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This is guidance for the browsers available in the Procurement shared reports menu option in Unit4.

Unit4 Quick Guide to Procurement Shared Reports

All Procurement browsers available to end-users are located under menu option Procurement > Reports > Shared, in
Unit4. Click on the chevrons against each heading to find the browsers. Each report has been saved under a heading

which best represents the subject matter you wish to query.

Below are tables summarising the browsers available as of 12" Aug 25 including the information they provide.

Order Details

Title

Used for:

Active PO report

Reports on specific or all PO's raised depending on the search criteria entered. Detail provided in the report
includes input by order line for each PO, including the status of the PO.

Active Regs

Reports on specific or all requisitions raised depending on the search criteria entered. Provides information on
the status of the requisition including who has been tasked with approving it.

PO Order Details

Includes input details of the req, including financial coding for approved regs. Click on the blue PO number
then the paperclip with the blue background to obtain a copy of the PO.

Regs-Inc workflow

Allows you to view the approval workflow map of your requisition to determine what stage and with whom the
approval task sits. Details of how to read a workflow map have been provided in the main user guide.

Supplier Reports

Title

Used for:

Preferred Suppliers

Provides details of suppliers who are on the Procurement preferred suppliers list. These suppliers
must be used if the items you require can be sourced by them.

Suppliers-inc Addresses

Provides master supplier file details. Useful to check supplier details in Unit4 especially the PO email
address.

Marketplace Suppliers

Provides all the suppliers currently available in the Marketplace option to order from the supplier
catalogues or via a punch out supplier. Free text requisitions are NOT permitted using Marketplace.

Suppliers Invoice Paid

Allows you to search for supplier invoices by PO number or supplier ID.

Suppliers by Product Code

Allows you to search for suppliers depending on the product code you wish to use. Search for a
suitable supplier before opting to raise a new supplier request.

Supplier Request Form -
Workflow

Provides visibility into the approval workflow stage of a new supplier request by searching eitheron a
username or the form ID reference provided when the request was submitted.

Product Information

Title Used for:

Product Code Details Search for product codes by product text or the financial account code (4 numbers). Will return the product

code, description and the account code associated with it.

GRN Reports
Title Used for:
Open PO’S-still to GRN Provides all PO's which remain open and require a GRN if the goods or services have been delivered.
GRN by PO Provides details of all receipting against a PO. Search by PO number,

Project Details

Title Used for:

Project Details Provides details of a specific project code, including the start & end date, if active and available to use for

raising requisitions.

General Rules when running any browser report in Unit4.

e Enter at least one search value to return results. The more search values entered, the more specific your results.
e Anydata appearing in blue in your browser results can be clicked to display more details.
e Allbrowsers have been created using:
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e Mostvalue fields will have a drop down once you start entering text.

Enter search values
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e The wild keys * or % can be used when searching for specific text.

e The Type field drop down allows for other search options however, the reports have been created with the most
useful Types. Any changes made to the browsers CAN NOT be saved.

e Enter dates for any report containing date search values otherwise your report is likely to return many lines from
when you first started using Agresso/Unit4.

e Browser results displaying the Sort and group by button. Select it to open options allowing the results to be sorted
and grouped to your preference.
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e Tore-run areport, click on the reload button in the top right corner of your screen.
©

e Select the Export button at the bottom of the page to export to either an excel or pdf file.
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e The heart button can be used to save any menu option or report in your favourites. Once selected it will have a
blue background and will be listed in Favourites in your Unit4 homepage. When you wish to run this report in the
future, click on the report description from the Favourites box on the homepage. To remove from favourites, click
on the heart button, the blue background will disappear, and you will no longer see it listed in the Favourites box.
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Time and expenses

Please refer to the main user guides for requisitioning, receipting, approving and new supplier request form for more
detailed information on specific reports and how to retrieve and read an approval workflow map.



