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

• navigate the Procurement menu option of Unit4. 
• raise purchase requisitions (reqs) 
• navigate to the Marketplace to place orders with catalogue & punch out suppliers 
• run procurement reports to manage queries. 
• understand the workflow of a requisition. 
• manage tasks.  
• 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. 

• the user guides available in the University Staff Portal 
• the e-learning in the University learning management system for Unit4 Requisitioning & Receipting 
• 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. 

 

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

• raise requisitions. 
• receipt purchase orders (PO) 
• run shared reports. 

 
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. 

 

https://uor.topdesk.net/
https://www.reading.ac.uk/finance/forms-and-guides-policies-and-procedures/user-guides-for-agresso
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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.  

 

 

 

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 
result in: 

• Requisition approval rejection. 
• Delays in the provision of the goods or services. 
• 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. 

https://www.reading.ac.uk/procurement/information-for-employees/procurement-guidance
https://www.reading.ac.uk/procurement/information-for-employees/how-do-i-pay#Lodge%20Cards
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To avoid delays in procuring  goods or services, before raising a requisition you should have the following 
information. 

• Supplier name. Please note the Preferred supplier must be used if available  
• Goods or services required 
• Total quantity of goods required. 
• Total value of the order for services required. 
• A valid 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 reqs – 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 reqs. 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. 

 

 

 

This will display the purchasing landing page of your requisition. 

https://www.reading.ac.uk/procurement/information-for-employees/contracts-with-suppliers
https://www.reading.ac.uk/procurement/information-for-employees/i-want-to-buy
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8. Purchasing Landing Page 

 

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.  

 

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

 

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

 

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

• 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. 

• 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. 

• Sent – number of requisitions approved, and the PO has been sent to the supplier. 
• 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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Expected deliveries section – Calendar. 

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. 

 

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  . The number appearing in each date is 
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. 
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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. 

 

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  

 

We will consider the Purchase Request Screens in 4 sections. 

1. The Header section 
2. The Delivery section 
3. Product and Coding section 
4. Saving section 
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1.The Header Section 

 

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:  

• PA, 0% purchase tax code for advertising, or  
• 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. 

 

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. 

https://www.reading.ac.uk/finance/about-finance/specialist-accounting/vat-and-other-taxes---links-to-tax-guides
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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. 

• Preferred Suppliers 
• Suppliers by Product Code 
• 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.  

 
 

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.  

https://www.reading.ac.uk/procurement/information-for-employees/contracts-with-suppliers
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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 supplier is 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 (PI) 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. 
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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.Order Coding Section 
You have reached the stage where the order details are required. 

 

Click the Add product button to reveal the entry fields. 

 

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; 

https://uor.topdesk.net/
https://www.gov.uk/guidance/vat-on-postage-delivery-and-direct-marketing-notice-70024#delivered-goods
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• a service, the quantity will default to 1 and cannot be changed.  
• 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.  

 

 

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

 

 

Use the browser option excel spreadsheet to return exactly what you see in Unit4. The option to open a file in 
excel will pop up on your screen. Click open file. 

 

 

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. 
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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.  

 

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. 

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

Unit – defaults depending on the product selected. 

• G = Goods 
• S = Service 

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

• Goods – enter the net (excluding VAT) price per unit. 
• 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 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 it is 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. 

 

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. 

 

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.  

https://www.reading.ac.uk/finance/about-finance/specialist-accounting/vat-and-other-taxes---links-to-tax-guides
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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.  

 

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.  

 

The following window will appear. 

Use the Cost categories tab to split the cost.  
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Click the Split cost button.  

 

 

 

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:  

• Remember to include any delivery charges as a separate order line using the appropriate product code. 
• 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. 
• 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. 

Clicking this button  , will apply any changes to the Product code or Project code, 
to all of your order lines within your requisition. 
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Attaching Documents to the Requisition 
Documents may be attached to your requisition for: 

• Internal review – the document is for internal review only and will not be sent to the supplier with the 
PO. 

• 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.  

 
The following window appears. 

 
Click on the Add a document button. 

 

 

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

• Requistion supporting documents – for internal review only   
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• Req-External attachment to PO  - for both internal and external review where the document will be sent 
to the supplier with the PO  

 
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.   

 
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.  

 

 

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

 
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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The blue background in the paperclip icon will disappear. 

4.Saving Section 
The following options are available. 

 

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.  

 

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.  

 

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

 

 

The products ordered may be from a supplier who either: 

• has a catalogue available in the Marketplace to select the items required. 
• has a punch-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. 

 

The Marketplace homepage will open. 

Information on each section is provided below. 

Header section 

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

• completed - orders accepted by the supplier and  
• 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.  

 

Browse all orders - click on this link to view all orders within the Marketplace. 
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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. 

 

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

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.  
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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. 

 

 

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

 

 

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. 

 

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

  
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. 

 

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.  
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   IMPORTANT NOTES  

• If the 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.  
 

• If a multi 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.  
 

• 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. 
 

• 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. 
 

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

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

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

• 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 . 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:  

• Message to approver 
• For the attention of 
• Delivery information 
• Delivery date 
• Attach documents 
• Splitting the cost of an order line  
• Adding more product text  
• Amending the tax code 

 

Saving Options for Marketplace Requisitions  
The following options are available. 

 

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. 

 

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. 

 

 

 

1. Request quote from supplier. 

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

 

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

 

4. A pop up box will appear. You should select No thanks as you already know the product you want is not 
in their catalogue. 

 

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

 
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. 

 

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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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. 

 

The Marketplace homepage will open. 

 

 

To raise a requisition from a Punch Out Supplier, select the supplier from the 
logo on the homepage in the PunchOuts section. 
 
This will direct you to the supplier website homepage.  
 
In the example below, Banner has been selected. 
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To search for the categories of products or the 
product either: 
 

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

• click on the drop down next to Search 
All Categories 

• enter text in the search box. 
 
Clicking on the 3 bars displays the following 
category list (see below). 
 

 
 
 

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. 

 

 

 

Side menu bar -  to the left provides options to select specific brands and to set your price range.  
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Sort By – click on the drop down to sort the items presented.  

- 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.  

 

 

 

You may either: 
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• click the back button to go back to the search page to add the quantity then click Add to basket or, 
• click View product link  

 

Enter the quantity required then click Add to 
basket. Be mindful of the number of items 
remaining in stock when entering the 
quantity. 
 
The main basket at the top of your screen 
will display the number of products ordered. 
 

 
 
Note: DO NOT select the leave button at this 
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. 

 

 

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.  
 

 
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.  

 

At this stage, you may still amend the quantity and update the basket. 

Select the delivery charges if applicable to ensure it is included in your order. 

Click the Checkout button to return the order to Unit4. 

 

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. If a user 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. 

https://www.reading.ac.uk/digital-technology-services/
https://uor.topdesk.net/tas/public/ssp/content/detail/service?unid=e392798babe44152a2f3d117c4029883&from=a00a8107-8ae9-4143-b1b0-1b63ef1ed158


36 
P2P-01 v1.1 
  

3. DTS will provide the end user with the XMA quote number. 

4. To order the custom laptop, the end user should follow these steps: 

a. Log in to Unit4 

b. Click out to the Marketplace  

c. Click on the XMA logo to go to their punch out site 

d. Enter the 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. Once the order is 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. An email 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. An email 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: 

• System workflow check – all system related checks. 
• 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. 

mailto:support@sci-ware.com
mailto:support@sci-ware.com
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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. 

 

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. 

 

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

 

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. 

 

Typical amendments include. 

• change the quantity to…. 
• change the project to…. 
• add Contract, SAW, Quotation or ESQ number 
• attach the quotation 
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• 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. 

 

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 not include 
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 

 

Enter one or more search criteria. 

mailto:newsuppliersandamendments@reading.ac.uk
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In the results, scroll to the right to display the workflow columns. 

 

 

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

Emma 
Ashley 
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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 
▪ if an ESQ is required 
▪ if tax 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 tax team for specific tax codes 
 

▪ Procurement – Procrement to approve 
o if the requisition value is £30,000 or greater 
o If the supplier belongs to supplier groups. 

▪ 8 – Services, ESQ required 
▪ 9 -  Associations & Professional memberships 
▪ 12 - Commercial Suppliers 

 
▪ Project codes - PI (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 level 2, 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 level 4, UEB approvers – £100k to £999,999.99 

 
▪ Finance – Finance to approve 

o Financial Planning & Strategy team - if the requisition value is £5,000 or greater  
o Finance Director - if the requisition value is £100,000 or greater 
o Chief Financial Officer (CFO) - if the requisition value is £1m or greater 
o CFO to obtain VC approval if the requisition is £3m or greater 
o Financial Planning & Strategy team for coding corrections 

Colour coding on Workflow Maps 

All workflow maps in Unit4 follow the same colour coding rules. 

Yellow: 
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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: 

 

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: 

 

If rejected, the process has a red 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 

 

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. If the 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.  

 

 

The Goods receipt tab will open. 
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Example PO number: 3315235  

 

 

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. 

 

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

 

 

Previously Received - displays the following: 

• for goods ordered - any quantity of goods previously receipted  
• for services 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.  

 

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.  

 

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.  

 

 

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.  

 

Note: 

• if an invoice has been registered against this line when you attempt to tick this button, the system will 
not allow that order line to be closed. 

• if a supplier invoice 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  

• Line 1 – relates to 5 items (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.  
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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.  

 

• 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. 

 

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.  

 

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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The following window will appear.  

 

 

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; 

• has not been receipted or, 
• 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. 

 

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. 

 

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

 

 

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. If you have cause to query the lines –contact AP with your query by emailing invoices@reading.ac.uk.  
Provide screen shots to assist AP.  

Scanned copies of the supplier 
invoice and the PO will be available 
here for you to view. 

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. 

mailto:invoices@reading.ac.uk
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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: 

• The name of the employee going on leave 

• 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. 

 

 

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.  

Procurement > Reports > Shared > GRN Reports  

 

Open POs – Still to GRN report 

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

https://www.reading.ac.uk/finance/forms-and-guides-policies-and-procedures/user-guides-for-agresso
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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. 

 

GRN by Purchase Order 

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

 

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 

• no longer required or, 
• 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.  

mailto:invoices@reading.ac.uk
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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 

PI – 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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