
 Unit4 Quick Guide to Approving Requisitions & Supplier Invoices 

This is a summarised version of how to approve requisitions and supplier invoices in Unit4. 

Procurement Approval task notifications are sent to staff who must approve requisitions for the purchase of goods or 
services for their School or Directorate 3 times daily (approximately 8am, 12 noon & 4pm). Should you need to manage a 
task urgently, it will be available to approve in the orange task box as noted below. 

There are 2 types of approval tasks. 

1. SoD (Scheme of Delegation) – to approve a requisition. Various stages of approval including technical, 
Procurement, project code, value, and Finance. 

2. Incoming Supplier Invoice – to approve payment of a supplier invoice for: 
o  additional value – value of supplier invoice is greater than the PO value. 
o extra financial line added – supplier invoice includes additional charges of items not included on the PO. 

Note: These will be subject to the 2.5% tolerance up to a maximum of £100. 

Should you receive an approval task notification, your tasks can be viewed in the orange box containing a number in the 
top menu options of your Unit4 homepage.  

 

How to Approve a Requisition 

Task button – click on the number in the orange box to reveal the tasks. Either: 

• click on the task from the drop down or, 
• select the ‘Go to task management button’ to display the tasks in another window. Select the task to be approved. 

By approving, you are agreeing to. 

Requisition Information section – the resource is a member of staff you would expect to raise requisitions, and the 
delivery address is correct. 

Attached documents – if attached the paperclip icon in the top right corner has a blue background. Double click the icon 
to view attachments. Documents may be for internal (approvers only) or external (approvers and suppliers) review. If 
external, it will be sent to the supplier together with the PO. 

 

Requisition details section – contains order lines of goods or services to be ordered. A Preferred or contracted supplier 
must be used if one exists. Order lines include quantity, unit price, total cost (exc. VAT), product details and supplier 
details. Each order line has its own GL Analysis (financial coding) line in the GL Analysis section. 

Additional Information section – contains additional product information to be included on the PO sent to the supplier. 
E.g. start/end date of a job, supplier quotation references. 

GL Analysis section – relates to the financial coding of each order line and where the cost of the order will be committed 
once approved. Ensure the cost is being charged to the correct account code, project code and tax code. 

Note: any line “greyed out” relates to a financial coding line where the cost has been split between different project codes 
and you are not part of that approval route. The approver of this project code will also be sent this task.  

Saving options – include. 

• Approve – to proceed with the order, select the Approve button. 
• Reject – if items are no longer required, select the reject button adding your reasons. This will reject all order lines. 
• Query to requestor – should you need to query anything with the requisitioner, select this button adding your 

reason to query. This will be tasked back to the requisitioner. 

 

https://www.reading.ac.uk/procurement/information-for-employees/contracts-with-suppliers


Approved Requisitions 

Once a requisition is fully approved, a PO document will be emailed to the supplier and a copy to the requisitioner.  

How to Approve an Incoming Supplier Invoice  

There are 2 scenarios where an Incoming Invoice task is received. In both cases the requisitioner will receive the task to 
approve first.   

1. Additional Value Task – received when the value of the supplier invoice is above the acceptable tolerance level of 
2.5% of the invoice value to a maximum of £100. 

Task button - click on the orange task button, select the task ‘Approve additional value > Incoming invoice’. Or, select the 
Go to task Management buton to display the tasks in another window. 

Approval window – includes. 

• information about the invoice    
• the order and financial coding lines  
• a copy of the PO and supplier invoice for you to review and compare. 

Order lines – provides additional invoice and order details including quantity, price and amount. Also includes receipting 
information. 

  

Purchase Invoice details – includes a map & tax icon for you to view the approval workflow and tax charges. 

Saving options – include. 

• Approve – to proceed with payment to the supplier including the additional value, select this button. 
• Query To Requestor – select and add comments to query with the requisitioner.  
• Log book – provides a log of actions taken by staff associated with this order. 

Note: Should you decide not to pay the supplier, you are in dispute with them. Contact the supplier to obtain a credit note. 

2. Extra Lines Task - received when AP (accounts payable) have added an extra GL Analysis (financial coding)  line to 
approve, the value of which takes the PO value over the tolerance of 2.5% upto a maximum of £100.  

Task button - Click on the orange task button, select the task ‘Approve extra line> Incoming Invoice’. Or, select the Go to 
task Management button to display the tasks in another window. 

Approval window – details as noted above for ‘Additional Value’ but includes additional financial coding lines in the 
Purchase Invoice details section. The additional lines are for those items appearing on the supplier invoice but not 
included in the PO. This line will NOT be highlighted in blue. 

 

Saving options – are as noted for ‘Additional Value’ above. 

Substitute Approvers - if you require cover whilst on leave, follow the instructions under Information for staff > User 
guides for Unit4  > Misc. > Setting your Substitute in the Finance web pages. 

Please refer to the e-learning course and the associated training guides in UoRLearn for more detailed 
information.  


