
  Unit4 Quick Guide to Requisitioning 

This is a summarised version of how to raise requisitions (reqs) in Unit4. 

Navigation - Unit4 Homepage: Procurement > Purchasing 

Requisition Types 

• Standard or Free Text  
• Marketplace – only for those suppliers set up in the Marketplace. 

Common Features in Unit4 

❖ All fields marked with a * are mandatory fields and require input. 
❖ Free text refers to fields where you start typing text and a drop down appears for you to select from. 
❖ 3 dots at the end of a field – select for a more advanced search. 

Common entry requirements when raising either type of Requisition. 

Select the Purchase request button and complete: 

• Message to Approver – internal note to approvers if required. 
• Delivery date – arbitrary expected delivery date of goods or services 
• Select the Header button to complete. 

o Supplier 
o ESQ, SAW, Contract Reference numbers. 
o Project code 
o PO Type 

▪ 3-Way – must be receipted following delivery of goods or services 
▪ 2-Way – Proforma orders requiring advance payment to suppliers, must be approved by the Head 

of Transactional Services and, no receipting is required. 
• Deliver to: (all appear on the PO) 

o Delivery contact – select from drop down. 
o Delivery address – defaults from Delivery contact 
o For the attention of & Delivery information – add more delivery information.  

Raising a Standard or Free text Requisition 

Order lines - Add order lines for each item to be ordered. Select the ‘Add Product’ button to start entering order details. 
Complete: 

• Product – 3 letter HEPA code. Search using free text or the 3 dots.  
• Most fields will default depending on input into the ‘Product’ field and the ‘Header’ button. 
• Quantity – if ordering goods, where the unit displays ‘G,’ enter number of items. If unit displays ‘S’ then quantity 

will always default to 1. 
• Price – for goods, price excluding VAT per item. For services, total amount excluding VAT for the service. 

Split Coding/Product Text - To split the cost between 2 or more project codes or to amend the tax code of the order line, 
select the magnifying glass in front of the line. Select ‘Split cost’ to split the cost, amend details, and add the amount or % 
to be charged. The Product Text tab is to add additional information which will appear on the PO. 

Attaching documents – select the paperclip icon in the top right corner of the screen to open the attach document 
window. Select Add a document then select either internal or external from the dropdown menu in document type. Browse 
for the document in your folders and upload. 

Submit for approval – on completion, select the ‘Submit for approval’ button at the bottom of the page. 

Notifications - once fully approved, a PO document will be sent to the supplier and copy sent to the requisitioner (end-
user). 

Do not forget to receipt (GRN) the order following delivery of the goods or services. 

Raising a Marketplace Requisition (req) 



These are reqs raised for suppliers set up in the Marketplace option where you will be directed to: 

• a catalogue of items available from the catalogued suppliers to select your items or 
• the website of punch out suppliers to select your items. 

Navigation to Marketplace - Follow the common entry requirements for a req instruction above. On completion select the 
drop down against the ‘External Markets’ button at the bottom of the screen, select Marketplace. 

Note Marketplace reqs: the supplier selected in the Header button must be in at least one of your order lines otherwise 
the order will reject. 

 

Marketplace - catalogued suppliers requisitions 

Search/Browse – either search for an item e.g. test tubes, add an item number, or browse by category or supplier. This will 
return the item from the supplier catalogues. 

Refine – the search can be further refined using the options available under this section of the page. 

Add to basket - add a quantity if required, select ‘add to basket.’ Alternatively, tick the Compare box alongside each item 
to compare up to 4 items. Review and add a quantity if required, select add to basket. 

View basket – select ‘View basket’ in the top right corner of the page to view items to be placed in your order. Amend 
quantity or delete items if necessary. 

Delivery charges – click on the delivery charge link to view any charges applicable. Add charges to the basket to avoid 
delays in paying the supplier invoice. 

Checkout – select ‘Checkout.’ You will return to the Unit4 purchase request page. 

You may attach docs, split coding, amend tax codes (each line must have the same code). Do NOT change the Prod Code. 

Submit for Approval in Unit4 – select this button on completion. 

Marketplace – punch out supplier requisitions. 

Supplier – select the supplier from the punchouts section of the Marketplace landing page. 

Landing page – select the item required from categories displayed or search in the search field. 

Filters – refine your search using the filters. 

Add to basket or compare – either add to basket or use the compare up to 4 items if available. 

View basket – select view basket or proceed to basket. Update or remove the quantity. 

Proceed to Checkout – select to review the order. Quantities may be amended at this stage. 

Delivery charges – click on this link to add any charges applicable. 

Checkout – select Checkout. You will return to the Unit4 purchase request page. 

At this stage, you may attach docs., split coding, amend tax codes (tax codes on each line must be the same). To add 
additional product information or a supplier note add it to the Unit 4 order line, select magnifying glass, product text field. 

Submit for approval – on completion, select the ‘Submit for approval’ button at the bottom of the page. Once fully 
approved, a PO document will be sent to the supplier and copy sent to the requisitioner (end-user). 

Notifications from Marketplace to the end-user– 3 notifications are sent. 2 from sci-ware and a copy PO from Unit4 

Do not forget to receipt (GRN) the order following delivery of the goods or services. 

Note: To close a unutilised PO, email the PO number to invoices@reading.ac.uk and inform the supplier that items are no 
longer required. 

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