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1. Introduction

This guide is for staff who must approve requisitions & invoices for the purchase of goods or services
for their School or Directorate in the University financial system, Unit4 (also known as Agresso).

This document will provide guidance on:

e How to approve, reject or query a requisition
e How to approve a supplier invoice for payment
e Query arequisition workflow

2. Requesting Approval Access

Training is no longer mandatory but it is highly recommended to refer to this guidance and to review
the online training available in the University learning management system.

o Existing e-Marketplace approvers — approval access will be transferred to Unit4. Should you
have access issues please raise a ticket in Topdesk.
o New Users —request access by raising a ticket in Topdesk by selecting:

Finance & Ordering Service > Finance & Ordering Service Access > Request P2P Access

3. 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.

Key for Maps

PGSR e POSIISECHE Fluman Decision System Logic/ Check

Swim-Lane Key
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Unit4 - Requisition Entry, Approval and PO Creation
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RESUBMIT REQUISITION

APPROVED
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Technical roval -
R Capital, Research or Prize LIS e of PN  Finance
Code] Fund Expenditure? Approval Approvel Approval
AMEND | AMEND. REJECTED
|
[ ~ ————————————REITED—
_‘—. -
AMEND.
4 | AMEND
REJECTED-

Whether you receive a notification or task to approve a requisition or supplier invoice will depend on:

For requisitions

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 taxteam for specific tax codes

* Procurement approval - Procurement to approve:
o ifthe requisition value is £30,000 or greater
o Ifthe supplier belongs to supplier groups
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= Project code approval - Principal Investigator (Pl) 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) approval - relates to the value of the requisition:
o level 1, minimum value approvers —up to £4,999.99
o level 2, HoS/D delegates (eg., 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
level 4, UEB approvers — £100k to £999,999.99

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

o O O O

For Supplier Invoices

Tasks to approvers will be sent following receipt of a supplier invoice in the following scenarios.

= Approve additional value
o Where the value of the supplier invoice is greater than the PO value and is not within the
tolerance level of 2.5% up to a maximum of £100.

= Extrafinancial transaction line added
o Where an extra financial coding line is added to the order following receipt of the
supplier invoice by Accounts Payable in Finance. It would be for chargeable items on
the supplier invoice but not included on the PO. For example, delivery charges. These
will also be subject to the 2.5% tolerance up to a maximum of £100.
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4. Approving eMarketplace (Medius) Invoices during August & September 25

From 4™ August 2025, all invoices received from Suppliers will be processed directly into Unit4.

This willinclude any invoices that relate to Purchase Orders raised in our old eMarketplace system (POs
numbered 350xxxxx). These eMarketplace Purchase Orders do not exist within Unit4 and so all these invoices
will be subject to workflow approval, using the Supplier Invoice route detailed below.

It should be noted that eMarketplace PO invoices will only be accepted by the Transaction Team up to 12t
September 2025 - so please ensure that Suppliers are aware of this deadline.

To assist with verifying the invoice for approval, the original eMarketplace Purchase Order number and the
name of the Requisitioner will be entered into the text/description field and will appear in the approval task as

outlined within the box below:

m Detail level Al levels
# B

TransNo = Trans.date

=
1 RI
) %

1 21/07/2025

202512 4

35000001 Jamie Cuniiffe 540.00

540.00

Approvers must ensure that these Goods/Services have been delivered before approving the invoice for

payment.

5. Unit4 Navigation to Approvals

If required to approve a requisition or supplier invoice, you will receive a task notification via email.

The email will provide a link to Unit4.

Click on this link or log into Unit4. Your tasks are found in the orange box containing a number in the
top right hand side of the screen. Click on the orange box to reveal the tasks you have to manage.

wrarty of .

Search (Alk=q)

SE

Your tasks (7

[ Bxpandall || coltapseal

* Incoming Invoice
* Approve additional value
* Invaice
Approve additional value CostC: PCCP Project AZB0370..
~ Approve extra line
= Invoice
Approve extra line CostC: PCCP Project: AZ803700 (3)
* Missing GRN
~ Invoice
Missing GRN CostC: EBCP Project: A2801105

Missing GRMN CostC: FECP Project: AZ088602

¥ Supplier Invoice chik

= Invaoice

Supplier Invoice chk CostC: PCCP Project A2803700

~ Requisition in U4

[
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The number in the orange box represents the
number of financial coded (GL) lines to be
approved. E.g., a requisition with 3 GL lines will
be displayed as 3 separate lines.

Use the refreshicon to refresh the tasks sent.
Use the drop down next to Group by to group
your tasks by Process, Step or Element Type.

Your tasks (2 ¢, Groupby &

Lewel 1 Process -
Level2 | Step -
Lewel3 | Element type -

Use the Go to Task management
| Goo Task managemen: | button to view your tasksin a

different window.



Typically, you will notice that the number showing in your tasks on the header page is greater than the
number of All tasks dispalyed under Go to Task management. Under the Go to Task management
option, the number represents the number of tasks to be approved, not the number of GL lines.

Search for tasks Q
—[=]
| tasks Sort and group by ‘[ « Dueon ¥ X ” - Process name %L ,B
Client Process name Workfiow step Task data
=
Search for tasks Q,
0
ol taskcs Sortandgroupby || - Ducen % I || « Processname = o x |
Client Process name Workflow step T | Task deta
Today RU Incoming Invaice Approve additional value Cos:C: PCCP, Project: A2903700
RU Incoming Invaice Missing GRN Cos:iC: EBCP, Project: A2801105
Temorrow RU Incoming Invaice Approve extra line Cos:C: PCCP, Project: A2903700
RU Incoming Invaice Missing GRN Cos:C: FECP, Project: A3088602
Owverdus RU Incoming Invoice Supplier Invoice chik CostC: PCCP, Project: A2903700
RU Incoming Invaice Approve extra line Cos:C: PCCP, Project: A2903700
Group by RU Incoming Invaice Approve extra line Cos:C: PCCP, Project: A2903700
Step RU Incoming Invoice Approve additional value CostC: PCCP. Project: A2903700
a I RU Requisition in U4 SoD Appraval Orderho: 4317944, Amount: 3000, SuppiD: 11433 I
Approve additional value RU Requisition in U4 SaD Appraval Orderho: 4318015, Amaunt: 650, SuppiD: 12490
a RU Requisition in U4 SoD Approval Orderho: 4318019, Amount: 110000, SuppiD: 10049
iy e ) e RU Requisition in U4 SaD Appraval Orderho: 4318016, Amount: 3750, SuppiD: 10049
a RU Requisition in U4 SoD Appraval Orderhlo: 4318014, Amount: 3500, SupplD: 88612
Missing GRN RU Requisition in U4 SaD Appraval Orderho: 4318012, Ameunt: 5000, SuppiD: 10049
m RU Requisition in U4 SoD Appraval Orderho: 4318005, Ameunt: 12500, SuppiD: 10049
SoD Approval RU Requisition in U4 SaD Appraval Orderho: 4317945, Amount: 3500, SuppiD: 11433
o RU Requisition in U4 Sol Approval Orderio: 4217939, Amount: 1500, SuppiD: 11433
Supplier Invoice chk RU Requisition in U4 SoD Appraval Orderho: 4318021, Ameunt: 80000, SuppiD: 11433
Sort and group by
Use the Sort and group by button to sort your tasks in an order of your preference.
X
Sort
| Select a column - Sort ascending | w | Group by Expanded | -
Client
Diue on

Process name
Task data

Workflow step

The example above has been sorted by Due on, followed by Process name. Click on the X at the end
of the field to remove the the sort and group by.

Typical approval task notifications include.

e SoD Approval - approval based on the value of the requisition.
e Approve extra line — approve additional lines added to the order
e Approve additional value — approve the supplier invoice value which is above the
acceptable tolerance when compared to the value of the PO.
The Search for tasks Seereh forests a button is used to search specific tasks. E.g., by
entering the cost code PCCP in this field, the following tasks are displayed.
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Saort and group by

Client Process name Workflow step | Task data

RU Incoming Inve—  Approve addit.. CostC: PCCP. Project A2903700
RU Incoming Inve_—  Approve extra_  CostC: PCCP. Project A2903700
RU Incoming Invo_—  Supplier Invoi..  CostC: PCCP, Project A2903700
RU Incoming Invo_—  Approve extra_  CostC: POCP, Project A2903700
RU Incoming Inva_—  Approve extra_  CaostC: PCCP. Project A2903700
RU Incoming Inve—  Approve addit.. CostC: PCCP. Project A2903700

6. How to approve a requisition

To manage the approval, click on the task you wish to approve, either directly from the task box
dropdown on the header page or from those listed in the Go to Task management window.

Example

Requisition number 4317944 has been clicked and selected from the tasks. The following view
appears. The information icon informs you to check all details including the tax code applied is not 0.

Each area and field is described below. Check all the details before approving.
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Requisition approval

Requisition

ﬂ Please check all details including that the correct Tax Code has been applied and is not 0.

Requisition information

Resource

2 Workflow log (row 1)

m=lel?]

Appr Delivery date Status
~ | 05/03/2025 @ [+]
05/03/2025 Active
Taxsystem  Percentage Amount
.| PR 100.00 1,500.00 |z|
Partially Reco..

Max Ackford Requisition number 4317944 31/03/2025 14:57 Max Ackford (PU297598) - Distributed
Updated 05/03/2025
Agriculture Building,
Room no: GUOS
University of Reading
Deliv.addr. Whiteknights Road,
Earley Gate p |
Reading (Enter a comment)
RG6 6EU
Copy
Requisition details
] Map Status  Funds check Currency | Curr. amount Quantity Unit Price (excl. ... Product Product desc... Supplier
[a] GBP 1,500.00 G ~| 150000 KiP .| Desktop Comy| 11433
Goods Desktop Comput.. JEWSON LTD
E GBP 1,500.00 100 G 1,500.00 KHP Desktop Co.. 11433
b3
Kit components
# Additional information
Product text
A GL Analysis
Map Status  Funds check Acc Costc Project Wren Route Co Ife Tax code
(a] « 4830 . PCCP o« msozo0 .. v RU E v % PP
(vther Faioment und  FNANCE Epono University... £l Purch Standard
‘ Reject | Query To Requestor ‘ Advanced mode ‘ ‘ Workflow user log ‘ | Log book | | Export |

On opening an approval task, you will see all the order lines under Requisition details however, you
will only see the financial coding in the GL Analysis section of the order line highlighted in blue. To
view the coding of additional order lines, click on the order line to review, the financial coding for the
chosen line will appear in the GL Analysis section.

Requisition information section — contains details of the:

e Resource - staff name of requisitioner

e Updated - the date the requisition was created or amended
e Delivaddr-the delivery address of the order
e Requisition number - number of the requisition to be approved.

Workflow log section — contains details of anyone who has created, amended or approved the
requisition. Comments may be added to the Enter a comment field. These comments will only be
available to view if users access this Unit4 form.

Attached documents - the paperclip icon, in the top right hand corner of the window, will have a blue
background with a white paper clip if there is a document attached for the approver to review. Double
click the icon to open the document archive window.

=] -kl
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Document archive (7 All documents Change view [Jll = 52 Sortby = Documenttype priority | = E Search Q

2 Alldocuments 1

A Requisition (4318014)
Req - External attachmen... | e‘ W

mm Requisition supporting do...

— Add a document )
A LGline (4318014,2) Attaching a
document...

Req - External attachmen...

Hover over the text to see the full menu descriptions.
The menu states the number of documents attached and if they are:

e external - will be sent to the supplier along with the PO
e internal -forinternal review only and will not be sent the supplier

Click on the document to open it and review.

Use the Change view, Sort by and Search options to change the view, order and find a specific
document.

Requisitions details section

This section represents the goods or services ordered from a single supplier. There may be one or
more order lines. Each line must be checked. The example below shows 2 order lines. Click on each
line to check the financial coding against it.

Requisition details

[ Map Status | Fundscheck Currency Curr.amount Quantity Unit Price (excl. ... Product Product desc... Supplier Delivery date Status
E GBP 2,000.00 1.00 UN 2,000.00 RPA Provision of t.. 88612 10/04/2025 Active
o | Act
[&] GBP 150000 100 UN = | 150000 RPA .| Provision oftr 88612 « looanos @IS [

Unit Professional Fees... Financial Edge Traini...

X

Kit components

Map - click on the 2] icon to display the approval workflow of the orderline. (see details further on
how to read the workflow map)

Currency - the currency the supplier will be paid.
Curr. Amount - the total net (excluding VAT) currency amount charged for that order line.
Quantity - number of items ordered.

o ifthe order line relates to the provision of a service from the supplier, where the Unit displayed
is S, the quantity will always show 1.

e [fthe orderline relates to goods, where the Unit displayed is G, the quantity can be more than
1.

Unit — will either show:

e G-goodsor,
e S-—service

Price (excluding VAT):

e forgoods - net unit price peritem
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e forservices — net total price of the service

Product - a 3 letter HEPA code for the goods or services ordered. This will dictate the account code
used for the financial transaction posted to the School or Directorate project and cost code.

Product description — the text associated with the 3 letter Product including any additional text
added by the requistioner. Hover over the text to see the full description or expand the width of the
column. This description will appear on the PO sent to the supplier.

Supplier - the number represents the supplier number in Unit4. The supplier name can be seen just
under the supplier number field. A preferred or contracted supplier must be used if one exists.

Delivery date — the expected delivery date of the order. This date is presumed by the requisitioner and
can not be guaranteed by the supplier.

Status — shows the current status of the requisition.

Additional Information section

Product Text - additional information or order descriptions to be included on the PO will appear here.

2 Additional information

Product text

Quote Ref: UoR 32145

GL Analysis section

This section represents the financial coding of the requisition and where the value of your order will
be committed once the requisition is fully approved. It will determine:

e where actual costs will be posted against your budget when supplier invoices are paid
e where the value of month or year-end accruals will be posted

Note: Each order line has its own GL Analysis financial coding line. The cost associated with any
order line may be split or divided into many project codes. The approval workflow route for each line
will be determined by how it has been coded.

£ GL Analysis

Map Status Acc Costc Project Wren Route Co I/e Tax code Tax system Percentage Amount

2] +| 4830 s PCCP « A2903700 va | RU E walspe PR 10000 1,500.00

Other Equipment und.. Finance Finance University... g oo Purch Standard . Partially Reco.

7 100.00 1,500.00

Acc -the account code the expense is to be charged to. It describes what the expense has been
spenton and is represented by 4 numbers. The description of the account code is displayed under the
code. All expense codes must be in the range 4000 to 7999. The exception is those relating to capital
projects (project codes beginning with an X) where the account code may be 8xxx. These are likely to
be originated by either Estates or DTS Directorates.

10
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Costc —the cost centre the expense is to be charged to. It will default from the project code. It
describes what department, school or directorate has spent the money. It is represented by 4 letters.

Project —the project code the expense is to be charged to. It describes the activity that the
expenditure relates to. It is represented by an initial letter followed by 7 humbers e.g., A1234567. The
letter identifies the type of activity. The owner of the project code is referred to as the PI, Principal
Investigator.

Wren/CAFM, Cat3 and/or Cat4 —the field you see will depend on the account code.

e Wren/CAFM - if populated, represents the job number provided by Estates
e (Cat3- sponsorrelated codes
e Cat4-WREN/CAFM codes or salary elements

Note: CAFM will replace WREN once ready to go live.

Route - represents the workflow route the requisition will follow for approval. This will become
obsolete once the account rules have been updated.

Co -the legal entity the transaction will be posted.
I/e —internal or external. All requisitions are classified as external.

Tax code —the % tax to be applied and is dependent on what has been ordered. All purchase related
tax codes begin with a P. Itis represented by 2 letters.

Tax System - will default depending on the project code selected. It can be either.

e FR-where the tax elementis fully recoverable from HMRC.
e PR -where the tax element is partially recoverable from HMRC.
e |R-where the tax elementis irrecoverable from HMRC.

Percentage - the percentage of the total cost to be charged to the project code of the order line being
reviewed.

Amount - the monetary amount to be charged for the orderline being reviewed depending on the
percentage.

7. Approve, Reject or Query?

Once you have checked the details of the requisition you have the following options.

Reject Query To Requestor Advanced mode Workflow user log Log book Export

Approve - if you wish to proceed with this order, click this button. It will provide you with a success

window and move you onto your next task. The requisition will be work flowed to the next stage of the
approval process if required. Otherwise, it will be allocated a PO number and a PO document will be
emailed to the supplier and to the requisitioner.

Reject — should you wish not to proceed with approving the requisition because the items or service is
no longer required or the requisitioner has requested that you reject it, click this button. The following
window will appear. Enter your reason for rejecting and click the reject button.

11
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SoD Approval - Reject

Enter your comment |

The reject message will be sent as a task to the requisitioner who must proceed to close the
requisition.

Query To Requestor - should you wish to send a query to the requisitioner, click this button. The
following window will appear. Enter your query and click the Query to Requestor button.

SoD Approval - Query To Requestor

Enter your comment |

Query To Requestor

The query will be sent as a task to the requisitioner. Note: at this stage the requisition can not be
amended.

Log book - provides a log of actions taken by staff associated with this requisition to date, including
dates.

The other buttons displayed are not used.

8. Split Coding Lines

There may be occassions when the requisitioner may have split the cost of a requisition between 2 or
more project codes. See example below.

When reviewing an order line with split coding, you will be approving only those financial coding lines
where you are part of the School or Directorate approval workflow. The remaining split lines will be
tasked for approval to the relevant approvers depending on the coding. These lines will appear grey on
your approval task tab. See outlined box in example below.

If you approve the requisition, it will await all other approvers of the split coding line to approve the
requisition before it moves onto the next stage of the approval process.

If you reject the requisition, the whole requisition will be rejected not just the coding line associated
with your approval task.

12
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Requisition details

[l Map Status | Fundscheck Currency = Curr.amount  Quantity Unit Price (excl. VA.. Product | Product uvoui.., <Upplie: |+ wivin mppl Delivery date Status
B GBP 10,000.00 100 EA 10,000.00 LXA Tissue Cultur.. 1004 25/04/2025 fictive []
Each Tissue Cu.. AGAR SC_.

z

Kit components
A Additional information

Product text
# GL Analysis

Map Status  Funds check Acc Costc Project Route Co Ife Tax code Tax system = Percentage Amount

(a] HFe00 L PCCP  * A2903700 .| *lpccp I RrU “E .. *pp ... PR 5000 500000 |~

Consumables Budget Finance Finance Finance University . Extcrnal Purch Standard R Partially Reco.

|:| 4600 EAFP A2336512 EAFP RU E PP IR 50.00 5,000.00 I

> 100.00 10,000.00

9. Incoming Supplier Invoice Approval Tasks

There are 2 scenarios where an Incoming Invoice task is received. The requisitioner will receive the

task to approve first followed by.

e For SoD approvers - if you were involved in the SoD of the original requisition
e For Finance approvers - if the increase in the value of the invoice takes the requisition value to

£5,000 or above.

Note: If a supplier invoice is received without stating the PO number or an incorrect PO number, it will

be returned to the supplier.

The incoming supplier invoice tasks will appear as follows.

Search (Alt+q)

X

¢ Groupby ¥

Your tasks @

[ Eanas |

~ Incoming Invoice

I ~ Approve additional value I

~ Invoice

Approve additional value CostC: PCCP Project: A200370...

~ Approve extra line

~ Invoice
Approve extra line CostC: PCCP Project: A2903700 (3)

10.

Approving Additional Value

Approve additional value - the value of the
supplier invoice compared to the PO is above
the tolerance level acceptable.

Approve extra line - AP have added an extra
GL Analysis (financial coding) line to the PO,
the value of which takes the PO value over
the tolerance.

This task is 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.

Click on the task description or select it from the Go to task Management button to open the approval

tab.

P2P-02

13



Your tasks (7 Group by ¥

c | Expand all || Collapse all

~ Approve additional value
| )
~ Incoming Invoice

I Approve additional value CostC: PCCP Project: A2903700 I

~ Procurement Approval over £30k
~ Requisition V2
Procurement Approval over £30k OrderNo: 9000085 Amount: 35...
~ SoD Approval
~ Requisition V2
SoD Approval OrderNo: 900007 1 Amount: 10000.000 SupplD: 8...

The following tab will be displayed providing information why the task has been created.

o

Purchase invoice approval Attachment
[l The invoice is greater than the arder and/or GRN
Copy Order 3315138 !,
Purchase invoice information 4 Supplier information
Supplier FISHER SCIENTIFIC Company registration number 2833061
Orderie 3315138 VAT registration number 844200424
Imvaies number #;5&‘37725' Approval ol invoice smount 28283
Transaction numar 1075662 To be approved 282283
Invoice date 20/06/2025 Tax amount 0.00
Dusdate 20/07/2025 Currzney GBP
Invoice refarance ] Payment method 13
# Supplier contact information
Address type Contact Address PostCode Town Country Telephone Fax .
General BISHOP MEADOW ROAD LOUGHEOROUGH LE115RG LOUGHEOROUGH United Kingdom 01500 231166 01500 555111 I S
Payment BISHOP MEADOW ROAD LE11 0RG LOUGHEOROUGH United Kingdom 01500 231166 01502 555020
4 Worldlow log (row 1) ¥ Recurring journal
20/06/2025 12:17 Jamie Cunliffe (WRB13443) - Approved
20/06/2025 12:16 Jamie Cunliffe {WR13443) - Distribured
(Enter a comment)
# Finalinvoice # Invoice control
Finalinvoice Bypass goods receipt Source Purchase order
Amount delivered 5%
Order lines
[ Orderine Cumency = Imcqne | Invprice | Imvamt. | Orderqry | Orderprice | Orderamt Unit Quantitytoreceipt | Amtreceived | Product  Product description
1 Gap 100 28283 28283 100 12000 12000 Each 1.00 12000 LKA Molecular Probes
iz 282282
Show all
Purchase invoice details
Map Tax | Order | Ststus  Fundscheck  Cumency  Curremount Type Acc Castc Project Route Co i Taxcode | Taxsystem
GEP 28283 GL 4717 PCOP A2003700  PCCP RU E B PR

£ 28283

# Additional product information
Documentfifle PO 3315138

Product text
{ | Documenttype Purchase Orders

Last update 20/06/2025

Each area of the view will be considered separately below. Review each field before deciding on the
next steps.
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Purchase Invoice information section

Purchase invoice information

Supplier FISHER SCIENTIFIC

OrderNo 3315138

Invoice number 4156887725 Total invoice amount 28283
Transaction number 1975663 To be approved 282.83
Invoice date 20/06/2025 Tax amount 0.00
Due date 20/07/2025 Currency GBP
Invoice reference 0 Payment method IP

Supplier - name of the supplier invoice registered by AP based on the PO number stated on the
supplier invoice.

OrderNo - purchase order number relating to the invoice. Itis highlighted in blue. Click on the
number to view more details about the order, the receipting details and the history of the invoice.

x
Order info
Order information
Order number 3315138 Supplier 11024 FSHER
Amounts Quantity
Order amount incl. discount 12000  Registered invoices 28283  Amount delivered 12000 Volume 0.00
Total discount 000 Posted 0.00 Returned 0.00 Weight 0.00
Order amount excl. discount 12000  Toinvoice 120.00
Details
Status Order line Product Description Unit Order price Order quantity Order amount
Ordered 1 LKA Molecular Probes EA 120.00 1.00 120.00
b3 120.00
Receipt history
Order line Receipt No. Received by Ref/D of B Receipt date Product Product description Quantity Amount
1 1530998 Jamie Cunliffe 20/06/2025 LKA Lab Consumables Sundries incl. Disposables 1.00 120.00
b3 120.00
Invoice history
Invoice history T Transaction Date Transaction number InvoiceNo Period Acc CostC Project Curr. amount
Registered RI 20/06/2025 1975663 4156887725 - Approval Training 202511 9000 BXXA ¥2200401 -282.83
b3 -282.83
Invoice number - invoice number on the supplier invoice.
Transaction number - the number allocated to the registered invoice by Unit4.
Invoice date - the date the supplier invoiced the University.
Due date —the date the supplier is expecting payment of this invoice. Pay attention to this date to
prevent invoices becoming overdue for payment.
Invoice reference — unused field.
Total Invoice Amount — total amount, including any VAT, due to the supplier. Note: this amount will
be charged to the project code and cost centre stipulated in the purchase invoice details. Tax will be
15
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excluded if itis recoverable from HMRC. When managing this task, you must take into consideration
the additional amount to be charged and the impact this may have on your budget.

To be approved —total amount to be approved.
Tax amount — amount of VAT or tax included in the invoice.

Currency - the currency the invoice has been received. It is also the currency the supplier will be set
up in Unit4.

Payment method - the method by which the supplier will be paid. This will be either:

e [P -direct back transfer to the supplier bank account.
e FP-paymentto abank account based abroad eitherin a foreign currency or in GBP.

Suppler Information & Supplier contact information sections

%A Supplier information

Company registration number 2883961
VAT registration number 844 2904 24

# Supplier contact information

Address type Centact Address Post Code Town Country Telephone Fax
General BISHOP MEADOW ROAD LOUGHBOROUGH LE11 5RG LOUGHBOROUGH United Kingdom 01509 231166 01509 555111
Payment BISHOP MEADOW ROAD LE11 ORG LOUGHBOROUGH United Kingdom 01509 231166 01509 555020

These provide:

e The company & VAT registration numbers.
e The contact details set up for the supplier in Unit4. The General address details will always
appear but you may also see one or both of a Payment & Remittance address.

Workflow log section

2 Workflow log (row 1)

20/06/2025 12:17 Jamie Cunliffe (WR913443) - Approved
20/06/2025 12:16 Jamie Cunliffe (WR913443) - Distributed

(Enter a comment)

Provides an audit trail of actions taken by staff against the task. Any comments added here will only
be seen if the forms relating to this order are viewed in Unit4.

Recurring journal section

Used only by AP if required to split a cost. E.g., rent paid 6 months in advance to split the cost over the
6 months.

¥ Recurring journal
Final Invoice section

Used only by AP. It will be ticked if this is the last invoice to be received from the supplier against this
PO.

16
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# Final invoice

Final invoice Bypass goods receipt

Invoice control section

A Invoice control

Source Purchase order

Amount delivered 25%

Shows the reason why the task is generated. In this instance the value of the invoice is above the
tolerance level of 2.5%.

Order lines section

Order lines

[] Orderline Currency Inv. qty. Inv price Inv. amt Order gty Order price Order amt Unit Quantity to receipt Amt. received Product Product description
1 GBP 1.00 282.83 28283 100 12000 120.00 | Each 1.00 12000 |LKA Molecular Probes
3 28283

Show all

The Order lines provide the following additional information for you to compare and approve.

e Invqty, price & amount —the quantity, price & amount on the supplier invoice registered by AP.

e Order qty, price & amount - the quantity, price & amount on the PO sent to the supplier when
ordering these items.

e Quantity to receipt & Amt. received —the quantity and amount receipted by the requisitioner
following delivery of the items ordered.

In this example, the requisitioner has receipted the PO to show that 1 item was received at the
expected amount of £120. This is also reflected in the order qty., price and amt fields. However, the
supplier invoice has been registered with an amount of £282.83.

Purchase invoice details section, including how to read an approval workflow map

Purchase invoice details

Map Tax Order Status  Fundscheck Currency Curr. amount Type Acc Coste Project Route Co I/a Taxcode  Taxsystem

(& GBP 28283 GL 4717 PCCP A2903700 PCCP RU E PM PR
b 28283

This section provides the financial coding of the orderline. Should you have more than one orderline,
click on each line to view its financial coding.

Additional information available include:

Map - click on the */ icon to display the workflow map of this task.

17
P2P-02



O Start

v
@ PO Involezs Unit4 will conduct system
+ checks first relating to the 3-
® ovox way check, PO to GRN
v (receipting of PO) to Supplier
@ mangaon Invoice.
¥
@ Mo extra line
+
®
+
2 :SN%EFEEEESSSED If there are discrepancies
v beyond the tolerance levels, AP
v %E’Ei%m} will initiate a task.
@ Approved Task will be sent to:
v e therequisitioner
B Qs * SoD approvers
o W k2 \\?\ . e Finance, if above £5k or
wRaites Aeram ™ Misatoor ranas M it !f additional value takes
T T Y — it to £5k or above.
Approved
v See below for further details on
N pproval the colour coding against
+ approvers on a approval
No discrepancy workflow map.
¥
AUTO APPROVE If approved, AP will place the
;s invoice on a payment run
Jamie Cunte closest to its due date.
+

@

Colour coding on a workflow map.

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

Yellow:
TRARSACTION
TEAM CHECKS
_-—""'_'-'_-
) __,_,--"'"'_'_'_ ",_.f"‘} * ‘\\‘\-\_\
Marina L Graham Ve Ackford Annetis B Luoermi Rawat
Grossherg Dickens 8681 Sneddon ICPERR4ET)
(SMSOSNG)  ~— (VA218804) (FU297868) ROO1408) |_— ( 7l
_‘-\-\-‘-‘_\-""-h__ S | - P

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 query with the requisitioner by creating a task.
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Green:

DEPT REQ
APFROVAL

¥ 4

Marie _
J Misselbrook D Raéfge??’l;rf;lms
(MISSEM) \ J
- ~

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:

X
DEPT REQ
1 APPROVAL

_ Marie

P;gg?af;rf;ﬁlﬁ ° Misselbrook

| ) (MISSEM)
N <

If rejected, the process has ared 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

¥

@ Stop

If the workflow has reached it’s end, you will see the stop sign.

Tax - click on the *! icon to view the tax charged to your project code. In the example below, non of
the taxable amount is charged to the project code. If there is a value in the Amount field, it will be
charged to the project code displayed in the Project field.

Tax information

# Tax information

Ace Costc Project Co I/e e Tax system Amount Base amount

9110 PCCP A2903700 RU E PM PR 000 28283
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Order - click on the =l icon to view the the order lines and the amount to be charged by the supplier
compared to the PO.

Order lines

Orderline GRNNumb._ Product Productdesc . Supplierpr. Supplierprod . (notused) ~Currency =~ Unit  Orderqty Invvalue Delivery Delqty Unitprice Amt receiv. Number Price (excl . Tobe invoic
1 1530998 LKA Molecular Pr. LKA PAPERWAR.. GBP Each 1.00 0.00 20/06/2025 1.00 120.00 12000 1.00 282.83 28283

Currency - the currency the supplier will be paid.
Curr. Amount - the net total (excluding VAT) currency amount charged for that order line.
Type - Unit4 transaction type.

Acc - the account code the expense is to be charged to. It describes what the expense has been spent
on.

Costc - the cost centre the expense is to be charged to. It will default from the project code. It
describes what Department, School or Directorate has spent the money.

Project - the project code the expense is to be charged to. It describes the activity that the
expenditure relates to.

Route - represents the workflow route the requisition will follow for approval.
Co - the legal entity the transaction will be posted.
I/e - internal or external. All requisitions are classified as external.

Tax code - the % tax to be applied and is dependent on what has been ordered. All purchase related
tax codes begin with a P.

Tax System - will default depending on the project code selected. It can be either.

e FR-where the tax elementis fully recoverable from HMRC.
e PR -where the tax element is partially recoverable from HMRC.
e |R-where the taxelementis irrecoverable from HMRC.

Additional product information section

# Additional preduct information

Product text

Displays any additional text the requisitioner would have added when raising the requisition.

Attachment section

This section allows you to view all the documents associated with this task, including.

e thePO
e the supplierinvoice registered by AP
e anydocuments attached when raising the requisition

20
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Having visibility of these documents allows you to compare the PO sent to the supplier with the
invoice received from them with the increased value.

Attachment

Copy Order 3315138

Unwersuty of
Reading

=

FISHER SCIENTIFIC
BISHOP MEADOW ROAD
LOUGHBOROUGH
LOUGHBEOROUGH

LE11 5RG

Payment Terms: 30 days net

Delivery Address:
Chemistry Building, Chemistry Stores
Lab & Chemical Deliveries

of 1 ==

o[ &[]

5 »

A
L4

COPY Purchase Order

Purchase Order
Supplier ID
Order Date
Delivery Date
Your Reference
Invoice Address:

3315138
11024
20/06/2025
20/08/2025

University of Reading
University of Reading
Accounts Payable
Whiteknights House

Papper Lane Shinfield Road
Whiteknights Reading
Reading RGE 6UR
RGE 60X VAT Reg No:
For queries regarding this order please contact: GA 200 0126 58
Jamie Cuniiffe - j cunliffe@reading ac.uk
Pleass amail Invaices to:
invoices@reading.ac.uk
Page 10of 1
Product Description aty Price Amount in
GBP
LKA Molecular Probes 1.0 120.00 120.00
Terms and Conditions Total Net 120.00
hitps ffwww. reading.ac. p Total VAT 24.00
Totalin GBP 144.00

an offer by the
aruermmmem previousty agreed by the
agreed. on

Document title PO 3315

{ Document type

Last update

11.

B
,n,...

ds andior services identified in the purchase

you by contract or framework items, or if na such contract or
meunmwmmmaﬂa ‘and (2) at the prices noted in the:
Purchase Order, or any other pricing document referred to in the Purchase Order. or previously agreed with the University.

138

Purchase Orders

20/06/2025

Approve or Query Additional Values

Query To Requestor

Advanced mode

‘ Workilow user log

After reviewing the task, select either:

P2P-02

Get template

«" _click this icon to display the
document on a full screen.

Use the + and — buttons to increase or
decrease the size of the document
displayed.

< jicon - use to search specfic textin
the window. The items will be
highlighted in a different colour if found.

All details contained in the copy PO
document originate from the requisition
raised to order these items.

' - use this icon to move onto the next
document (see below). In this instance
itis the invoice received from the
supplier.

INVOICE
4156887725

Fisher Scientifc UK Lus
Bishoy o

@ Fisher s:l-mllic
S ——
Your order aumbar 35039643 of 24/0425
Invaice address
UNIVERSITY OF READING Leisastahire
ACCOUNTS PAYABLE
] GREAT BRITAIN
WHITENIGHTS HOUSE, WHITEKNIGHT
READING Wabsite
Delivery address
NERSTY 05 EADIG

Dabtor addrass CHEET BuIONG
UNIVERSITY OF READING WHITEKWIGKTS CAMPUS.
ACCOUNTS PAYABLE ALADING

RGE BAH
UNITED KINGDOM

Inv. date
Customer numbar
Customer aceaunt

25/04/2025
341789

e ansoon
sua21es
oo

0
WHITENIGHTS HOUSE, WHITEKNIGHT
READING

sw:as Customer

AGH
Fishar Order number 1155600455 UNITED KINGDOM

Page 11 01509558500
Due dte. 25052025 Email: fisherukorders@thermafisher.com
. Gross Net Line.
Unene Mtom  Mem description Uit Quentity e Nemount VAT %
Delinsir RU-01, Chemistry Building Mshs Subbsrao
1 11504788 X1 Flug-4, AM call permesnt special packeging  EA 1 w8 B8 000
The, ot
shi 11783104 Delvory da - 0425
Pur
Brand Inatrogsn Fan
EachiEA 1= 10 x S0000UG
Baich  omeet O 1
Ordor line total 528
Total VAT
Original Invoice Amount 28283
Invoice amount due GBP 28283
Terms.of payment a0 deys net

Create/edit template Log book Export
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Approve - if you wish to proceed with payment to the supplier click this button. It will provide you with
a success window and move you onto your next task.

Query To Requestor —click to send a query to the requisitioner. The following window will appear.
Type your message in the Enter your comment field then click Query to Requestor. This message will
be sent to the requisitioner via a task. The requisitioner will be able to respond to your query after
which point you may go back into your approval task to approve it.

Approve additional value - Query To Requestor

Enter your comment ||

Query To Requestor

Log book - provides a log of actions taken by staff associated with this order, including dates.
The other buttons displayed are not used. Please ignore.
Decision not to approve.

Should you decide not to pay the supplier, you will be in dispute with them. It is the responsibility of
the School or Directorate to inform the supplier and obtain a credit note from them. The credit note
must be sentto AP so that it can be posted against the registered invoice.

12. Approving Extra Lines

This task is received when AP 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.

Click on the task description or select it from the Go to task Management button.

X
Your tasks (7 Group by ¥ ;

| Expand all || Collapse all

~ Approve extra line

~ Incoming Invoice

Approve extra line CostC: PCCP Project: A2903700 (2)

The differences between this task and approving the additional value are as follows.

The information why the task has been sent. Note: the second line which stipulates that you will NOT
see the corresponding order line if any extra financial coding lines have been added by AP.

Purchase invoice approval

ﬂ Check and Approve the Extra lines on the Invoice, or query with the requisitioner

ﬂ There are lines on the invoice that have no corresponding order lines. | <=

22
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Example Extra Line task

The example below shows the order line and the corresponding Purchase invoice details (financial
coding line) highlighted in blue which were added to the original requisition and approved. This item
would have been included in the PO sent to the supplier.

The Purchase invoice (financial coding line) detail which is not highlighted in blue, is the extra line
added to the task. This line represents the net cost added by the supplier on their invoice which was
not ordered by the University. This cost will be charged to the project code noted on this line should
you approve this task.

The original PO and the supplier invoice will be available in the attachments section. You may view
these to compare with the order lines and purchase invoice detail (financial coding lines).

Order lines

[] Orderline Currency Inv. gty. Inv price Inv. amt. Order gty Order price Order amt. Unit Quantity tore..| Amt received = Product Preduct description
1 GBP 100 162700 1,627.00 1.00 1,627 00 1,627.00 Service 100 162700 PKA Printing Equipment Services._.
22 1,627.00
Show discrepancies only
Purchase invoice details
Map Tax Order Status Funds check  Currency Curr. amount Type Acc Costc Project Route Co I/e Tax code Tax system
&l (w  [® GBP 195240 GL 4865  PCCP  A2903700 PCCP RU E PP PR
I |I| W @ GBP 1.02000 GL 4865 PCCP A2903700 PCCP RU E 274 PR I
z 297240

The decision made following review of the task are the same as noted above under Approve or Query.
Either Approve or Query to Requestor.

Approve extra line - Query To Requestor

Enter your comment Please confirm if these additional items are required?

Query To Requestor

To query extra lines with the requisitioner, add your comments then click the Query to Requestor
button. The success window will appear to confirm the query has been sent to the requisitioner.

X
@ Success

The item is successfully processed. You are now ready to process the next
item.

If approved, a Success window will appear and you will moved onto your next task.

13. Contacts & Links
Topdesk — Unit4 system or access issues
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https://uor.topdesk.net/

Cost Centres - Finance Business Partners by cost centre

Procurement Policy

14. Glossary of Acronyms
AP — Accounts Payable

CFO - Chief Financial Officer

GL - General Ledger

HEPA - Higher Education Procurement Association
P2P - Purchase to Pay

Pl - Principal Investigator

PO - Purchase Order

SOD -Scheme of delegation

VAT - Value Added Tax

P2P-02 Version Control

Version Prepared by Date
1.0 Rekha Mistry 23/07/25
Version Approved by Date
1.0 Marie Misselbrook 23/07/25

P2P-02
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https://www.reading.ac.uk/finance/information-for-staff
https://www.reading.ac.uk/procurement/information-for-suppliers/university-policy-terms-and-conditions

