
  Unit4 Quick Guide to Receipting 

This is a summarised version of how to receipt or raise a GRN (goods receipt note) against a PO (purchase order) in Unit4. 
Once your order has been delivered, you must receipt the PO to avoid delays in payment of the supplier invoice. 

Navigation - Unit4 Homepage: Procurement > Purchase Orders > Goods Received > Goods Receipt 

Note: PO’s can not be over-receipted.  

How to Receipt a PO 

Order Number – enter the PO number, click tab to display order details. 

Order details – select the line relating to the items delivered and must be receipted.  

Quantity vs Value – the input required depends on if your order lines relate to the unit being either: 

 
 

• G = goods – enter the number of items 
received in the ‘Quantity to Receipt’ field.  

• S= service - enter the value of the service 
received i.e., monetary amount, excluding VAT. 
Partially receipt for call-off orders. 
 

Set received to zero – tick box in front of the order line then select this button to re-set the receipted figures to zero. 

Full goods received - tick box in front of the order line then select this button to fully receipt the order line. 

Rest cancelled - box at the end of the order line can be ticked to close the PO if a quantity or value remains open and is no 
longer required. i.e., to cancel a PO with outstanding quantities or values. 

Save – select to complete receipting. 

Goods Return – menu option used for internal purposes only; the suppliers will not be notified. Use to record any items 
being returned to the supplier or to correct goods receipting. Access via Procurement > Purchase Orders > Goods 
Received > Goods Return. 

Receipting Notifications – there are 2 scenarios where notifications or emails are sent. Notifications are sent at 
approximately 8am, 12 noon & 4pm daily. 

• On the delivery due date – reminding you that delivery date for your items has arrived and if received must be 
receipted. 

• Supplier Invoice – has been received by Finance and the PO has not been receipted. A “Missing GRN” Task 
notification is sent. 

Managing Tasks 

Missing GRN tasks appear in the orange task box containing a number in the top right corner of your purchasing landing 
page.  

Tasks – click on the orange box, select the task headed Invoice > Missing GRN. 

Missing Goods Receipt window – review details including scanned copy of the supplier invoice. 2 choices to GRN. 

• Task complete – if items have been delivered, tick the box in front of the order line then select this button. It will 
fully receipt the order line. 

• Good receipt – select this to open the GRN window for the PO. This will allow partial receipting. 
 

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


