct Totalamownt:  GBPO.OO

Click the Add product button to reveal the entry fields.

Product Product description Supplier Delvery date Quantity Prce  Curency Cumencyamou_ Stetus CostC Project Co Taxcode

AR BWSONL w60, & 02 v 000 P e o

11433

Addproduct | Deleteproduct  Copy product Totel amourt: ~ GBP0.0

Note: any field with data displayed in the blue background defaults from entry into prior fields and can not be
amended on this page. Select the magnifying glass icon at the front of the the order line to change the project

or tax code.

Useful Information: If delivery or courier charges are an additional cost, add a separate order line, selecting
either product code YCB or YCA for the charge. As a general rule, the Tax code required should be the same as
the Tax code for the goods or services ordered. Section 2 & 3 of this link provides more information.

If there is a requirement to use different tax codes for the same product, add another order line for that tax
code. DO NOT split the cost using the split cost option.

Product - Enter the 3 letter product code or enter a text description of the goods or services to be ordered to
display a drop down of codes and their descriptions. Use the 3 dots next to the field for a more advanced
search. All product codes available are HEPA (Higher Education Procurement Association) determined and
default to either the purchase of goods or services.

If the code is designated for the provision of;
12
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e aservice, the quantity will default to 1 and cannot be changed.
e goods, the quantity field allows for any number to be entered.

Use the shared report Product Code Details, which can be found under Reports > Shared > Product

Information, to obtain a full list. It will show the account code associated to it and if it is linked to goods or
services. When running the report, click the OK button without adding any search criteria to obtain a full list of

product codes.

Enter search values

Product Description (T) Contains | - ‘ Value Value to
Account Code Like - Value - Value to
m Cancel

The list may be exported to an excel spreadsheet by clicking the export button.

359 BSA Non Software Licences S 5880 Non Software Licences

360 OAG Asset Professional Fees S 8135 Asset Professional Fees

361 WBA Capital Projects S 8155 Asset Equip General

362 XUB Salary sacrifice Childcare vouc... S 9350 Sal Deductions - Childcare Vouch...
363 XUC Salary sacrifice Bustowork sc.. S 9351 Sal Deductions - Bus Pass

Aggregation is on ¥ 7
Change search criteria Save Save as... Details | Export

3117

2913

2819

3131

3132

29/07/2025

09/05/2025

09/05/2025

14/08/2025

14/08/2025

Use the browser option excel spreadsheet to return exactly what you see in Unit4. The option to open afile in

excel will pop up on your screen. Click open file.

Report Engine @
Custom

Predefined

Similarly, report Supplier report>supplier by product code can be used to determine which product codes have

been set up against specific suppliers.

Product Description - the description defaults depending on the product selected. You may add to or replace
the text in this field. Alternatively, to add more details of the goods or services to be ordered, click on the

magnifying glass at the front of the order line.

P2P-01v1.1
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Delivery to

Delivery contact* Delivery address

Agriculture Building, Room no: GUOS (Delivery) | + Agriculture Building. Room no: GUOS University of Reading Whiteknights Road, Earley Gate Reading RGE SEL
Product Product description Supplier Delivery date Quantity Unit Price Currency Currency amount
& " EFA " Agricultural Equipment Maintenance and...  JEWSON LTD 13/03/2025 " 100 " Unit " 1,000.00 Pound Sterling ’ 1,000.00
& 9 l:l JEWSONLTD | =ee| 13/023/2025 |[0) (== - 0.00 | Pound Sterling |wes 000
11433 =]

This will display the following window. Select the Product text tab to add further details. Useful information
include those listed below. All additional product text will appear on the PO sent to the supplier. Click the
Done button to return to the coding screen.

Produci: EFA - Agricultural Equipment Maintenance and Repair

Cost categonies Product text

Supplier Quote Reference:

Start Date:

End Date:

Delivery periods: eg.; weekly, monthly, quarterly

Service specifications:

Apply cost cat. to selected lines (D [#] Inchude GL ana y5is

Supplier - defaults to the supplier selected in the Header section. You may change the supplier at this stage.
Use the 3 dots at the end of the field for an advanced search of a supplier. It is highly recommended to create
one requisition per supplier.

Delivery date - defaults to the delivery date entered in the header section. It can be changed by selecting the
calendar icon at the end of the field. This date will create a receipting reminder in the calendar on your Landing
page. Note: the date chosen in this field is not a confirmed delivery date by the supplier unless the
requisitioner has agreed that with the supplier off-line. The supplier is not obligated to work to the delivery date
that the requisitioner chooses. Delivery will depend on availability, postage, and courier times etc.

Quantity - what you are allowed to enter will be determined by the product code selected. If the code relates
to.

e (Goods -enter the number of items you wish to order. This can be 1 or more.
e Services —will always show 1 and can not be amended.

Unit - defaults depending on the product selected.

e G=Goods
e S=Service

Price —the price entered depends on whether you are ordering goods or a service.

e Goods - enter the net (excluding VAT) price per unit.
e Service —enter the total net (excluding VAT) value for the service ordered. For example, for 5 days of

consulting at £1000/each day you will enter £5000. You will be able to partially receipt services as they
are delivered.

Currency - Defaults to the currency for the supplier selected. This will be the currency displayed on the PO and
the supplier invoice must be sent in that currency.
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The fields which follow will become highlighted in blue. Data within these fields default from prior input in the
Header button and on the order line.

Currency amou...  Status Costcentre (C.. | Project University com..  Tax code

' 1,000.00 N 4860 PCCP A2903700 RU PP PR
Currency amount —displays the total cost in the specified currency for the order line, excluding VAT. It is
determined by multiplying the Price with the Quantity.

Status - always displays N.

Acc -the account code defaults depending on the product code selected.

Cost centre - defaults depending on the project code selected.

Project - displays the project code entered in the Header section. To change the project code at this stage,
click on the magnifying glass at the front of the order line. If ordering items against different project codes,
please ensure the University company field is showing the same company code. If itis does not, you will
receive an error message. In such instances, create separate requisitions. This will allow for the correct PO
header sent to the supplier.

Delivery to
Delivery contact * Delivery address
Agriculture Building, Room no: GUOE (Delivery) | = Agricutture Building, Room no: GUDE University of Reading Whiteknights Rosd, Earley Gate Reading RGE 6EU
Product Product description Supplier Delivery date Quantity Unit Price Currency Currency amount
& " EFA " Agricultural Equipment Maintenance and...  JEWSON LTD 13/03/2025 " 100 " Unit " 1,000.00 Pound Sterling ’ 1,000.00
& 9 l:l JEWSONLTD | =ee| 13/023/2025 |[0) (== - 0.00 | Pound Sterling |wes 000

11433 GEP

The window below will appear. Enter the project code to be charged in the Project field. Use the 3 dots next to
the field for an advanced search. Click done.

Product: EFA - Agricultural Equipment Maintenance and Repair

Cost categories Product text

Cost centre (.. = Project University co... = Taxcode Percentage Amount
Agriculture ===} Agricultur... | === § University . | === | Purch Sta_. | === 100 : 1,000.00
FECP A2352300 RU PP
Splitcost |3 Delete 100.00 1,000.00

m Apply cost cat. to selected lines @ [v] Include GL anal ysis

University company - defaults depending on the project code selected. It represents the financial company
the transaction relating to this order is posted to. For example, University of Reading, Henley Business School,
Thames Valley Science Park. It must be the same for each order line. If you enter project codes belonging to
different companies, an error message will appear. Individual requisitions must be raised by company.

Tax code - defaults depending on the product code selected. Ensure that the tax code is correct as different
VAT rules apply for the same product depending on its use. Refer to the VAT guidance if unsure. To change the
tax code, click on the magnifying glass at the front of the order line. In the Cost categories tab, amend the code
in the Tax code field. Use the 3 dots next to the field for an advanced search. Click Done. Note: all purchase tax
codes begin with a P.
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https://www.reading.ac.uk/finance/about-finance/specialist-accounting/vat-and-other-taxes---links-to-tax-guides

Product: EFA - Agricultural Equipment Maintenance and Repair

Cost categories Product text

Costcentre(..  Project University co... = Tax code Percentage Amount
Agriculture |=== | Agricultur... |=== | University... === 100 : 1,000.00
FBCP A2352300 RU PP

Splitcost (7 Delete 100.00 1,000.00

m Apply cost cat_ to selected lines @ [/ Include GL analysis

Tax System - defaults depending on project code selected. It can not be amended.
Add product button - click this button to start a new order line or to add further order lines.

Delete product button - to delete an order line, click on the box at the front of the order you wish to delete.
Click on the Delete product button to remove it. A line can only be deleted if completed i.e., the product
details are entered.

Product Product description Supplier Delivery date Quantity Price | Currency Currency amou...
@ Q "EFA 'Agn'cultural Equipment Maintenan...  JEWSON LTD 28/05/2025 1.00 "Service " 1,000.00 Pound Sterling " 1,000.00
2 JEWSONL. |+ 28/05/20.. { 02 - 000 Pound Ster..| es 000

11433 GEP

| Add product I‘ Delete product ‘I| Copy product ‘

Copy product button - To copy an order line, click on the box at the front of the order you wish to copy. Click
on the Copy product button to copy it. It will copy all the fields so you must amend the fields to order the
correct goods or services.

Splitting the cost of an orderline on the Requisition

If you must split the cost between different project codes of a specific order line in the requisition, click on the
magnifying glass in front of the order line.

FProduct Product description Supplier

ﬁ @\. RDaA =uw | Professional Fees Accoun... | PRICE... | ==
14059

The following window will appear.

Use the Cost categories tab to split the cost.
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Product: EFA - Agnicultural Equipment Maintenance and Repair

Product text
Acc Costcenwre{.. | Project Workflow Rou_. | University co_ | Internal/Exter.. Tax code Percentage Ameount
»| Consum... | =es | Finance =us || Finance =us || Finance wun || University_.. | wes || External wun || Zero LI 100 : 500.00
4800 PCCP AZBOET00 PCCP U E o
| Spitcost 3] Delere 100.00 500.00

m| Apply cost cat. to selected lines F? | Include GL analysis

Click the Split cost button.

Product: EFA - Agnicultural Equipment Maintenance and Repair

Cost categorias Product text
Acc Costcenwre {.. Project Workflow Rou—. | University co— Internal/Exter... Tax code Percentage Amount
Consumables . Finance Finznce Finznce University of ~  External Zero " 70.00 " 35000
+| Consum... |=== | Agriculture |==q|| Agricultur... ---| A griculture] ---| University... | === || External wen || Ferg LL] 30 2 150,00
4800 FECP ATIBIIOD ECP RU E o

| spiitcost || Delere 100.00 500.00

m| Apply cost cat. to selected lines F\' ~| Include GL analysis

A second coding line highlighted in blue appears in this window where all coding has been copied from the
original line. Amend the project code to that to be charged. Either add the percentage in the percentage field or
the Amount in the amount field to be charged to the amended project code.

The order line can be split many times but the total percentage must always total 100%.

Note:

e Remember toinclude any delivery charges as a separate order line using the appropriate product code.

e DO NOT use this option to split the amount for different tax codes. If different tax codes are required for
one product, create separate order lines on the Purchase Request page.

e DO NOT add a negative % or amount. A warning sign will appear if you do. All discounts provided by the
supplier from the cost must be removed from the total cost.

A split line can only be deleted from this window by clicking the small box at the front of the order line then
clicking the delete button.

L. ) Apply cost cat. to selected lines f
Clicking this button

to all of your order lines within your requisition.

, Will apply any changes to the Product code or Project code,
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Attaching Documents to the Requisition
Documents may be attached to your requisition for:
e Internalreview —the documentis for internal review only and will not be sent to the supplier with the
PO.

e External review - the document is for both internal and external review and will be sent to the supplier
with the PO.

Ensure the document is saved in an appropriate folder in your computer.

To attach a document, Click on the paper clip at the top right hand side of the screen.

M| 2|9]|?

The following window appears.

5 All documents 0
A Requisition (47) ([NEWT)
Req - External attachment to PO 0'

Requisition supporting documents
Add a document

Click on the Add a document button.

Add a document (7

Document type *(?)

File name*

Upload

Document title *

Document description

Save Cancel

Document type - click on the drop down and select one option.

e Requistion supporting documents - for internal review only

P2P-01v1.1
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e Reg-External attachmentto PO - for both internal and external review where the document will be sent
to the supplier with the PO

Add a document(?

Document type*(?

Req - External attachment to PO

Requisition supporting documents
T upivau

File name* - click on the Upload button following this field to browse your folders for the file you wish to add.
Select the file, click open to upload the file. The name of the file selected will appear in this field. The maximum
file size allowable is 3000kb.

Document title* — enter a title for the file uploaded if required.

Document description — add further details here if required.

Click the Save button to attach the document or click the Cancel button to cancel adding a document.

If the document to be attached relates only to a specific order line, select the paper clip next to the order line to

attach the document.

Product Product description Supplier

@ 9\ RDA sus | Professional Fees Accoun... | PRICE... |=us
14059

You will be presented with the same options as shown above for attaching documents. You will only have the
option to attach a document as an external attachment which will be sent to the supplier with the PO.

: All documents 0

A LGline ((NEW][NEW])

Req - External attachment to PO ‘ ol

Add a document

The attachmenticon in the top right corner of your screen will have a blue background, white paperclip after a
document has been attached.

i)} ~ (Ml

Deleting attached documents - to delete an attached document before sending for approval, double click on
the paperclip, right click on the document where the option to delete will appear at the bottom. Click delete to
remove the document from the attachments.
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Document archive (7 All documents

All documents 1

A Requisition (47) ((NEW])

Req - External attachment to PO | ol I"

B Requisition supporting documents Add a document...

Add a document Unit4 M print

Save local copy

Check out

Show all revisions..

Properties...

Request maintenance

The blue background in the paperclip icon will disappear.

4.Saving Section
The following options are available.

Send for approval Save as draft Delete Log book External markets |~

Send for approval button - on clicking this button, a Success window will appear. It will contain the
transaction number which is your requisition number. The requisition will enter the approval workflow.

@ Success

‘Your purchase request is now sent for approval with transaction number
4317953,

Save as draft button - Unit4 will time out after approximately 15 minutes of inactivity at which point you will
lose the requisition you are creating. Should you need to pause whilst raising a requisition, save your
requisition as a draft. A window with the transaction or requisition number will appear. Note the number so
that you may return to the draft when ready to complete it.

@ Success

Your purchase request is saved as draft with transaction number 4317983,

Drafts are available from the Landing page under the Requisitions section.

20
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Purchasing

Purchase settings (7.

All purchazes related fo:

Order date from | 31/01/2025 c Project Finance e PO Type 3 Way March (GRN) e
AZ903700 TWAY

New request @

. Purchase request

Requisitions (2
Find purchases by arder number, name, supplier, requisiioner or contract - + Filter by purchase settings
= o1 .
i Draft - 'S In progress 4 Sent \/ Confirmed

1 7 0 0

Delete button - click to delete the requisition. Note: The requisition cannot be deleted once it is fully
approved.

Log book button - if you open an existing requisition, it will show you the workflow log.

External markets button — Marketplace orders must be placed using this button. Details of which are provided
below.

11.Marketplace Requisitions

These requisitions must be raised for those suppliers available in the Marketplace option. The report called
Marketplace Suppliers is available for you to search the supplier. It can be found in Unit4 under menu option.

Procurement > Reports > Shared > Supplier Reports > Marketplace Suppliers

Homescreen menu

Start pages Procurement Reports
e-Marketplace
H Purchasing El New Supplier Request Form & Shared A
S Invoice accounting templates m  Order Details v
SelfService admin g P
[@ Accounting template enquiry # Procurement Reports ¥
® Invoice control maintenance f& Supplier Reports A

Time and expenses

Preferred Suppliers

Procurement Supplier by Product Code

Supplier Including Address

Project management Supplier Request Form - Workfl...

MarketPlace Suppliers

Customers and sales

Supplier Invoice Paid

e . M

The products ordered may be from a supplier who either:
e has a catalogue available in the Marketplace to select the items required.
e has apunch-out option where you will be taken to the suppliers website to select the items required.
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12.Navigation to the Marketplace

Follow the instructions provided on how to start raising a requisition upto and including the Header button
section.

Once completed, access the Marketplace by clicking on the drop down next to the External Markets button at
the bottom of the screen and select Marketplace.

Send for approval Save as draft Delete Log book External markets |~

Market Place

The Marketplace homepage will open.

Information on each section is provided below.

Header section
B Reading

Browseoy Catsgory  Browse oy Suppler

() Banner

(o

Resource Centre - click to find useful resource links including help videos, help articles and announcements.
My Account - click on the drop down to view your orders and to log out of the Marketplace.

Settings — click here to configure the Marketplace homepage view.

View Basket — displays the number of products selected from suppliers with the Marketplace.

Search product - enter text or product reference numbers to search for specific items. E.g., test tubes.
Browse by Category - click here to open the categories to browse.

Browse by Supplier - click here to browse non-punch out suppliers available in the Marketplace.

PunchOuts section

Displays the logos of those suppliers available in the punch out option of the Marketplace where you will be
taken to the suppliers website to select the items required. In the view above, Banner and XMA are Punch out
suppliers.

Below the Header section the following information is available once you have started to raise orders in the
Marketplace. Note: the data provided is only for those orders you have raised in the Marketplace and does not
include Free text requisitions raised in Unit4.
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Purchase Orders Highest Spend Categories®

Count ameunt P p—

Proteomics grade Tryns! 3l crimp top, headspa HSA Standard, 20mg/m

aclopes Stratagens Stratagens
" 10 204110 2omr 1o 5185. 5989

1 w513 20m2 2 204310 e part . Part o 51855989

Agilent Technologies Agilent Technologies ' .

£22.50 £22.50 £39.60 £20.70 £43.20
.

Universityof

< Reading ,\

Over 30 catalogues will be \ew Marketplace System
available in the new. Goes Live
marketplace from August

2005

NUBER enBATID suPPLIR TotAL  sTATUS

115629 10050 Suppier Accep >

nisezr s ot Accogte >

Insights section

Purchase Orders - provides a summary of your own orders. This is updated at midnight daily. It will include:

e completed - orders accepted by the supplier and
e pending - orders sent to the supplier awaiting their acceptance.

Hover over the question mark for more information.
Highest spend categories — summary of categories where you have the highest spend.

Recent Purchases section
Provides a snapshot of the latest products purchased where you are able to Add to basket.

Marketplace News section

Provides current news applicable to the Marketplace including news provided by Procurement. E.g.,
catalogues available.

Manage Orders section

Provides a more detailed summary of your latest orders.

Manage Orders

Orders
D
NUMBER CREATED SUPPLIER TOTAL STATUS
2 Accepted By supplier
3315618 23 Jul 25 Greiner Bio-One Ltd 176.94 Supplier Accepted >
3315619 23 )ul 25 Fisher Scientific Ltd 363.74 supplier Accepted >
I Browse all orders > I
Browse all orders - click on this link to view all orders within the Marketplace.
23
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13.How to Raise a Marketplace Requisition

Catalogue based Suppliers Requisitions

These are requisitions you can raise by adding products to a shopping basket by searching for items you wish
to order from a catalogue of products provided by the supplier. It also allows you to compare prices for similar

products from different suppliers before deciding what to place in your shopping basket.

From the Marketplace homepage enter text to search for the product or enter the product number if known.

The example below demonstrates a search for pipettes.

| Yourseach for “Dipettes” ound 71 praccts

A FPrice

e
7@

AUNSPSC

A Pack Sz UOMS

 Nomstangardised Pack Sze

Search field — enter some text or the product number if known.

®

‘}:go
]

b+

@ No delivery charges

Side bar/Refine search -found to the left of this page. Use to refine your search further, including by price or

specific supplier.

Sort by - use the drop down menu to sort the display of the products returned within your search.

Item details — displays a summarised description of the product, the catalogue and manufacturer number as

well as the supplier. Delivery charges will also be noted here.

Compare box - tick the compare box in the top right hand corner of each item should you wish to compare

upto four items. Click the Compare button which will appear at the top of the page. This will provide more

information about each product to assist in deciding which one to select.

|pjmage- X500 PIPETTE GRADUATED x |pjmage- X800 PIPETTE PLASTIQUE 10 ML

descriptior  STERILEPOLYETHYLENE, 25 descriptior

Select between two and four items to compare then click "Compare”

P2P-01v1.1
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Clear all

Compare
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You may add the quantity required of the product you select at this stage in the Quantity field then click Add to

basket. Go back to your search results if these products are not required.

Compare products
Product image (If available)

Contract reference (If available)

Delivery charge

Quantity

UNSPSC
Supplier
Manufacturer

Catno

Manufacturer part no
Pack size

UoM

Description

Product Type
Specifications

Social & Sustainability

X500 PIPETTE GRADUATED STERILEPOLYETHYLENE, 25

w2Productimage

181.87

41121500 | Pipettes and iquid handiing equipment and supplies
Fisher Scientific Ltd
Thermo Sclentific Samca
11367853
806NL
500
Each

Supplier has not provided a description

Pipettes and liquid handling equipment and supplies

back to search results »

X800 PIPETTE PLASTIQUE 10 ML

@ Product image

243.45

0

+ No delivery charge

Add to basket

41121500 | Pipettes and liquid handling equipment and supplies
Fisher Scientific Ltd

Thermo Scientific Sterilin

Each

Supplier has nor provided a description

Pipettes and liquid handling equipment and supplies

Should you choose to add to the basket, the following check out window will appear.

University of
E Reading (D ResourceCentre @ MyAccount ~  f Settings ¥y View Basker (1)
0
[T O oipetes I‘
Shopping basket
Delete selected ftems Checkout
Subtotal: 486.90
O Details

Delivery charge Pack size Unit price Order quantity Total

W Checkout

W Add this basket to 3 saved basket

X800 PIPETTE PLASTIQUE 10 ML

Catalogue number

E Supplier
@ Manufacturer Thermo Scient

View Basket - displays the number of products ordered in brackets.
Continue shopping — click this link should you want to order more products.

Tick box & Delete selected items box —tick the small box in front of the product description then click the
Delete selected items button to remove products from the basket.

Delivery charge —take note of any charges to be applied to the order. If the product selected says delivery
charges may apply, click on the link to view the charges. There may be occasions where there is more than one
delivery charge option and if unsure, the user must contact the supplier. Supplier contact details are available
in the delivery charge link.

If a charge is applicable, it must be selected to ensure a delivery order line is created in Unit4 otherwise there
will be discrepancies between the PO and the supplier invoice. Note: Do not assume that if delivery charges
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apply it will be automatically added to your order lines. Add the quantity required for the delivery charge, click
Add to basket. See example below.

Delivery Charges ®
SODIUM ACETATE 3AQ CRYST CGMP
SODIUM ACETATE, TRIHYDRATE, CRYSTAL, U.S.F e e

no.

Supplier: VWR International bc feant [
Catalogue No: 3461-19 ‘

Mfr. Part No: 3461-19

=

Click on the freight charge for more details
including the contact details of the supplier.

@ Delivery charges may apply

Order quantity — the quantity displayed may be increased or decreased. Highlight or remove the number and
replace it with the revised quantity. Remember to click on the Update basket button to update the order with
the revised quantity. You will notice the total cost will change.

Update basket - click here to update any changes made to the order within this page.
Empty basket - click here to empty the basket completely of all products ordered.

Add this basket to a saved basket - click here to add the current basket to an existing named basket or to
create a new basket. Be mindful that unit prices may change and products may no longer be in stock when
using saved baskets. Remember to remove any products not required when selecting a saved basket.

Add to saved basket

Add to existing saved basket

No saved baskets v ‘

Create new saved basket:

Checkout - click this button to check out of the basket. This will return you to the Unit4 Purchase request

screen. All steps relating to the completion and approval of this requisition, receipting the order and payment

of the supplier invoice will occur in Unit4.

P2P-01v1.1
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uniT [ ) hce JEVA12052024 -University of MISTR Search (Alt+q)

is RU Purchase request X

4 Purchasing » Purchase request m| 2 ?

Purchase request

On behalf of Requisitioner* | Mistry, Rekha - ]

M 1 Delivery date 23/07/2025 m Apply to selection | Apply to all
lessage to approver

Delivery to

Product Product description Supplier | Delivery..  Quantity Price | Currency  Cumency.. Supplier Status Costcen.. Project Universit.. Tax code

& q LCA XB00 PIPETTE PLASTI FISHER 23/07/2. 3.00f 4112150. 24345 Pound 5t 73035 11789322 N 4711 PCCP A29037. RU PP PR

Add product | Delete product  Copy product Total amount:  GBP 730.35

Total amount: GBP 730.35

Send for approval Save as draft Delete Log book External markets |~

IMPORTANT NOTES

o [Ifthe supplier appearing on the order line is different from the supplier entered in the Header
button on this Unit4 page, you must change the supplier in the Header button to that on the order
line.

e [If amulti tax code order must be raised e.g., with some items PM (medical) and others with PP,
these must be raised as separate orders otherwise the Marketplace will reject the order.

e Although not recommended or best practice, should you return order lines from different
suppliers from the Marketplace, at least one of those suppliers must be selected in the Header on
this page.

o The Unit on the Marketplace requisitions order lines are pre-determined within the catalogues
and punch outs and will not appear as G for goods or S for services. However, the approvers of the
requisition will see either G or S in the Unit4 approval screens.

o Please refrain from adding additional order lines from suppliers not available in the Marketplace.

e Failure to follow the above will result in you receiving an error message and unable to submit for
approval.

e [If you want to buy something from a Marketplace supplier that is not in their catalogue, please
follow the Free Format Orders below.

e When the Marketplace window is minimised, you will not be able to move the screen left or right
to access other menu options such as the Punch outs. You may either:
o enlarge the window enough to gain access to what you require or,

o minimise the screen enough until the 3 burger bars are displayed e . Click on the bars to view
the Punch outs.
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At this stage you may add or update further information such as:

e Message to approver

e Forthe attention of

e Deliveryinformation

e Delivery date

e Attach documents

e Splitting the cost of an order line
e Adding more product text

e Amending the tax code

Saving Options for Marketplace Requisitions
The following options are available.

Send for approval Save as draft

Send for approval - click this button to send your requisition for approval. A Success window will appear
containing the requisition number. It will enter the approval workflow and be converted to a PO once fully
approved.

@ Success

Your purchase request is now sent for approval with transaction number
9000707.

Save as draft — click this option to save as a draft. Note the number allocated to the draft to return to it later.
Free Format Orders
When searching for products, you should always search across all suppliers in order to get the best price.

There may be instances where the product you require is not available in any supplier marketplace catalogue.
The Free Format ordering module can be used for these instances by following the process below.

Note: The Free Format option is not available for the Punch-Out suppliers in the
Marketplace. These are currently Banner & XMA.

1. Request quote from supplier.

2. Once you have the quote, you can order using the free format section on the marketplace homepage.

Haven't found a product from your
supplier?

Order using Free Format
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3. Search for your supplier who you have the quote from either by letter or selecting the drop down on
supplier options. Select your supplier and click next.

Only catalogue suppliers are available in this module. If the supplier you wish to buy from does not hold
a catalogue on the marketplace, then you cannot use the free format module and should order directly
in Unit4.

Supplier Selection

Search of supplier:

[ Inactive Suppliers

ALL“B‘C‘ F‘G‘ ‘ ‘ ‘ ‘ ‘ ‘
J J ) ) ) ) J ) J ) )

Nothing selected $4

Agilent Technologies
Appleton Woods Ltd

4. Apop upboxwill appear. You should select No thanks as you already know the product you want is not
in their catalogue.

Catalogue supplier selected

Search catalogue for Agilent Technologies:

(Leave blank to list all items for Agilent Technologies)

No thanks

5. The next page will show you the details of the supplier that you have selected. Click next here:

Supplier Details

Supplier Name: Agilent Technologies

Address Lines: ESKDALE ROAD WINNERSH TRIANGLE

Country:

Phone: 01189 696622

XE 01189 274377

Email : joergen_samsioe@agilent.com

Website:

VAT Number: 123

Supplier ID:
site ID:
Contract ID:
Default eClass: 277
Default UNSPSC:

12000000

Delivery charges: No delivery charges
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6. The next page allows you to add your requirements. When you add the product number and item
description, you will see any near matches appear to the right hand side of the screen. If any of these
match, then you can select them and continue to order in the normal way as this will take you back to
the main catalogue ordering screen.

Within the item description, you should always add the quote number. For BOF orders, you must also
add the type of finish required on the product being purchased here. Add any further relevant
information to your order here.

Add the quantity, check unit of measure is correct, add the price and from the category drop down,
select the correct category.

0-Ring 24 quote number A35080 Quantity: 1 | Unit Price: 25.00 v

Showing 2 of 5 matches for "O-Ring 24 quote x
Free Format Form number A35080 0905-1690"
View all results

PartNumber = 0905-1690

VACUETTE® Safety Blood Collection Set,
blue, 23Gx3! der, sterile

Item Description ] O-Ring 24
quote number A35080

Catno. 450161
Mfr. Part No. 61
Supplier
Price

Quantity = 1
Fibre pads
Unit of Measure ~ Each v
" Catno.
Unit Price 25.00 Mfr. Part No.
Supplier
Category Laboratory Consumables v Price

Add to basket >

7. From here, you can choose to add another item if you have multiple, by clicking Add line or you can Add
to basket. This will take you to the shopping basket, where you can check your item before checking
out.

Shopping basket

Subtetal: 25.00
Datails Delivarycharge  Packsize  Unitprice  Orderquantity  Total
O-Ring 24 quote number A35080 #
. categoryCode Laboratory Consumables
‘ Catalogue number 90 No delivery charge y A
~"" Supplier
Manufacturer
e

8. Checking out brings you back to Unit4 where you can add any specific delivery information and
attention of details and then send your requisition for approval. Do not change the supplier product
information, as this will cause the PO to fail.

The same guidance applies to that noted above for Catalogued suppliers on returning to Unit4.
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Purchase request

O befalt of Requisitioner® | Medutey, Trscy - =
Message 1o appisie Delbrery st | 30/0L/2026 8| | Apoytosclection || Appiytoal | | Hesder |7

Delivery to

Deitvery contact Defivery address
LondenFoad Compus, TheDairy (Delivery) | v | LomonRosd Carepra Tha Dy Raading Bakakirs RG2 843 Lritad Kingedon

Fou the attention of: Delivery information

Peoduct Predust description Supplier Delrvery cate Quarity Pica  Curmency Currmncy amou.. | Suppliar prodket  Stalus "

Tojct

& B s ORing 24 Quene rumber ABS0B)  AGRENTTECH.  30/01/20268 100 34113509(Each 3500 Pound Stering 1500 09051680 N 4570 FECP A2003000 1] R R

Addproduct | Dalstaproduct  Copypeoduct  More peoduct imormasion

Receipting Marketplace Requisitions

The instructions for receipting POs are the same as those for a free text requisition.

Punch Out based Supplier Requisitions

These are requsitions raised using punch out suppliers where you will be taken to the suppliers website to
select the items required.

Follow the instructions provided on how to start raising a requisition upto and including the Header section.

Once completed, access the Marketplace by clicking on the drop down next to the External Markets button at
the bottom of the screen and select Marketplace.

Send for approval Save as draft Delete Log book External markets |~

Market Place

The Marketplace homepage will open.

To raise a requisition from a Punch Out Supplier, select the supplier from the

PunchOuts logo on the homepage in the PunchOuts section.
@ Banner This will direct you to the supplier website homepage.
"""""" In the example below, Banner has been selected.
Gma
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Categories

@ Banner

Search All Categories

@ Basket [ Leave

Your account no: 10004771

Good Afternoon Punchout

€D site Notice:

Welcome to Banner, your trusted and compliant
partner in workplace solutions.

© Mark as read

Our online shop is designed to provide a seamless
and efficient purchasing experience, offering a
comprehensive range of products tailored to meet
the demands of modern workplaces.

Need help? Please visit our Help & Support page

See More

@ Banner

Introducing Our
2025 Workplace
Solutions Catalogue!

Add BANCATU2S to
your next order

Infection Control s
Stock up today!

Bestsellers

SUGAR

Nescafe Gold Blend Coffee
750g Tin 12284102

£0.00

Add to basket

”»

DURABLE {
= —

Workplace Ergonomics -

To ensure personal welbing. you need

liertlibehitbasdbobgar] e

& well-thought out. ergonomic design. 1

| Viewrange >

Tate and Lyle White
Granulated Sugar Tkg Bag

Add to basket

€D Marketing Notice: @ Mark as read

As the UK's leading supplier of workplace products
and services, Banner has the experience, scale, and
expertise to provide the right solutions for your
entire organisation.

Banner's expert team will work with your
organisation to streamline your processes, create
efficiencies, and support a more sustainable way of
working.

See More

@ Banner

Introducing Our
2025 Workplace
Solutions Catalogue!

Add BANCATU2S to
your next order

2025 Catalogue

Get yours now!

8all Point Pen Black Medium
052501/NB

Add to basket

Shonpio.

Always Vivid Writing 4
The high pesformance Sharpied S-Gel comes

o ronge ofstunning styes ond bold nk y

colors. Check out ous fatest additions of fashionable:
bartes and ik colors.

View range >

Q-Connect AAA Battery
Economy (Pack of 20)..

£0.00

Add to basket

B Quick Add | & 2025 Banner Catalogue | €3 Contact Us

3
You have 3 new messages A

€D Customer Notice: @ Markas read

Can'tfind a product in the Banner Online Shop?
Simply raise 2 Bespoke Ordering Request on our
Customer Support Hub and one of our sourcing
experts will find it for you

One of the key features of our Customer Support

Hub is the ability to raise a bespoke ordering
request.

See More

Stay cool and compliant
this summer with

Banner’s workwear essentials

Essentials for the summer!

No.l Classic Paper
A4 80gsm (Pack.

xeRs BoX |

Record Storage

The market leader in document
management products, offerng durd
functional storage solutions.

View range >

To search for the categories of products or the
product either:

e click on the 3 bars next to Categories to
display the categories of products
available.

e click on the drop down next to Search
All Categories

e entertextinthe search box.

Clicking on the 3 bars displays the following
category list (see below).

Categories

® Educational Supplies
Personal Protective Workwear

" Books & Pads

® Business Print

® Business Technology

® (Catering, Hygiene & Safety

® CDs, DVDs & Backup Tapes

® Computer Accessories

Filac Dnarlate & Rindare

Each category contains sub-categories to narrow the search and return the products to select for your order.

The search will display the items selected together with any relevant information.

Home » Books & Pads » Message Pads & Notepads > Note Books »

Soft Cover Note Books

Soft Cover Note Books

Browse all our products in this section,

Show only Core Items

ble tems

Show only Sus

Brands ~
Pukka Pad (6)
Banner Essentials (2)
Black n Red (2)
Silvine (2)
Cambridge (1)
Clairefontaine (1)
Customer Bespoke (1)
Rhodia (1)
Tiger (1)

Price
£1-£24

Silvine Executive Notebook 160 Pages AS Black 197BK

< Back

8 Grid

= List

e £8.70

216 in stock

1

e £7.7

 16in stock

w

& Compare

1 Add to basket

o £23.8

+ 16 in stock

(]

& Compare

1 Add to basket

Side menu bar - to the left provides options to select specific brands and to set your price range.

P2P-01v1.1
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Sort By - click on the drop down to sort the items presented.

susTABASLE

- this icon will appear against any item which is sustainably sourced.

Compare button - click on the compare button to compare product details for up to 4 items.

Click the compare button which appears at the bottom of the screen.

A window containing the products selected with all details listed to compare will appear.

Compare products

Here you can compare multiple different products.

Highlight specification differences ™ Copy Link

x x
Counsel A4 Notebook - 80 Pages Pukka Pad Signature Soft Cover Rhodiarama Soft Cover Notebook Silvine Executive Notebook 160
Feint-Ruled Motebook Casebound A5 Black... 160 Pages A5 Black 117402C Pages A5 Black 197BK

o £5.67 © £13.30 e £7.73 e £8.70
Add to basket Add to basket Add to basket Add to basket
View Product View Product View Product

Brand

Customer Bespoke Pukka Pad Rhodia Silvine

Colour

No specification Black Black Black

Country of Origin

India China France United Kingdom

Item Gauge (gsm)

No specification 20 90 20

OEM

1230493 §981-51G 117402C 197BK

Pack Contains

10 E 1 1

Page Marker

Mo specification Yes Yes No specification

Product Unit

You may either:

P2P-01v1.1
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e click the back button to go back to the search page to add the quantity then click Add to basket or,

o click View product link

Home » Books & Pads » Message Pads & Notepads » Note Books » Soft Cover Note Books

Pukka Pad Signature Soft Cover Notebook
Casebound A5 Black (Pack of 3) 6981-SIG
oz==n

EAN: 5032608169815 Weight: 1.1151kg Size: H'2'7DD2?7"£0W455'0D“
mm D-217.000 mm

Product Description Specification

Pukka Pad Signature Soft Cover Notebook Casebound A5 Black (Pack of 3) 6981-51G
This stylish, professional Pukka Signature Casebound Notebook contains 192 pages of 80gsm ruled, acid free
cream paper for sophisticated note-taking. The notebook features elegant soft covers and an additional
expandable pocket for storing loose sheets of paper. A ribbon page marker helps you keep your place and the
elasticated closure keeps contents secure. This pack contains three black AS notebooks.

« Size: A5 (148x210mm)

« 192 pages

« 80gsm acid-free paper
« Feint ruled for neat notes
* Soft cover

« Colour: Black

* Packof3

- ™ Add to

Enter the quantity required then click Add to

YOUR PRICE basket. Be mindful of the number of items

g£13.30 remaining in stock when entering the
quantity.

You may also need:

Pukka Pad Signature Seft Cover The main basket at the tOp Of y0UI’ screen

Notebook Casebound A5 Assorted (5

pect) 174716 will display the number of products ordered.

m © £23.86

L

1 B Add

Black n' Red Wirebound A-Z
Hardback Notebook A5 (Pack of 5}

100080194
@ £27.99

1 B Add

1
4 dasket [ Leave

stage unless you do not wish to continue
with this order.

The Back button will return you to the
previous window.

You may amend your categories and select other products to add to your basket.

On selecting all the products required, click on the Basket icon at the top of the screen.

Punch Out Order Basket >

-
Pukka Pad Signature Soft Cover
n Notebook Casebound AS Black...
S zoo.50
£13.30 7each
Pentel Maxiflo Flex-Feel
a Whiteboard Marker Assorted (Pa...
© 1314
ary: 2 £6.57 /each
-~

Total: £79.64 Go to checkout >

P2P-01v1.1

Note: DO NOT select the leave button at this

A summary of your Punch Our Order Basket will appear displaying
the products and the quantity ordered together with the total cost

per product.

The total cost for the order will be summarised at the bottom.

Click on the Go to checkout button to proceed.

Punch Out Order Basket

Here you can make changes ta your basket

Pukka Pad Signature Soft Cover Punch Out Order Basket

Notebook Casebound AS Black (Pack ...
. - s 4 @ £66.50
£13.30 rach Quick Stock
- o >
© Add note + Q
3 Clear
Pentel Maxiflo Flex-Feel Whiteboard Basket

Marker Assorted
- N £13.14
o y ‘ G £6.57 each

@ Add note

Subtotal

>

£79.64

Checkout =

You have the option to amend the quantity, add notes for the
supplier, or clear the basket.

If your order is complete, click Checkout.
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You will return to the shopping basket in the Marketplace i.e., you are no longer in the supplier’s webpage.

University of

Reading (0 Resource Centre B My Account ~ % Settings iy View Baskel (2)
i)
Shopplng basket continue shopping »

e

Subtotal: 79.64

Details Deliverycharge  Packsize  Unitprice  Orderquantity  Total

[part-id:10952] Pukka Pad Signature Soft Cover Notebook Casebound A5 Black (Pack of 3) 6981-SIG
@ Banner Cetelogue number s000144 No delivery charge - . eso
Supplier Banner

@ Banner Cotelosue number 1155873 No delivery cnarge . 5 -

supplier Banne:

H [part-id:10953] Pentel Maxiflo Flex-Feel Whiteboard Marker Assorted (Pack of 4) YMWL55BF/4-M

Delete selected items Empty basket

At this stage, you may still amend the quantity and update the basket.
Select the delivery charges if applicable to ensure itis included in your order.

Click the Checkout button to return the order to Unit4.

Purchase request

On behalf of Requisitioner* | Mistry, Rekha -
Delivery date 23/07/2025 m Apply to selection || Apply to all Header (7
Message to approver
Delivery to
2
Delivery contact* Delivery address
Whiteknights House Mail Hub (Room BO1) (Del.. = Whiteknights House Mail Hub (Room BO1) Shinfield Road Whiteknights Reading Berkshire RG6 6UR United Kingdom
For the attention of: Delivery information
Product Product description Supplier Delivery . Quantity Price  Cumency  Currency.. Supplier Status Costcen.. Project Universit.. Tax code
& @ SFA [part-id:10952] Pukka .. BANNER .. 23/07/2.. 500 1411151.. 1330 Pound St. 6650 5000144 N 4670 PCCP A29037.. RU PP PR
@ @ SA [part-id:10953] Pentel .  BANNER .. 23/07/2.. 200 4412170.. 6.57 Pound 5t. 13.14 1155873 N 4670 PCCP A29037.. RU PP PR
Add product Delete product Copy product Total amount: ~ GBP 79.64

Total amount: GBP 79.64

Send for approval Save as draft Delete Log book External markets |~

The same guidance applies to that noted above for Catalogued suppliers on returning to Unit4.

Ordering laptops from Punch Out supplier XMA via the Marketplace

Computing devices must be requested through DTS as per the DTS Device Policy. Only in exceptional
circumstances, and in consultation with DTS, should equipment be purchased through other channels. Please
follow the process below to place an order for an exceptional laptop via DTS:

1. Ifauser needs a custom laptop, they must contact DTS.

2. DTS will liaise with XMA to agree the specification, price and get a unique quote number for that
laptop.
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3. DTS will provide the end user with the XMA quote number.
4. To orderthe custom laptop, the end user should follow these steps:
a. LogintoUnit4
b. Click out to the Marketplace
c. Clickonthe XMA logo to go to their punch out site
d. Enterthe XMA quote number into the Search box on the XMA punch out site.
e. Add the item that comes up to your basket.
f. Click checkout to bring it back into the marketplace basket
g. Click check out from the Marketplace basket to go back to Unit4.

h. Ensure the supplier and project code in the Header is correct and the correct delivery
address has been selected in Unit4.

i.  Submit the requisition for approval.

5. Oncethe orderis approved in Unit4, the order will be sent to XMA to fulfil.

Note: Free text requisitions for Marketplace suppliers such as BOF, Banner, Fisher Scientific, VWR etc. should
NOT be created in Unit4. They must always be created in the marketplace, choosing items from the catalogues
and coming back into Unit4.

Notifications from the Marketplace

When users create an order in the Marketplace, they will receive three notifications after the order has been
approved.

1. Anemail will be received from the email address support@sci-ware.com telling the user that the order
has been sent to the supplier when the order reaches the marketplace.

2. Anemail from the email address support@sci-ware.com telling the user that the order has been
accepted by the supplier

3. And an email from Unit4 with a copy of your purchase order.

If for any reason the order can not be sent to the supplier by Marketplace you will receive an email notifying you
of the reason e.g., when mixed tax codes are used you will receive a message stating;

“Reason: Order rejected because 3315613 contains line items that attract different tax rates and supplier
Fluorochem Limited does not currently accept mixed VAT code orders”

14.How to manage requisition amendments during the approval process

On saving your requisition for approval, it will enter both:

e System workflow check - all system related checks.
e Approval workflow check —when an approver (e.g.; Budget holders, Finance, Procurement) is
requested to approve the requisition.

Note: Once you have sent your requisition for approval you can not amend it. If you subsequently become
aware of any amendments, ask the approver to request a change from their approval task.
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If at any stage during this approval process, the approver has requested an amendment to the requisition, you
will receive a task by way of an email from Unit4 informing you there is a task awaiting your review and action.
These tasks are sent twice daily. You may click on the link to Unit4 within the email to access or log in. The task
can be found on the home page in the top menu bar. The example below shows there are 13 tasks awaiting
review.

a4 v Search (Alt+q) Q

A number will only be visible in the orange box if you have any tasks to action.

Click on the box to view a dropdown of all the tasks requiring your attention. Each task will be displayed with a
brief description.

Task Examples
System Approval Task — where the system workflow approval has identified an issue with the requisition.

Follow the instructions provided.

Step instructions
This requisition includes lines for more than one company

Please amend by changing or removing lines so only one
company is included. Alternatively Close the order.

Scheme of Delegation Task — where an approver has requested amendments, additions or cancellation of
the requisition.

3
SoD Request Changes

Click on the description to view the requisition approval amendment required. The details of the changes
requested are displayed in the workflow log box. Add comments for the approver if required.

2 Workflow log (row 1)

) - Query To Requestor 1"Attached document is missing.l

10/04/2025 11:47 Rekha Mistry (MISTRR) - Distributed

Document to review now attached

Typical amendments include.

e change the quantity to....

e change the project to....

e add Contract, SAW, Quotation or ESQ number
e attach the quotation
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e delete the order

Click on the task to gain access to the requisition and follow the instructions provided within the task. The
amendments requested must be made in the appropriate sections within the requisition. For example, if an
ESQ number is required, it must be populated in the Header section. If the quantity has to be amended this
must be changed within the order line. Refer to the information provided in the lesson How to raise a Free Text
Requisition to remind you of the various sections within the requisition.

Once reviewed, the following options are available.

Task complete button - to re-submit the requisition for approval once the amendments are made click on this
button. It will enter the approval process from the beginning.

Close Requisition - if the order is no longer required, click this button.

Task complete Close Requisition Advanced mode Workflow user log Export

15.Approved Requisitions

Once your requisition has been fully approved, it will be allocated a PO number. A PO document will be
emailed to the supplier on the PO email address set up in the supplier details. If the supplier claims that they
have not received the PO, the Unit4 supplier record may contain an incorrect PO email address. Obtain the
correct email address from the supplier and send an amendment request to the New Supplier Team on the
email newsuppliersandamendments@reading.ac.uk

Note: All POs are emailed to suppliers without exception.

The requisitioner will receive an email with a copy of the PO. This stage indicates that your requisition has been
approved and the PO has been emailed to the supplier.

The requisitioner will also receive an end of day summary of all approved POs. This email will notinclude
copies of the POs.

16.Requisition Workflows & Workflow Maps

On submitting a requisition for approval, the report Requisitions —Inc Workflow can be used to view a workflow
to establish where and with whom your requisition is with in the approval process. The report can be found
under the menu option.

Procurement > Reports > Shared > Order Details > Requisitions — Inc Workflow

Homescreen menu

Start pages Procurement Reports
e-Marketplace
E Purchasing & New Supplier Request Form @ Shared A
SelfService admin @ Accounting template enquiry [® Order Details A
Active PO Report
Time and expenses Active Requisitions
Requisition - Inc Workflow
Procurement @ Procurement Reports ¥
e o kmo A4
Enter one or more search criteria.
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Enter search values

Requisition number Like - Value Value to

Supplier ID Like - Value - Value to -

Workflow state Like - Value v Value to -

Requisitioner Like - Value - Value to -

Costc Like - Value - Value to -

Project Like - Value - Value to -
Cox |

In the results, scroll to the right to display the workflow columns.

Order status (T) Workflow state (T) Workflow ...
Finished Finished R,
Finished Finished R,

Click on the [*/icon to display the workflow map of this task. The map will be displayed in a new window
displaying the system related checks and the approval tasks which will look similar to the map below.

P2P-01v1.1



O s

v

Reg Balances by
Company

v

alue greatsr than
Zero

v

Allow P2ZP =Y

v

PO Type Allowed

v

ESQ Not Reguired

v

Allowed Supplier
Group

v

Tax Code not PAor
PM

v

Mo Technical
Approval

v

Mo Procurement chi

v

Mot Capital

v

Mot Research

v

Mot Prize Fund

v

SO0 APFROVAL

Daren Francis onmll Emma Bs;a':, S Uruashi Gals Marie Missshrook ™ Max Ackford
{RGA13812) Evicz MISSEM] {PUZETERE)

Ashley (SIENKE) (MRE1E158)
— TN v
@ Approved
v

e © @ © © O © © O O © OO

—

Rekha Mistry
{MISTRR}
v
@

Unit4 will conduct system checks first. Some of these checks will determine who the requisition should be
workflowed to for approval.
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Initial system checks include.

= the project codes used belong to the same legal entity e.g.; RU or NIRD
= value of the PO is greater than 0

= jfan ESQisrequired

= jftax codes PA or PM have been used

Requisitions will flow through the following approval workflow route in Unit4.

= Technical approval - if the requisition relates to a specific product or tax code

o licensed drugs

o radioactive chemicals

o IT purchases, not compliant under the UoR Software Procurement Policy, including:
= Mobiles
= AV supplies
=  Software
= Desktop
= Servers

o taxteam for specific tax codes

=  Procurement - Procrementto approve
o iftherequisition value is £30,000 or greater
o Ifthe supplier belongs to supplier groups.
= 8 -Services, ESQ required
= 9- Associations & Professional memberships
= 12-Commercial Suppliers

= Project codes - Pl (Prinicipal Investigator) approval if the requisition is coded to any of the these
project codes
o research
o prize fund
o capital project

= Scheme of delegation (SoD) - relates to the value of the requisition
o level 1, minimum value approvers —upto £4,999.99
o level2,HoS/D delegates (e.g., Head of Dept. or School Manager) approvers — £5k to £24,999.99
o level 3, Head of School or Directorate approvers — £25k to £99,999.99
o level4, UEB approvers — £100k to £999,999.99

= Finance - Finance to approve

Financial Planning & Strategy team - if the requisition value is £5,000 or greater
Finance Director - if the requisition value is £100,000 or greater

Chief Financial Officer (CFO) - if the requisition value is £1m or greater

CFO to obtain VC approval if the requisition is £3m or greater

Financial Planning & Strategy team for coding corrections

O O O O O

Colour coding on Workflow Maps
All workflow maps in Unit4 follow the same colour coding rules.

Yellow:
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v

TRANSACTION
TEAM CHECKS
Marina " Graham - Annstiz T T
Grossberg Dhcens PLIZ0TE0E) Sneddon {CPARRAET)
(SMSOENG) (V510304 L ) (RQB11408) |_— \ "
E— ~ I - —

Any process or name in a yellow solid line indicates the process of approval reached and the names of the
individuals who are able to approve, reject or create a task.

Green:
DEPT REQ
AFPPROVAL
Marie i
_ Darren Francis
J Misselbrook (RG913912)

(MISSEM)
M

e

If approved, the process has a green box around it. The person who has approved it will have a green box
around their name and a green tick next to their name.

The broken yellow line around a name indicates that the process has been dealt with by someone other than
the named person in that box.

Red:
¥
DEPT REQ
APPROVAL
i Marie
F;gg ?3?1& ;\Ims ° Misselbrook
' (MISSEM)

~ e

If rejected, the process has ared box around it. The person who has rejected it will have a red box around their
name and a red stop sign next to their name.

The broken yellow line around a name indicates that the process has been dealt with by someone other than
the named person in that box.

End of a workflow

4

@ o

If the workflow has reached its end, you will see the stop sign.
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17.Receipting Orders

All 3-way purchase orders must be goods or service receipted following delivery before Accounts Payable (AP)
in Finance are able to make payment of the supplier invoice.

Receipting Notifications
There are 2 scenarios where you will receive emails notifying you to receipt a PO.

1. On the expected delivery date entered when first raising your requisition, an email notification is sent
reminding that your order due date has arrived. If you have already received the goods or services then
you should have receipted the PO.

2. Ifthe supplier invoice has been received by AP and the PO has not been receipted (via the 3-way
check), a Missing GRN (goods/service receipt note) Task is sent to the requisitioner requesting to
receipt the PO. The supplier invoice will not be paid until the PO is receipted.

Although the notifications are sent to the requisitioner to receipt a PO, any end-user who has access to
Procurement in Unit4 can receipt a PO. This applies mostly to Chemistry Stores within the University who have
goods delivered to them daily and are responsible for receipting the corresponding POs.

18.Unit4 Navigation to Receipting PO’s

On delivery of the goods or services from the supplier, follow the instructions below on how to receipt your
order.

From the Unit4 homepage menu options select:

Procurement > Purchase orders > Goods received (click on chevrons next to description) > Goods receipt

Note: Over-receipting is not allowed in Unit4.

Homescreen menu

Start pages Procurement Reports

e-Marketplace

«

E Purchasing ¥ Product search configuration B Shared

E

New Supplier R t Fori
SelfService admin SW SUpPIEr equest Form

% Invoice accounting templates

Time and expenses [Q Accounting template enquiry

*®  Invoice control maintenance

Procurement

Requisitions Internal orders Purchase orders

E

) Requisitions - standard & Internal orders Purchase order

Project management

&) Requisitions - product explorer B Enquiries 4 B Print purchase order ¥
Customers and sales B Cnguiries ¥ B8 Purchase order follow up ¥
Q Your purchases & Goods received
Planner Import goods receipt
Delivery overview
Information pages B Goods receipt
& Goods return
Gccouning B Enquiries ¥
B Batch Input 4
The Goods receipt tab will open.
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Example PO number: 3315235

Goods receipt

Order information References Invoice Address
Order number Order status Requesteq by Delivery date
3315235 Ordered Rekha Mistry 23/04/2025 i
Supplier Contract Ref / ESQ Ref
FISHER SCIENTIFIC
Order details
[ Orderline Supplier product Supplier product description Product Description Order gty Ordered amount Previously received Quantity to receipt Unit Value to receipt
1 MMM Laboratory Consumable Clothing MMM Laboratory Consumable Clo... 500 175.00 0.00 000 G 35.00
Laboratory Consumable Cloth... Laboratory Consumable Cloth
2 YCB Delivery Charges YCB Delivery Charges 100 599 0.00 000 s 599
I 6.00 000 0.00

Setreceived tozero || Full Goods Received | Batch and serial information

Order Number - remove the 0 in this field and enter the PO number of the order to be receipted. Click the tab
button on your keyboard to display the order details including the order lines.

Goods receipt

Order information

Order numbser rder status

Supplier

Click on the order line you wish to receipt. It will be highlighted with a blue background.

Order details
Order line Supplier product Supplier product description Product Description Order qty Ordered amount Previously received Quantity to receipt Unit Value to receipt
1 MMM Laboratory Consumable Clothing MMM Laboratory Consumable Clo... 500 175.00 0.00 000 G 35.00
aboratory Consumable Cloth Laboratory Consumable Clath
2 YCB Defivery Charges YCB Delivery Charges 1.00 5.99 0.00 000 5 599
I 6.00 0.00 0.00
Setreceivedto zero || Full Goods Received || Batch and serial information

Previously Received - displays the following:

e for goods ordered - any quantity of goods previously receipted
e forservices ordered — any value of service previously receipted

Quantity to receipt — use this field to receipt POs for goods received or delivered by the supplier. Enter the
NUMBER of items received. This can be a partial delivery. Any items already receipted will be displayed in the
Previously received field. Should you attempt to enter a quantity greater than the original ordered, an error
message will appear at the bottom of your receipting page. Note: over-receipting will not be possible and will
be handled with a invoice approval task on receipt of the supplier invoice.
© Please correct the following:
+ Quantity to receipt: Delivered number line 1 exceeded by 1

© Errors: 1

Value to receipt - use this field to receipt POs for services received from the supplier. Enter the NET VALUE
or AMOUNT (exc VAT) of the service received. This can be a partial amount. Any items already receipted will be
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displayed in the Previously received field. Should you attempt to enter a value greater than the original ordered,
an error message will appear at the bottom of your receipting page.

Set received to zero button - tick the box in front of the order lines then click this button to reset any quantity
or value entered back to zero. Note: This will not reset the previously received quantities or values to zero.

I Set received to zero I Full Goods Received Batch and serial mformation

Full goods received button - tick the box in front of the order lines then click this button to fully receipt the
order line. The Quantity and Value to receipt fields will be populated with the order quantity and order amount
of the PO.

Note: Do not use for partial receipting.

Order details
Order line Supplier product Supplier product description Product Description Order gty Ordered amount Previously received Quentity to receipt Unit Value to receipt
v 1 LA Lab Consumzbles Clothing LIA Lab Consumzbles Clothing 5.00 175.00 0.00 5.00/ UN 35.00
Lab Consumables Cloth.. Lab Cansumebles Clath..
v I YCA Courier and Qutbound Delivery Ser_ YCA Courier 2nd Dutbound Delivery Se.. 100 509 0.00 1.00 N 500

600 0.00 6.00

z
Setreceivedto zero || Full Goods Received || Batch and serial mformtion

Add Set received to zero I Full Goods Received I Batch and serial information

Rest cancelled box - if your PO remains open but you are not expecting any further invoices from the supplier
tick the Rest cancelled button against the order line to be closed. Useful when reviewing open POs, especially
for financial year-end.

Order details

[]  Orderline Product Description Order qty Ordered amount Previously received Quantity to receipt Unit Value to receipt Rest cancelled

1 KHA REG001-2 6.00 9,600.00 0.00 500 G 1,600.00 k4
Desktop, Laptop, Tablet Purchase inc. App...

Note:

e ifaninvoice has been registered against this line when you attempt to tick this button, the system will
not allow that order line to be closed.

e if asupplierinvoice quoting the closed orderline and PO number is subsequently received, AP will not
be able to register the invoice to be paid. AP will return the invoice back to the supplier.

Example - Receipting a PO for goods and services delivered

e Line1-relatesto 5items (goods) ordered which have all been delivered. The Unit field will always
display G for a goods related order line.

To fully receipt goods order line — enter the number of items received in the Quantity to receipt field,
in this case 5. Alternatively, click on the box in front of the order line then click the Full Goods Received
button. Note: that the Value to receipt field will display the unit cost of each item only and will not
change when entering a quantity to receipt.

Order details

[ Orderline Supplier product Supplier product description Product Description Order gty Ordered amount Previously received Quantity to receipt Unit Value to receipt
1 MMM Laboratory Consumable Clothing MMM Laboratory Consumable Clo... 500 175.00 000 35.00
Laboratory Consumable Cloth Laboratory Consumable Cloth.
2 YCB Delivery Charges YCB Delivery Charges 1.00 5.99 0.00 000 S 599
7 6.00 0.00 500

Setreceivedtozero | Full Goods Received || Batch and serial information
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To partially receipt a goods order line - if the delivery is partial or relates to a call-off order i.e., 3 of the 5
items are delivered, enter 3 in the Quantity to receipt field. In this case the PO will remain open expecting
the 2 remaining items to be delivered at a later date.

Order details

] Orderline Supplier product Supplier product description Product Description Order qty Ordered amount Previously received Quantity to receipt Unit Value to receipt
1 MMM Laboratory Consumable Clothing MMM Laboratory Consumable Clo... 5.00 175.00 0.00 3.00 |G 35.00
2 YCB Delivery Charges YCB Delivery Charges 1.00 5.99 0.00 000 S 4.00
Delivery Charges Delivery Charg...
z 6.00 0.00 3.00

Setreceivedtozero || Full Goods Received || Batch and serial information

e Line 2 -relates to the the delivery charge for the delivery of 5 items. The Unit field will always display S
for a service related order line.

To fully receipt a service order line - enter the net amount (excluding VAT) in the Value to receipt field.
Alternatively, click on the box in front of the order line then click the Full Goods Received button.

Order details

[]  Orderline Supplier product Supplier product description Product Description Order qty Ordered amount Previously received Quantity to receipt Unit
1 MMM Laboratory Consumable Clothing MMM Laboratory Consumable Clo... 5.00 175.00 0.00 500 G 35.00
2 YCB Delivery Charges YCB Delivery Charges 1.00 599 0.00 0.0 5.99)
Delivery Charges Delivery Charg
I 6.00 0.00 500

Setreceived tozero | Full Goods Received | Batch and serial information

To receipt partial deliveries - if the delivery is partial or relates to a call-off order i.e., the postage
charge related only to the 3 items delivered say £4.00, enter 4.00 in the Value to receipt field. In this
case the PO will remain open until it has been fully receipted.

Order details

[1 Orderline Supplier product Supplier product description Product Description Order gty Ordered amount Previously received Quantity to receipt Unit Value to receipt
1 MMM Laboratory Consumable Clothing MMM Laboratory Consumable Clo... 5.00 175.00 0.00 3.00 G 35.00
2 YCB Delivery Charges YCB Delivery Charges 1.00 5.99 0.00 0.00 S 4,00
Delivery Charges Delivery Charg
z 6.00 0.00 3.00

Set received to zero Full Goods Received Batch and serial information

19.Returning Goods

If any delivered goods are to be returned to the supplier, create a goods return note.
This is found under menu option.
Procurement > Purchase Orders > Goods Received > Goods Return

Note: This is purely for internal use. Information recorded here will not be sent to the supplier. Contact the
supplier by email to confirm that goods will be returned and arrange collection of the return goods.

The returning goods option may also be used for correcting errors in Goods receipting.
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Homescreen menu

Start pages Procurement Reports
e-Marketplace
N A
= Purchasing " Product search configuration f& Shared ~
A i B ¥
& New Supplier Request Form mm Common shared data v
SelfService admin
3 Invoice accounting templates B Order Details ¥
= -— b
Time and expenses [ Accounting template enquiry m Supplier Reports ~
- ~
¥ Invoice control maintenance m GRN Reports v
Procurement Requisition
Purchase prices
Project management Supplier transactions
Requisitions Internal orders Purchase orders
Customers and sales
& Requisitions - standard & Internal orders & Purchase order
hoA oA
Planner & Requisitions - product explorer B Enquiries ~ @& Print purchase order v
- . b - oA
m Enquiries v mm Purchase order follow up ~
Information pages Q Your purchases & Goods received N
Import goods receipt
Accountin »
9 Delivery overview
oods recei
& Good pt
Common
oods return
& Goodsret
The following window will appear.
Goods return
Order information References Invoice Address
OrderNo Supplier Requested by Delivery date
3315093 AGAR SCIENTIFIC LTD Max Ackford 30/05/2025 ﬁ
Ordered Contract Ref / ESQ Ref Delivery time
0
2 Workflow log (row 1)
(Enter a comment)
Copy
Order details
[]  Orderline Product Description Order gty Previously received Previously received Unit description Qty. returned ‘alue to receipt No replacement expected Reason code
1 LXA Tissue Cultures and Ins... 1.00 0.00 0.00 Each 1.00 5,500.00 -
z 1.00 0.00 1.00

No replacement expected Batch and serial information

Order No. - enter the PO number, click the tab button on your keyboard to display details of the order.
Order details - Select the order line requiring items to be returned.

Qty returned - enter the quantity to be returned to the supplier. Do not enter a negative number.

No replacement expected - tick this box if you are not expecting the items to be replaced.

Save - click the save button to save the goods returned. A successful save window will appear
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20.How to manage a GRN (Receipting Note) task

GRN notification tasks are received when a supplier invoice for a PO you raised is received by Accounts
Payable and the PO either;

e has not been receipted or,

e has been partially receipted but the receipted quantity &/or value is insufficient to cover what the
supplier has invoiced.

Note: GRN’ing is only possible via the task at this stage. DO NOT attempt to receipt a PO via the receipting
menu option in Unit4 following the issue of a missing GRN task.

The task is found on the home page in the top menu bar. The example below shows there are 13 tasks awaiting
review.

(13] Search (Alt+q) Q

A number will only be visible in the orange box if you have any tasks to action.

Click on the box to view a dropdown of all the tasks requiring your attention. Each task will be displayed with a
brief description.

The missing GRN task will display a task as follows.

~ Missing GRN

* Invoice
Missing GRN CostC: EBCP Project: A2801105

Missing GRN CostC: FECP Project: A3088602

Click on the description for the task to display the Missing goods receipt page.
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Missing goods receipt

»
¥

ﬂ Please confirm the goods receipt proposal or click Goods receipt in the tools menu to amend the receipt.

=

H

=}

0

?._ Order information A Invoice

&

a Supplier name FISHER SCIENTIFIC
OrderNo 3315235
ExtRef . .
Reauested by MISTRR Scanned copies of the supplier
Order date 23/04/2025 . . . .
Status Ordered invoice and the PO will be available

here for you to view.

£ Workflow log

23/04/2025 15:37 Max Ackford
(PU297898) - Distributed

[l Action Status Order line  JProduct Product description Quantity Unit Amount | Currency Receipt date Receipt No. = Ref/DofB = Received by
Receiveg... Toreceive 1 MMM Laboratory Consumabl... 1.00 Goods 3500 GBP 23/04/2025
Receiveg... Toreceive 2 fCB Delivery Charges 1.00 Service 599 GBP 23/04/2025
4099

Remove action Undo

| Task complete H Goods receipt | Export |

Review the invoice lines displayed in the task to be receipted with the invoice and PO. Please note that a
scanned copy of the invoice & PO will be available to view in the box headed Invoice.

At this stage, it is important that you ensure that the Order line numbers match the Order line numbers in the
PO. To check they match, click the Goods Receipt button. This will take you to the Goods receipting page in
Unit4.

Ensure the order line numbers and details in the task match those displayed in the Goods receipt window.

Note: DO NOT attempt to receipt the PO within the Goods receipt window. This will not manage the
missing GRN task. Follow the instructions below.

Return to the task. You have the following options available.

1. To fully receipt - tick the box in front of the order line then click the Task complete button.

2. Ifyou have cause to query the lines —contact AP with your query by emailing invoices@reading.ac.uk.
Provide screen shots to assist AP.
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Setting Substitutes for tasks whilst out of office

If you will be out of the office for an extended period, you can nominate a colleague as a substitute in Unit4 to
avoid delays in receipting and supplier payments.

To do this, raise a Topdesk ticket via the Finance & Ordering Service tile, including:

e The name of the employee going on leave

e The name of the nominated substitute (who must already be a requisitioner or approver in Unit4)

Once the Financial Systems Team confirms setup, the employee going on leave can activate the substitute

using the steps below.

In Unit4, select menu option Selfservice admin > Activate your substitutes.

Homescreen menu

SelfService admin

On clicking Activate your substitutes, follow the instructions provided in the guidance Setting your substitute

user guide.

21.GRN Reports

Receipting reports are available in the following Unit4 menu option.

Start pages SelfService admin

(4 Expenses ®

Procurement > Reports > Shared > GRN Reports

Homescreen menu

e-Marketplace

SelfService admin

Time and expenses

Procurement

Project management

Customers and sales

Start pages

= Purchasing

% Product search configuration & Shared

&) New Supplier Request Form

L]

% Invoice accounting templates

[G Accounting template enquiry

Activate your substitutes

Common shared data
Order Details

Supplier Reports

v

% Invoice control maintenance

» K K L»

GRN Reports

Open POs - Still to GRN report

[Z] OpenPO's - Still to GRN

GRN by Purchase Order

Requisition
Purchase prices

Supplier transactions

This report searches for all POs which have not been fully receipted therefore, remain open.

P2P-01v1.1
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Enter search values

Order number | - Value Value to
Requested by Like - Value - Value to -
Supplier ID Like - Value - Value to -

Cor [

Enter at least one value to search on.
Order number - enter the PO number in the value field

Requested by - start typing a name or use the drop down to search for the name. Only Unit4 procurement
users will be listed in the dropdown.

Supplier ID - start typing the supplier name or use the drop down to search for the name. Only Unit4 active
suppliers will be listed in the dropdown.

Click OK to return the results.

= RU OpenPQ's - Stillto GRN %

Purchase orders

Sort and group by " = Order number = E X

Supplier ID Supplier ID (T) Order numb... 4 Orderdate  Quantity Order.. ~ Amountin & Unit GRN Quantity GRN Amount Remainder to delive... Requested by Line status (T) =
1 54880 YELLOW CARS LTD 3315072 21/05/2025 1.00 5000 S 0.00 0.00 1.00 PU297898 Ordered
2 11219 HAYS SPECIALISTRE... 3315073 21/05/2025 1.00 20,00000 S 0.00 0.00 1.00 PU297898 Ordered
3 10049 AGARSCIENTIFICLTD 3315075 21/05/2025 1.00 400.00 EA 0.00 0.00 1.00 PU297898 Ordered
4 10049 AGARSCIENTIFICLTD 3315076 21/05/2025 10.00 450 G 0.00 0.00 10.00 PU297898 Ordered
5 10049 AGARSCIENTIFICLTD 3315077 21/05/2025 1.00 5500 G 0.00 0.00 1.00 PU297898 Ordered
6 13534 UNIT4 BUSINESS SOF... 3315078 21/05/2025 1.00 800.00 S 0.00 0.00 1.00 PU297898 Ordered
7 10049 AGARSCIENTIFICLTD 3315080 22/05/2025 10.00 500 G 0.00 0.00 10.00 PU297898 Ordered
8 10049 AGARSCIENTIFICLTD 3315085 22/05/2025 1.00 055 G 0.00 0.00 1.00 PU297898 Ordered
9 10049 AGARSCIENTIFICLTD 3315086 22/05/2025 1.00 1,50000 EA 0.00 0.00 1.00 PU297898 Ordered
10 13534 UNIT4 BUSINESS SOF... 3315089 28/05/2025 1.00 800.00 S 0.00 0.00 1.00 PU297898 Ordered

GRN by Purchase Order

This report searches for any receipting completed against PO’s.

Enter search values

PO Number | [Like v | Value 331400 Value to

o [

PO number - in the Value field enter the PO number. Click OK to return the results.
22.Closing an Open PO
To close a PO which is either

e no longerrequired or,
e has an unused value but no further deliveries and supplier invoices are expected against the PO

You can email invoices@reading.ac.uk quoting the PO number, requesting for it to be closed. Once closed, it
can no longer be used.
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23.Useful Contacts & Links
ESQ Link

Information for staff finance web page - Unit4/Agresso user guides

Procurement Guidelines link

Unit4 P2P Queries & Access link — Topdesk
VAT Guidance link

VAT Purchase Tax Codes e-learning link. Select the Finance & Procurement tile under Browse courses.

24.Glossary of Acronyms
AP - Accounts Payable

CFO - Chief Financial Officer

ESQ - Employee Service Questionnaire

GRN - Goods Receipt Note

HEPA - Higher Education Procurement Association

P2P - Purchase to Pay

Pl - Principal Investigator

PO - Purchase Order

Req - Requisition

SAW - Single Action Waiver

UNSPSC - United Nations Standard Products and Services Code

VAT - Value Added Tax
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