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1What does this guide cover?

Part one of this guide explains what the University’s rules for purchasing goods and services are, how to 
IROORZ�WKHP�DQG�ZKDW�GLႇHUHQW�SXUFKDVLQJ�PHWKRGV�DUH�DYDLODEOH��Part two H[SODLQV�KRZ�WR�XVH�WKH�¿QDQFH�
V\VWHP�LQ�RUGHU�WR�SXUFKDVH�JRRGV�DQG�VHUYLFHV��

http://www.sussex.ac.uk/finance/
mailto:FinanceServiceDesk%40sussex.ac.uk?subject=
http://www.sussex.ac.uk/finance/contact
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17KH�ÀQDQFLDO�IUDPHZRUN���

The regulatory environment within which the University operates creates a series of requirements the University 
PXVW�PHHW� )RU�SXUFKDVLQJ�JRRGV�DQG�VHUYLFHV�WKH�NH\�UHTXLUHPHQWV�DUH�

•	 To ensure the University is compliant with its legal requirements 

•	 To ensure value for money is achieved in purchases and demonstrated to students, funders, government 
DQG�RWKHU�VWDNHKROGHUV�

7KH�8QLYHUVLW\�KDV�SXW�LQ�SODFH�D�¿QDQFLDO�IUDPHZRUN�WR�PHHW�WKHVH�UHTXLUHPHQWV� 7KH�NH\�HOHPHQWV�DUH�

The Financial Regulations 
7KH�)LQDQFLDO�5HJXODWLRQV�DUH�WKH�UXOHV�ODLG�GRZQ�E\�WKH�8QLYHUVLW\�WKDW�\RX�QHHG�WR�IROORZ��7KH\�PDNH�

XS�WKH�FRUH�RI�WKH�¿QDQFLDO�IUDPHZRUN��7KH\�DUH�GHVLJQHG�WR�HQVXUH�WKH�SURSHU�DQG�HႈFLHQW�XVH�RI�UHVRXUFHV�
ZLWKLQ�D�VRXQG�V\VWHP�RI�LQWHUQDO�FRQWURO�WKDW�VXSSRUWV�WKH�DFKLHYHPHQW�RI�SROLFLHV��DLPV�DQG�REMHFWLYHV�DQG�
WKDW�IXO¿OV�DQ\�OHJDO��¿QDQFLDO�RU�UHJXODWRU\�REOLJDWLRQV���

7KH�5HJXODWLRQV�VHW�RXW�VSHFL¿F�UHVSRQVLELOLWLHV�IRU�LQGLYLGXDOV�DQG�FDWHJRULHV�RI�LQGLYLGXDOV�DVVRFLDWHG�ZLWK�
WKH�8QLYHUVLW\��7KH�)LQDQFLDO�5HJXODWLRQV�FDQ�EH�IRXQG�LQ�IXOO�RQ�WKH�)LQDQFH�ZHEVLWH�

Procurement and Purchasing Policy
The Procurement and Purchasing Policy sets 

out the University’s expectations with regard to 
the purchase of all goods and services in order to 

http://www.sussex.ac.uk/finance/index
http://www.sussex.ac.uk/finance/index
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,W�LV�LPSRUWDQW�WKDW�DOO�VWDႇ�PDNLQJ�SXUFKDVHV�XQGHUVWDQG�WKHLU�UHVSRQVLELOLWLHV�ZLWKLQ�WKH�¿QDQFLDO�IUDPHZRUN�

2:K\�LV�WKH�ÀQDQFLDO�IUDPHZRUN�LPSRUWDQW�WR�PH"

Value for Money
7KH�8QLYHUVLW\�DLPV�WR�DFKLHYH�YDOXH�IRU�PRQH\�LQ�DOO�RI�LWV�DFWLYLWLHV��)RU�SXUFKDVLQJ��WKLV�LV�DFKLHYHG�

WKURXJK�DFTXLULQJ�JRRGV�DQG�VHUYLFHV�IURP�WKH�ULJKW�VXSSOLHU�LQ�WKH�PRVW�FRVW�HႇHFWLYH�ZD\��7KLV�DSSOLHV�WR�DOO�
PHWKRGV�RI�SXUFKDVLQJ���VXFK�DV�SXUFKDVH�RUGHUV��SXUFKDVLQJ�FDUGV�DQG�RXW�RI�SRFNHW�H[SHQVH�FODLPV�

$FKLHYLQJ�YDOXH�IRU�PRQH\�UHTXLUHV�D�MXGJHPHQW�WR�EH�PDGH�ZKLFK�EDODQFHV�WKH�EHQH¿WV�GHULYHG�IURP�WKH�
JRRGV�DQG�VHUYLFHV�DJDLQVW�WKH�WRWDO�FRVW�RI�EX\LQJ�DQG�XVLQJ�WKHP�

<RX�ZLOO�QHHG�WR�HQVXUH�WKDW�\RX�FDQ�HYLGHQFH�WKDW�\RX�KDYH�DFKLHYHG�EHVW�YDOXH�IRU�PRQH\�LQ�DOO�SXUFKDVHV��
particularly those where you have selected alternative suppliers or not selected the quotation with the lowest 
SULFH�

Compliance

Failure to comply within the requirements of 
WKH�¿QDQFLDO�IUDPHZRUN�PD\�OHDG�WR�GLVFLSOLQDU\�RU�
RWKHU�DSSURSULDWH�DFWLRQ�DJDLQVW�VWDႇ��$Q\�SXUFKDVH�
WKDW�DSSHDUV�WR�EH�GHOLEHUDWHO\�IDOVL¿HG��LQÀDWHG�RU�
RWKHUZLVH�IUDXGXOHQW�ZLOO�EH�LQYHVWLJDWHG�XQGHU�WKH�
procedures outlined in the Fraud Response Plan��

Individuals need to ensure that they understand 
DQG�DGKHUH�WR�WKHLU�UHVSRQVLELOLWLHV��7KLV�JXLGH�ZLOO�
VXSSRUW�\RX�ZLWK�WKLV�

The Procurement and Purchasing Policy sets out the 
PLQLPXP�FRQWUROV�H[SHFWHG��+HDGV�RI�6FKRRO�DQG�
'LUHFWRUV�RI�3URIHVVLRQDO�6HUYLFH�DUH�UHVSRQVLEOH�
IRU�FRPSOLDQFH�ZLWKLQ�WKHLU�DUHDV�RI�UHVSRQVLELOLW\�
and may have additional local procedures to ensure 
YDOXH�IRU�PRQH\��ZKLFK�VKRXOG�EH�IROORZHG�ZKHUH�
DSSOLFDEOH��

Judgement

Under the Freedom of Information Act the 
8QLYHUVLW\�LV�UHJXODUO\�DVNHG�WR�GLVFORVH�LQIRUPDWLRQ�
LQ�UHODWLRQ�WR�¿QDQFLDO�WUDQVDFWLRQV��7KHUH�LV�
VLJQL¿FDQW�SXEOLF�LQWHUHVW�DQG�WKH�LPSRUWDQFH�RI�
KDYLQJ�FOHDU�UXOHV�FRUUHFWO\�DSSOLHG�FDQQRW�EH�
RYHUVWDWHG�

http://www.sussex.ac.uk/ogs/policies/goodconduct/fraudbriberycorruption
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�What should I consider before I purchase?

‘The 5 Rights’: Is the purchase the Right Product, at the Right Price, in the Right Quantity, delivered to 
WKH�5LJKW�3ODFH�DW�WKH�5LJKW�7LPH"�2IWHQ��FKDQJLQJ�RQH�RU�PRUH�RI�WKHVH�IDFWRUV�ZLOO�DႇHFW�WKH�RWKHUV�

¶7RWDO�&RVW�RI�2ZQHUVKLS·��&RVW�UHSUHVHQWV�IDU�PRUH�WKDQ�MXVW�WKH�SULFH��2IWHQ�WKH�ORZHVW�RYHUDOO�
FRVW�RI�D�VROXWLRQ�GRHV�QRW�FRPH�IURP�WKH�VXSSOLHU�ZLWK�WKH�ORZHVW�FRQWUDFW�SULFH��DV�WKHUH�FDQ�EH�RWKHU�DGGLWLRQDO�
�RU�YDU\LQJ��FRVWV�RI�RZQHUVKLS��)RU�H[DPSOH��FRVWV�LQ�UHODWLRQ�WR�SURFXUHPHQW��GHOLYHU\��RSHUDWLQJ�WKH�FRQWUDFW�RU�
GLVSRVDO�RI�DVVHWV��7KHUHIRUH�DOO�FRVWV�VKRXOG�EH�WDNHQ�LQWR�FRQVLGHUDWLRQ�

%HIRUH�\RX�VWDUW�WR�SXUFKDVH�LW�LV�LPSRUWDQW�WKDW�\RX�NQRZ�ZKDW�\RX�QHHG��ZKHQ�\RX�QHHG�LW�E\�DQG�LI�LW�LV�OLNHO\�WR�
EH�DႇRUGDEOH�

It is important to understand the total value of the purchase as this will determine which route you need to follow 
WR�FRPSO\�ZLWK�WKH�3URFXUHPHQW�DQG�3XUFKDVLQJ�3ROLF\�

&RQVLGHU�ZKHWKHU�WKH�SXUFKDVH�LV�OLNHO\�WR�EH�RQH�Rႇ�RU�D�IUHTXHQW�SXUFKDVH��,I�\RX�DUH�SXUFKDVLQJ�LWHPV�RQ�DQ�
RQJRLQJ�EDVLV�ZLWK�QR�GH¿QHG�HQG�GDWH��\RX�VKRXOG�DVVXPH�D�FRQWUDFW�GXUDWLRQ�RI�IRXU�\HDUV�WR�FDOFXODWH�WKH�
WRWDO�YDOXH�RI�WKH�SXUFKDVH�

<RX�VKRXOG�DOVR�FRQVLGHU�

,W�LV�QRW�DSSURSULDWH�WR�XVH�8QLYHUVLW\�IXQGV�IRU�DQ\�RI�WKH�LWHPV�EHORZ�

'D\�WR�GD\�DQG�WUDႈF�¿QHV
�/LYLQJ�H[SHQVHV�H�J��WRLOHWULHV��FORWKLQJ��QHZVSDSHUV�
DQG�VQDFNV�

Usual travel
�7UDYHO�EHWZHHQ�KRPH�DQG�XVXDO�SODFH�RI�ZRUN�

Gratuities
�([FHSW�ZKHUH�FXOWXUDOO\�SD\LQJ�D�JUDWXLW\�LV�VHHQ�DV�
FRPSXOVRU\�

Formal attire
�'LQQHU�MDFNHW�RU�EDOO�JRZQ�FRVWV�WR�DWWHQG�IRUPDO�
IXQFWLRQV�

Care costs
�&KLOGFDUH�FRVWV��NHQQHO�FDWWHU\�FRVWV�RU�YHWV�IHHV�
DQG�VLPLODU�H[SHQGLWXUH�

Alcohol
�([FHSW�IRU�FRQIHUHQFHV��EXVLQHVV�HQWHUWDLQLQJ�DQG�
DOO�ZHOFRPH�OHDYLQJ�HYHQWV�ZLWKLQ�VHW�OLPLWV�

Personal gifts
�6XFK�DV�ÀRZHUV�DQG�FKRFRODWHV�



http://www.sussex.ac.uk/finance/how/purchasing/existing-suppliers-agreements
http://www.sussex.ac.uk/finance/how/purchasing/existing-suppliers-agreements
http://www.sussex.ac.uk/finance/how/purchasing/existing-suppliers-agreements


:KDW�DUH�WKH�SUHIHUUHG�ZD\V�WR�SXUFKDVH"�
7KH�SUHIHUUHG�ZD\V�WR�SXUFKDVH�JRRGV�DQG�VHUYLFHV�DUH�VKRZQ�EHORZ�LQ�WKH�RUGHU�WKDW�WKH\�VKRXOG�EH�
FRQVLGHUHG�

1 University purchase orders

3XUFKDVH�RUGHUV�UDLVHG�XVLQJ�WKH�¿QDQFH�V\VWHP�DUH�WKH�SULQFLSOH�PHFKDQLVP�IRU�WKH�SXUFKDVH�RI�JRRGV�DQG�
VHUYLFHV�LQ�WKH�8QLYHUVLW\��

,Q�RUGHU�WR�VXSSRUW�EXGJHWDU\�FRQWURO�DQG�WKH�GHOLYHU\�RI�YDOXH�IRU�PRQH\��WKH�8QLYHUVLW\¶V�)LQDQFLDO�5HJXODWLRQV�
UHTXLUH�DOO�SXUFKDVLQJ�WR�EH�FDUULHG�RXW�XVLQJ�D�SXUFKDVH�RUGHU��7KH�RQO\�H[FHSWLRQV�WR�WKLV�DUH�GH¿QHG�E\�WKH�
'LUHFWRU�RI�)LQDQFH�LQ�RUGHU�WR�PHHW�EXVLQHVV�QHHG�DQG�RU�WR�VXSSRUW�WKH�DFKLHYHPHQW�RI�YDOXH�IRU�PRQH\�DQG�
DUH�RXWOLQHG�LQ�WKH�QH[W�VHFWLRQ�RI�WKLV�JXLGH�

8QOHVV�SXUFKDVLQJ�WKURXJK�DQ�DSSURYHG�DOWHUQDWLYH�URXWH��DQ\�YHUEDO�RU�ZULWWHQ�UHTXHVW�IRU�WKH�VXSSO\�RI�JRRGV�
DQG�VHUYLFHV�PD\�FRQVWLWXWH�D�FRQWUDFW�ZLWK�WKH�VXSSOLHU�DQG�PXVW�EH�VXSSRUWHG�E\�D�8QLYHUVLW\�SXUFKDVH�RUGHU��
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University purchasing cards

http://www.sussex.ac.uk/finance/how/purchasing/purchasing-card


http://www.sussex.ac.uk/finance/contact
http://www.sussex.ac.uk/finance/contact
http://www.sussex.ac.uk/finance/how/expenses
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:KDW�SXUFKDVH�YDOXHV�GHWHUPLQH�WKH�SURFHVV�,�QHHG�WR�IROORZ"6
7KH�YDOXH�RI�\RXU�SXUFKDVH�ZLOO�GHWHUPLQH�ZKDW�\RX�QHHG�WR�GR�QH[W��:KHQ�PDNLQJ�\RXU�GHFLVLRQ��\RX�VKRXOG�
FRQVLGHU�WKH�YDOXH�LQFOXVLYH�RI�9$7��H[FHSW�IRU�FHUWDLQ�SXUFKDVHV�ZKHUH�9$7�LV�UHFRYHUDEOH���VXFK�DV�PHGLFDO�
VXSSOLHV���

Is the purchase value less 
than £5k?

5DLVH�D�32�XVLQJ�WKH�
existing supplier

Use a purchasing card

䥳⁴桥牥⁡渠數楳瑩湧 
VXSSOLHU�RQ�WKH�¿QDQFH�

獹獴敭㼀

Yes

If using a new supplier, will 
they take card payment?

Yes

No

Request payment details 
for light-touch supplier 

requisition

No

Use light-touch 
requisition process

Is there an existing supplier 
on the finance system with 
a contract in place for your 

requirement?

No

Is the purchase value less 
than £25k?

Yes

5DLVH�D�32�XVLQJ�WKH�
existing supplier

Yes

Seek 3 written quotations, 
including any appropriate 

suppliers already set up on 
the finance system

If the purchase is greater 
than £25k, request 

procurement support from 
the Finance Service Desk

Is the chosen supplier 
registered on the finance 

system?

5DLVH�D�32�XVLQJ�WKH�
existing supplier

Request new supplier set up

No

5DLVH�D�32�XVLQJ�WKH�
existing supplier

No

http://www.sussex.ac.uk/finance/contact
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�When is a purchase order not required?

7KH�PDMRULW\�RI�\RXU�SXUFKDVHV�ZLOO�IROORZ�WKH�SXUFKDVH�RUGHU�URXWH��EXW�WKHUH�DUH�VRPH�H[FHSWLRQV�ZKHUH�D�
SXUFKDVH�RUGHU�LV�QRW�UHTXLUHG��7KHVH�DUH�

Business entertainment and hospitality
$OO�SXUFKDVHV�UHODWLQJ�WR�EXVLQHVV�HQWHUWDLQPHQW�DQG�
KRVSLWDOLW\�PXVW�EH�IURP�WKH�8QLYHUVLW\¶V�SURYLGHU�YLD�
the 6XVVH[)RRG�ZHEVLWH��$Q�DOWHUQDWLYH�SURYLGHU�FDQ�
EH�FRQVLGHUHG�RQO\�LI�WKLV�GRHV�QRW�PHHW�EXVLQHVV�
QHHG�

http://www.sussex.ac.uk/catering/
http://www.sussex.ac.uk/finance/how/expenses
http://www.sussex.ac.uk/finance/how/expenses
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Purchasing cards:

http://www.sussex.ac.uk/finance/contact
http://www.sussex.ac.uk/finance/how/purchasing/purchasing-card
http://www.sussex.ac.uk/finance/how/purchasing/purchasing-card


9What is the purchase order process?

7KH�UHPDLQGHU�RI�WKLV�JXLGH�H[SODLQV�WKH�SXUFKDVH�RUGHU�SURFHVV�ZKLFK�FDQ�EH�VXPPDULVHG�DV�
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32�FUHDWHG

32�sent to 
supplier

Goods or services 
receipted

7KH�RႈFLDO�8QLYHUVLW\�SXUFKDVH�RUGHU�VHWV�RXW�WKH�8QLYHUVLW\¶V�VWDQGDUG�WHUPV�
and conditions of purchasing goods and 
services, guaranteeing the most advantageous 
YDOXH�IRU�PRQH\�WHUPV�IRU�WKH�8QLYHUVLW\��,W�PXVW�
EH�UHFRUGHG�DQG�DSSURYHG�RQ�WKH�8QLYHUVLW\¶V�
¿QDQFH�V\VWHP�WR�HQVXUH�

•	 8S�IURQW�EXGJHW�KROGHU�DXWKRULVDWLRQ�EHIRUH�
D�FRPPLWPHQW�LV�PDGH�

•	 A clear segregation of duties and audit 
WUDLO�

•	 Immediate and accurate recording of a 
FRPPLWPHQW�DQG�WKH�W\SH�RI�H[SHQGLWXUH�

•	 $�FRQ¿UPDWLRQ�WR�WKH�VXSSOLHU�RI�WKH�
8QLYHUVLW\¶V�FRPPLWPHQW�WR�SXUFKDVH�

$Q�RႈFLDO�8QLYHUVLW\�SXUFKDVH�RUGHU�PXVW�EH�UDLVHG�DQG�DXWKRULVHG�EHIRUH�D�
FRQWUDFW�LV�VLJQHG��$XWKRULW\�WR�VLJQ�D�FRQWUDFW�RQ�EHKDOI�RI�WKH�8QLYHUVLW\�LV�VHW�
RXW�LQ�WKH�VFKHPH�RI�GHOHJDWHG�¿QDQFLDO�DXWKRULWLHV�PDLQWDLQHG�E\�WKH�'LUHFWRU�RI�
)LQDQFH�

$�FRQWUDFW�FDQ�EH�FUHDWHG�ZLWKRXW�D�VLJQHG�ZULWWHQ�GRFXPHQW��7KH�SXUFKDVH�
RUGHU�FUHDWHV�D�FRQWUDFW�RQ�WKH�8QLYHUVLW\¶V�WHUPV�DQG�FRQGLWLRQV�LQ�WKH�DEVHQFH�
RI�DQ\�RWKHU�DJUHHPHQW�

7KH�SXUFKDVH�RUGHU�LV�VHQW�WR�WKH�VXSSOLHU�ZKR�WKHQ�IXO¿OV�WKH�RUGHU�

7KH�)LQDQFLDO�5HJXODWLRQV�VWDWH�WKDW�DOO�JRRGV�VKRXOG�EH�UHFHLYHG�DQG�FKHFNHG�
against the supplier’s delivery note and purchase order to ensure they match the 
GHVFULSWLRQ�RI�ZKDW�ZDV�RUGHUHG�DQG�DUH�RI�WKH�DSSURSULDWH�TXDOLW\��,I�TXDOLW\�RU�
TXDQWLW\�LV�XQVDWLVIDFWRU\��WKH�VXSSOLHU�VKRXOG�EH�LPPHGLDWHO\�QRWL¿HG�DQG�DFWLRQ�
WDNHQ��

:KHQ�\RX�UHFHLYH�JRRGV��RU�VHUYLFHV�KDYH�EHHQ�GHOLYHUHG��\RX�PXVW�SURPSWO\�
FRQ¿UP�WKLV�ZLWKLQ�WKH�¿QDQFH�V\VWHP��7KLV�DFWV�DV�WKH�DXWKRULW\�WR�SD\�WKH�
VXSSOLHU�DQG�ZLOO�HQDEOH�WKH�LQYRLFH��ZKHQ�UHFHLYHG��WR�EH�PDWFKHG�WR�WKH�
SXUFKDVH�RUGHU�DQG�SDLG�ZLWKRXW�IXUWKHU�LQWHUYHQWLRQ��

Continued on next page
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Invoice matched
6XSSOLHUV�PXVW�VHQG�LQYRLFHV��ZLWK�D�YDOLG�SXUFKDVH�RUGHU�QXPEHU�LQFOXGHG��
directly to LQYRLFHV#VXVVH[�DF�XN�DV�VWDWHG�RQ�WKH�SXUFKDVH�RUGHU��,I�\RX�
receive an invoice, please forward it to LQYRLFHV#VXVVH[�DF�XN�LPPHGLDWHO\��
If you receive a query from a supplier, for example regarding payment, please 
DVN�WKHP�WR�HPDLO�VXSSOLHUV#VXVVH[�DF�XN��3URPSW�UHFHLSW�RI�LQYRLFHV�KHOSV�WR�
ensure that suppliers are paid within the payment terms and conditions set out 
E\�VXSSOLHUV�DQG�WKH�8QLYHUVLW\�

5HFHLYHG�LQYRLFHV�FDQ�EH�DXWRPDWLFDOO\�PDWFKHG�WR�\RXU�JRRGV�UHFHLSW�LQ�WKH�
¿QDQFH�V\VWHP�DQG�ZLOO�WKHQ�EH�SDLG�ZLWKRXW�IXUWKHU�LQWHUYHQWLRQ��HQVXULQJ�D�
VHJUHJDWLRQ�RI�GXWLHV�EHWZHHQ�UHFHLSW�DQG�SD\PHQW�

,QYRLFHV�ZLOO�RQO\�EH�SDLG�ZKHUH�WKH\�FDQ�EH�PDWFKHG�WR�SXUFKDVH�RUGHUV�DQG�
WKH�JRRGV�RU�VHUYLFHV�KDYH�EHHQ�UHFHLYHG�RQ�WKH�¿QDQFH�V\VWHP��,Q�H[FHSWLRQDO�
FLUFXPVWDQFHV��ZKHUH�DQ�LQYRLFH�FDQQRW�EH�PDWFKHG��WKH�+HDG�RI�6FKRRO��
'LUHFWRU�RI�3URIHVVLRQDO�6HUYLFH�RU�DXWKRULVHG�GHOHJDWH�ZLOO�EH�UHTXLUHG�WR�
DXWKRULVH�WKH�LQYRLFH�

Supplier paid
The purchasing procedure ensures that invoices are paid in accordance with 
WKH�VWDQGDUG�WHUPV�RI����GD\V�IURP�WKH�LQYRLFH�GDWH�E\�%$&6�WUDQVIHU��RU�RWKHU�
WHUPV�ZKHUH�DJUHHG�E\�WKH�'LUHFWRU�RI�)LQDQFH�

END

mailto:invoices%40sussex.ac.uk?subject=
mailto:invoices%40sussex.ac.uk?subject=
mailto:suppliers%40sussex.ac.uk?subject=
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1$Q�RYHUYLHZ�RI�UHTXLVLWLRQLQJ

Finance Division 2020
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Field Help 

1.	 Click on the ‘Field Help’ button         next to 
WKH�UHOHYDQW�¿HOG�DQG�D�µ9DOXH�ORRNXS¶�VHDUFK�
ER[�ZLOO�DSSHDU�

2.	 Type in your search criteria and press 
µ6HDUFK¶�

The example on the right shows that there 
are two suppliers listed that match the search 
FULWHULD�

3.	 Select WKH�UHOHYDQW�VXSSOLHU�

,Q�VRPH�¿HOGV��VXFK�DV�WKH�µ3URGXFW¶�¿HOG��WKH�µ)LHOG�
+HOS¶�EXWWRQ�ORRNV�OLNH�WKLV�

4.	 Click on the ‘Field Help’ button then select 
µ9DOXH�ORRNXS¶�

7KLV�VDPH�µ9DOXH�ORRNXS¶�VHDUFK�VFUHHQ�ZLOO�
DSSHDU��

5.	 If you wish to see all results, leave the 
µ6HDUFK¶�FULWHULD�EODQN�DQG�MXVW�FOLFN�µ6HDUFK¶��,I�
you are requesting a large amount of data this 
VHDUFK�PD\�WDNH�D�IHZ�PLQXWHV�WR�FRPSOHWH�

The example on the right lists all purchasing 
SURGXFWV�

2Tips for data entry: Field Help, Type Ahead and Error Messages

Field Help and Type Ahead.

7KHUH�DUH�WZR�RSWLRQV�WKURXJKRXW�WKH�¿QDQFH�V\VWHP�WR�KHOS�\RX�¿QG�FRGHV��SURGXFWV�DQG�VXSSOLHUV��
These are Field Help and Type Ahead�

2
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1.	 Log on WR�WKH�¿QDQFH�V\VWHP�

2.	 Click RQ�µ3XUFKDVLQJ¶��WKHQ�µ5HTXLVLWLRQ�,QSXW¶�

You will now see 3 tabs:

•	 Requisition entry

•	 Requisition details
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How to Complete the Requisition Details Tab:

What is this?

7KLV�WDE�LV�ZKHUH�WKH�OLQH�E\�OLQH�GHWDLO�IRU�WKH�
UHTXLVLWLRQ�LV�HQWHUHG��7KH�GHWDLO�DGGHG�LQ�WKLV�WDE�
ZLOO�VKRZ�RQ�WKH�SXUFKDVH�RUGHU��DQG�ZLOO�EH�XVHG�E\�
Finance to match against the invoice received from 
WKH�VXSSOLHU��$FFXUDWH�GDWD�HQWU\�RQ�WKLV�VFUHHQ�ZLOO�
PD[LPLVH�WKH�HႈFLHQF\�RI�WKH�SXUFKDVLQJ�SURFHVV�

UHPLQGHU�HPDLO�

13.	Delivery address: This will pre-populate with 
\RXU�FDPSXV�DGGUHVV��<RX�FDQ�XVH�WKH�µ'HOLYHU\�
FRQWDFW¶�GURS�GRZQ�ER[�WR�VHOHFW�DQRWKHU�
ORFDWLRQ�RU�EXLOGLQJ�

14.	For Attention of: This is where you can add 
VSHFL¿F�GHOLYHU\�LQVWUXFWLRQV�IRU�\RXU�SXUFKDVH�
RUGHU���

15.	Click ‘$GG¶�RU�FOLFN�RQ�D�OLQH�WR�VWDUW�HQWHULQJ�WKH�
¿UVW�OLQH�RI�\RXU�UHTXLVLWLRQ�

16.	Product: Use ‘Type Ahead’ to enter a product 
FRGH�E\�W\SLQJ�D�GHVFULSWLRQ�RI�ZKDW�\RX�ZDQW�
WR�RUGHU��(�J��&RQVXOWDQF\�IHHV��$�SURGXFW�FRGH�
ZLWK�D�GHVFULSWLRQ�ZLOO�DSSHDU�IRU�\RX�WR�VHOHFW��
<RX�FDQ�DOVR�XVH�WKH�µ)LHOG�+HOS¶�ER[�WR�KHOS�\RX�
VHDUFK�IRU�WKH�FRUUHFW�SURGXFW�FRGH��

17.	Description: You must overwrite the 
µ'HVFULSWLRQ¶�¿HOG�ZLWK�D�GHWDLOHG�GHVFULSWLRQ�
RI�WKH�SURGXFW�RU�VHUYLFH�\RX�ZLVK�WR�EX\��7KLV�
¿HOG�KDV�D�����FKDUDFWHU�OLPLW��,I�WKH�GHVFULSWLRQ�
LV�QRW�RYHUZULWWHQ��WKH�UHTXLVLWLRQ�ZLOO�EH�VHQW�
EDFN�WR�\RX�DXWRPDWLFDOO\��7KH�LQIRUPDWLRQ�
LQSXW�LQ�WKLV�¿HOG�LV�XVHG�E\�)LQDQFH�WR�PDWFK�
against invoices, therefore it is important not 
to use generic descriptions such as “Computer 
(TXLSPHQW´�RU�³*HQHUDO�6WDWLRQHU\´��

18.	You can add additional product information 
WR�DSSHDU�RQ�WKH�SXUFKDVH�RUGHU�E\�XVLQJ�
WKH�µ3URGXFW�WH[W¶�¿HOG�ZLWKLQ�WKH�µ$GGLWLRQDO�
Information for the supplier’ section pictured 
ULJKW�

15

16 17
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28.	Once you have completed the ‘Requisition 
details’ tab SUHVV�µ)XQGV�FKHFN¶�

7KHUH�DUH���SRVVLEOH�LFRQV�WKDW�ZLOO�DSSHDU�
DJDLQVW�HDFK�OLQH�RI�WKH�µ5HTXLVLWLRQ�GHWDLOV¶�WDE�
LQ�WKH�µ)XQGV�FKHFN¶�FROXPQ��These are:

•	 )XQGV�RYHUVSHQW��RYHU�EXGJHW�

•	 )XQGV�DYDLODEOH��ZLWKLQ�EXGJHW�

•	 )XQGV�DYDLODEOH��EXW�UHPDLQLQJ�IXQGV�OHVV�WKDQ�
10%

29.	To view the detail click on ‘)XQGV�FKHFN�
UHVXOWV¶��7KLV�ZLOO�VKRZ�\RX�WKH�GHWDLO�SHU�
VXESURMHFW�EXGJHW�

30.	Click on HDFK�VXESURMHFW�OLQH�WR�YLHZ�WKH�
DYDLODEOH�EXGJHW�UHVXOWV�	

These results include the cost of the requisition 
\RX�DUH�UDLVLQJ�DQG�9$7�

31.	If your requisition is over budget but you 
KDYH�D�MXVWL¿HG�UHDVRQ�WR�UHTXHVW�WKH�VSHQG��
add a comment explaining this to your authoriser 
LQ�WKH�µ,QWHUQDO�0HVVDJH¶�¿HOG�LQ�WKH�µ5HTXLVLWLRQ�
(QWU\¶�WDE��<RX�ZLOO�DOVR�UHFHLYH�D�SRS�XS�
PHVVDJH�DGYLVLQJ�\RX�DUH�RYHU�EXGJHW�ZKHQ�
\RX�VDYH�WKH�UHTXLVLWLRQ�

Finance Division 2020

What is funds checking?

:KHQ�WKH�UHTXLVLWLRQ�LV�VXEPLWWHG�IRU�DXWKRULVDWLRQ��WKH�¿QDQFH�V\VWHP�ZLOO�DXWRPDWLFDOO\�FKHFN�DJDLQVW�
WKH�VXESURMHFW�V��HQWHUHG�WR�VHH�LI�WKHUH�DUH�VXႈFLHQW�IXQGV�WR�FRYHU�WKH�H[SHQVH�RI�WKH�SURSRVHG�SXUFKDVH��<RX�
FDQ�FKHFN�DYDLODEOH�IXQGV�SULRU�WR�VDYLQJ�DQG�VXEPLWWLQJ�\RXU�UHTXLVLWLRQ�E\�IROORZLQJ�WKH�JXLGHOLQHV�EHORZ�

,I�\RX�DPHQG�DQ\�VXESURMHFWV�GXULQJ�WKH�UHTXLVLWLRQ�UDLVLQJ�SURFHVV�\RX�ZLOO�QHHG�WR�UHSHDW�WKH�IXQGV�
FKHFN�SURFHVV�WR�JHW�WKH�QHZ�UHVXOW�

28

29

30

31
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32.	Click on the paper-clip in the top right hand 
FRUQHU�

33.	The ‘Documents’ pop up box will appear. 
&OLFN�RQ�µ$GG�D�'RFXPHQW¶�

34.	Upload your chosen document, complete the 
GRFXPHQW�WLWOH�¿HOG�DQG�FOLFN�µ6DYH¶�

35.	Add further documents E\�UHSHDWLQJ�SURFHVV�
DERYH�

36.	Once all documents have been attached, 
DQG�DOO�GHWDLOV�KDYH�EHHQ�FRPSOHWHG�LQ�WKH�
µ5HTXLVLWLRQ�HQWU\¶�DQG�µ5HTXLVLWLRQ�GHWDLOV¶�WDEV��
FOLFN�RQ�µ6DYH¶���

,I�WKHUH�DUH�HQRXJK�IXQGV�DYDLODEOH�LQ�WKH�
VXESURMHFW��WKH�V\VWHP�ZLOO�JHQHUDWH�D�UHTXLVLWLRQ�
QXPEHU��,I�QRW��\RX�ZLOO�UHFHLYH�D�ZDUQLQJ�
PHVVDJH�

37.	If any of the requisition lines result in an 
overspend you will receive a pop up ‘Funds 
&KHFN¶�ZDUQLQJ�PHVVDJH��

,I�\RX�ZDQW�WR�FKHFN�WKH�UHVXOW�DJDLQ��FOLFN�RQ�
µ)XQGV�FKHFN�UHVXOWV¶�

38.	If you receive the warning message and have 
not yet added comments for the authoriser, 

32

33

34

How To Attach a Document:

Why do I need to do this?

,Q�RUGHU�WR�DOORZ�IRU�VHDPOHVV�DXWKRULVDWLRQ��GRFXPHQWV�QHHG�WR�EH�DWWDFKHG�WR�D�UHTXLVLWLRQ�ZKHUH�
QHFHVVDU\��7KLV�IRUPV�SDUW�RI�WKH�DXGLW�WUDLO�DQG�GHPRQVWUDWHV�WKDW�WKH�DSSURSULDWH�SURFHVV�KDV�EHHQ�IROORZHG�
DQG�YDOXH�IRU�PRQH\�KDV�EHHQ�HYLGHQFHG��,I�DSSURSULDWH�GRFXPHQWV�DUH�QRW�DWWDFKHG��WKH�UHTXLVLWLRQ�PD\�EH�
UHMHFWHG�ZLWK�D�UHTXHVW�IRU�WKHP�WR�EH�DWWDFKHG�

You need to attach documents:

•	 )RU�SXUFKDVHV�XS�WR����������,Q�WKLV�FDVH�DWWDFK�DOO�TXRWDWLRQV�UHFHLYHG��LQFOXGLQJ�WKRVH�IURP�
XQVXFFHVVIXO�VXSSOLHUV�

•	 )RU�SXUFKDVHV�DERYH��������ZKLFK�DUH�VXEMHFW�WR�9$7�UHOLHI��,Q�WKLV�FDVH�\RX�ZRXOG�QHHG�WR�DWWDFK�D�9$7�
([HPSWLRQ�)RUP�LVVXHG�E\�)LQDQFH�

•	 )RU�SXUFKDVHV�DERYH����������,Q�WKLV�FDVH�DWWDFK�D�7HQGHU�$XGLW�5HSRUW�RU�D�7HQGHU�:DLYHU�)RUP��IXOO\�
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What now?

2QFH�WKH�V\VWHP�KDV�JHQHUDWHG�D�UHTXLVLWLRQ�QXPEHU��\RXU�UHTXLVLWLRQ�ZLOO�HQWHU�ZRUNÀRZ�IRU�DXWKRULVDWLRQ�
DQG�ZLOO�FUHDWH�D�FRPPLWPHQW�RQ�WKH�¿QDQFH�V\VWHP�DJDLQVW�WKH�EXGJHW�FRGH�HQWHUHG�LQ�WKH�µ5HTXLVLWLRQ�(QWU\¶�
VFUHHQ��6HFWLRQ���RI�WKLV�JXLGH�H[SODLQV�KRZ�WR�WUDFN�WKH�SURJUHVV�RI�\RXU�UHTXLVLWLRQ�

,I�WKH�UHTXLVLWLRQ�LV�QRW�DXWKRULVHG�LW�ZLOO�EH�UHMHFWHG�EDFN�WR�\RX�ZLWK�FRPPHQWV��3OHDVH�VHH�6HFWLRQ���WR�OHDUQ�
KRZ�WR�DPHQG�RU�FORVH�D�UHTXLVLWLRQ�

$Q�RႈFLDO�SXUFKDVH�RUGHU�ZLOO�EH�FUHDWHG�RQFH�\RXU�UHTXLVLWLRQ�KDV�EHHQ�DXWKRULVHG��



http://www.sussex.ac.uk/humanresources/business-services/policies
http://www.sussex.ac.uk/humanresources/business-services/policies
mailto:ir35info%40sussex.ac.uk?subject=
http://www.sussex.ac.uk/humanresources/business-services/policies
http://www.sussex.ac.uk/humanresources/business-services/policies
http://www.sussex.ac.uk/finance/how/purchasing/find-right-supplier
mailto:invoices%40sussex.ac.uk?subject=
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Fields required for each currency
GBP Yes Yes -- Yes Yes Yes Yes

EURO Yes IBAN Yes -- Yes Yes Yes
USD Yes Yes Yes 5RXWLQJ�QXPEHU Yes Yes Yes

$GGLWLRQDOO\��WKHUH�LV�DOVR�D�µUHVW�RI�WKH�ZRUOG�SD\PHQWV¶�DFFRXQW��ZKHUH�ZH�FDQ�PDNH�D�*%3�SD\PHQW�WR�DQ�
LQWHUQDWLRQDO�EDQN�DFFRXQW��

��	 GBP International - I11111

Fields required
Name 

(payee)
Bank 

account
SWIFT Sort code Address Town Postcode

GBP Intl

mailto:FinanceServiceDesk%40sussex.ac.uk?subject=
http://www.sussex.ac.uk/finance/how/purchasing/existing-suppliers-agreements


•	 )RU�*%3�6XSSOLHU�3D\PHQW�±�3�������(QWHU�
WKH�PDQGDWRU\�¿HOGV�RI�VXSSOLHU¶V�QDPH��EDQN�



3DUW�7ZR���3URFHVV 3XUFKDVLQJ�*RRGV�DQG�6HUYLFHV

Page 29Finance Division 2020

6

mailto:invoices%40sussex.ac.uk%20?subject=
http://www.sussex.ac.uk/finance/how/purchasing
http://www.sussex.ac.uk/finance/how/purchasing
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1.	 Log on WR�WKH�¿QDQFH�V\VWHP

2.	 Click on ‘Purchasing’ and ‘Requisition Input’

<RX�ZLOO�QRZ�VHH���WDEV�

•	 Requisition entry

•	 Requisition details

•	 (�0DUNHWSODFH��3XQFKRXW�

You will need to complete the ‘Requisition entry’ 
DQG�µ(�0DUNHWSODFH¶�WDEV�IRU�DQ�H�PDUNHWSODFH�
UHTXLVLWLRQ��7KH�µ5HTXLVLWLRQ�GHWDLOV¶�DUH�
DXWRPDWLFDOO\�SRSXODWHG�IRU�\RX�DQG�VKRXOG�QRW�EH�
FKDQJHG�

Finance Division 2020

What is the e-marketplace?

7KH�H�PDUNHWSODFH�FRQWDLQV�KRVWHG�FDWDORJXHV�LQ�DQ�RQOLQH�PDUNHWSODFH��ZKLFK�FDQ�EH�DFFHVVHG�GLUHFWO\�
WKURXJK�WKH�¿QDQFH�V\VWHP��2QFH�\RX�KDYH�VHOHFWHG�WKH�LWHPV�\RX�ZDQW�WR�SXUFKDVH�DQG�FKHFNHG�RXW��\RXU�
EDVNHW�LV�DXWRPDWLFDOO\�LPSRUWHG�LQWR�WKH�µ5HTXLVLWLRQ�GHWDLOV¶�VFUHHQ��ZLWK�D�PDMRULW\�RI�WKH�GDWD�¿HOGV�SRSXODWHG�
IURP�WKH�EDVNHW�

7KHUH�DUH�WZR�HOHPHQWV�WR�WKH�H�PDUNHWSODFH�

��	 3XQFKRXW�±�7KLV�LV�ZKHUH�\RX�DUH�WUDQVSRUWHG�WR�D�VSHFL¿F�VXSSOLHU¶V�ZHEVLWH�DQG�FDQ�WKHQ�LPSRUW�\RXU�
VKRSSLQJ�EDVNHW�EDFN�LQWR�WKH�¿QDQFH�V\VWHP�

��	 +RVWHG�&DWDORJXHV�±�7KLV�LV�D�VLQJOH�PDUNHWSODFH�LQWHUIDFH��ZKLFK�DOORZV�\RX�WR�VHDUFK�IRU�SURGXFWV�RYHU�
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Requisition

3.	 Requisitioner: This line automatically populates 
ZLWK�\RXU�QDPH�

4.	 Status: 7KLV�OLQH�GHIDXOWV�WR�µ$FWLYH¶�

5.	 Period: 7KLV�OLQH�GHIDXOWV�WR�WKH�FXUUHQW�¿QDQFLDO�
SHULRG�

6.	 Internal Message: This is where you can enter 
an optional message to your authoriser and 
provide information to facilitate the authorisation 
RI�\RXU�SXUFKDVLQJ�UHTXHVW��7KLV�PHVVDJH�GRHV�
not appear on the purchase order and is not 
YLVLEOH�WR�WKH�VXSSOLHU�

3 6

7 8

9 11

Default Supplier Details 

7.	 Supplier: 7KLV�¿HOG�LV�QRW�UHTXLUHG�ZKHQ�
UDLVLQJ�DQ�H�PDUNHWSODFH�UHTXLVLWLRQ�DV�LW�ZLOO�
DXWRPDWLFDOO\�SRSXODWH�ZKHQ�\RX�FKHFNRXW�IURP�
WKH�VXSSOLHU¶V�ZHE�SDJH�

8.	 Contact: 7KLV�¿HOG�LV�QRW�UHTXLUHG�ZKHQ�UDLVLQJ�
DQ�H�PDUNHWSODFH�UHTXLVLWLRQ�

Default Finance Codes 

9.	 Purchase order email Destination:�7KLV�¿HOG�
LQVWUXFWV�WKH�¿QDQFH�V\VWHP�ZKHUH�WR�HPDLO�WKH�
RႈFLDO�SXUFKDVH�RUGHU�RQFH�WKH�UHTXLVLWLRQ�KDV�
EHHQ�DXWKRULVHG���

<RX�PXVW�7\SH�µ3¶�LQWR�WKLV�¿HOG��DV�WKHVH�RUGHUV�
are sent electronically to the supplier’s ordering 
system rather than via an emailed purchase 
RUGHU��$�FRS\�ZLOO�DOVR�EH�HPDLOHG�WR�\RX�IRU�\RXU�
UHIHUHQFH�

10.	3XUFKDVH�RUGHU�SUH¿[�GHSW� Input your 
GHSDUWPHQWDO�SUH¿[�LQWR�WKLV�¿HOG��(�J��),1�
IRU�)LQDQFH��,I�\RX�QHHG�KHOS�¿QGLQJ�\RXU�
GHSDUWPHQW�SUH¿[�XVH�WKH�µ)LHOG�+HOS¶�EXWWRQ�

11.	Subproject: ,QVHUW�\RXU�VXESURMHFW�FRGH�LQWR�
WKLV�¿HOG��,I�\RX�GR�QRW�NQRZ�\RXU�VXESURMHFW�
FRGH�WKH�µ7\SH�$KHDG¶�IXQFWLRQ�FDQ�KHOS�\RX��,I�
you need a more detailed search use the ‘Field 
+HOS¶�EXWWRQ�RU�FRQWDFW�WKH�Finance Service 
'HVN�

mailto:FinanceServiceDesk%40sussex.ac.uk?subject=
mailto:FinanceServiceDesk%40sussex.ac.uk?subject=
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Delivery Contact

12.	Delivery date: Set the delivery date to the date 
\RX�H[SHFW�WR�UHFHLYH�WKH�JRRGV�RU�VHUYLFHV��
This will trigger an automated goods receipt 
UHPLQGHU�HPDLO�

13.	Delivery address: This will pre-populate with 
\RXU�FDPSXV�DGGUHVV��<RX�FDQ�XVH�WKH�µ'HOLYHU\�
FRQWDFW¶�GURS�GRZQ�ER[�WR�VHOHFW�DQRWKHU�
ORFDWLRQ�RU�EXLOGLQJ�

14.	For Attention of: 'R�QRW�XVH�WKLV�¿HOG�IRU�
H�PDUNHWSODFH�RUGHUV�DV�LW�PD\�GHOD\�\RXU�RUGHU�

How to Complete the E-Marketplace (Punchout) Tab:

15.	From the ‘Requisition Entry’ tab,�FOLFN�
VWUDLJKW�RQ�WR�WKH�(�0DUNHWSODFH��3XQFKRXW��
WDE�

16.	Click on�µ*R�VKRSSLQJ¶�

17.	You will be redirected to a website where 
you can either:

•	 Select a Punch-out supplier

•	 2U�VHOHFW�µ&DWDORJXH¶�IRU�D�OLVW�RI�KRVWHG�
FDWDORJXHV��WR�VHDUFK�IRU�SURGXFWV�DFURVV�
PXOWLSOH�VXSSOLHUV��

18.	Select the items to purchase from the 
VXSSOLHU¶V�ZHEVLWH�RU�KRVWHG�FDWDORJXH�V��

19.	Once you have completed your shopping, 
WKH�VXSSOLHU�ZHEVLWH�ZLOO�SURYLGH�\RX�ZLWK�D�
VXPPDU\�RI�\RXU�SXUFKDVHV��,I�\RX�DUH�KDSS\�
ZLWK�\RXU�RUGHU��FOLFN�RQ�µFKHFNRXW¶�

20.	You will see a summary of your order 
LQ�WKH�8QLYHUVLW\�H�PDUNHWSODFH��<RX�FDQ�
add to this order from as many Punch-out 
VXSSOLHUV�RU�FDWDORJXHV�DV�\RX�ZLVK��&OLFNLQJ�
RQ�µ&KHFNRXW¶�ZLOO�WDNH�\RX�EDFN�WR�WKH�
¿QDQFH�V\VWHP��ZKHUH�\RX�ZLOO�FRPSOHWH�\RXU�
UHTXLVLWLRQ�

21.	Click on ‘Retrieve shopping’��7KLV�ZLOO�
ORDG�DOO�RI�\RXU�VKRSSLQJ�EDVNHWV��7LFN�WKH�
DSSURSULDWH�OLQH�WR�ORDG�DQG�FOLFN�µ*HQHUDWH�WR�

12 14

15 16

17

19



3DUW�7ZR���3URFHVV 3XUFKDVLQJ�*RRGV�DQG�6HUYLFHV

Page 33Finance Division 2020

How to Complete the Requisition Details Tab:

What is this?

7KLV�WDE�LV�XVXDOO\�ZKHUH�WKH�OLQH�E\�OLQH�GHWDLO�
IRU�WKH�SXUFKDVH�RUGHU�LV�HQWHUHG��7KH�GHWDLO�LQ�WKLV�WDE�
ZLOO�EH�VKRZQ�RQ�WKH�SXUFKDVH�RUGHU��DQG�ZLOO�EH�XVHG�
E\�)LQDQFH�WR�PDWFK�DJDLQVW�WKH�LQYRLFH�UHFHLYHG�IURP�
WKH�VXSSOLHU��

:LWK�H�PDUNHWSODFH�RUGHUV��WKH�VKRSSLQJ�\RX�KDYH�
MXVW�FRPSOHWHG�RQOLQH�ZLOO�DXWRPDWLFDOO\�SRSXODWH�LQ�WKH�
µ5HTXLVLWLRQ�GHWDLOV¶�¿HOGV��

It is important NOT to change any of the order details 



28.	Once you have completed the ‘Requisition 
details’ tab SUHVV�µ)XQGV�FKHFN¶�

7KHUH�DUH���SRVVLEOH�LFRQV�WKDW�ZLOO�DSSHDU�

  



,I�\RX�DPHQG�DQ\�VXESURMHFWV�GXULQJ�WKH�UHTXLVLWLRQ�UDLVLQJ�SURFHVV�\RX�ZLOO�QHHG�WR�UHSHDW�WKH�IXQGV�
FKHFN�SURFHVV�WR�JHW�WKH�QHZ�UHVXOW�
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1.	 Log on WR�WKH�¿QDQFH�V\VWHP

2.	 Click 
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Default Supplier Details

7.	 Supplier: )RU�6()�RUGHUV�\RX�PXVW�XVH�6������
DV�WKH�VXSSOLHU�FRGH�

8.	 Contact:�7KLV�¿HOG�LV�QRW�DSSOLFDEOH�IRU�6()�
RUGHUV�

7 8

9 11

12 14

Default Finance Codes

9.	 Purchase order email Destination: 7KLV�¿HOG�
LQVWUXFWV�WKH�¿QDQFH�V\VWHP�ZKHUH�WR�HPDLO�WKH�
RႈFLDO�SXUFKDVH�RUGHU�RQFH�WKH�UHTXLVLWLRQ�KDV�

http://www.sussex.ac.uk/finance/contact
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How to Complete the Requisition Details Tab:
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WKLV�SXUSRVH�RQ�DOO�6()�UHTXLVLWLRQV��

Note: You do not need to complete the ‘Currency’ 
¿HOG�DV�WKLV�LV�DXWRPDWLFDOO\�GHIDXOWHG�E\�WKH�VXSSOLHU�
VHW�XS�GDWD�RQ�WKH�V\VWHP�

Finance Division 2020

If you want to use the same product information 
IRU�VXEVHTXHQW�URZV��\RX�FDQ�XVH�WKH�&RS\�

EXWWRQ�WR�VDYH�WLPH��-XVW�WLFN�WKH�OLQH�\RX�ZDQW�WR�FRS\�
DQG�FOLFN�&RS\��<RX�FDQ�DPHQG�WKH�TXDQWLW\��SULFH�DQG�
VXESURMHFW�DV�UHTXLUHG�

What if I want to create one open 
purchase order for multiple invoices?

To create an open purchase order you need to 
VZDS�WKH�µTXDQWLW\¶�DQG�µSULFH¶�¿HOGV��DV�\RX�FDQ�RQO\�
JRRGV�UHFHLSW�XVLQJ�WKH�µTXDQWLW\¶�¿HOG�DQG�QRW�WKH�
µSULFH¶���

)RU�H[DPSOH��VHH�ULJKW���LI�\RX�DUH�JRLQJ�WR�EH�ELOOHG�
PRQWKO\�DQG�\RX�KDYH�EHHQ�JLYHQ�D�TXRWH�RI��������
�H[FOXGLQJ�9$7��IRU�WKH�\HDU��\RX�ZLOO�ZDQW�WR�PDWFK�
WKH�JRRGV�UHFHLYHG�WR�WKH�LQYRLFH�YDOXH��

Therefore, use the ‘Quantity’ as the total price £1,200 
DQG�WKH�µ3ULFH¶�DV�������

22.	Account: This is automatically populated from 
WKH�SURGXFW�FRGH�DQG�FDQ¶W�EH�DPHQGHG�

23.	Costc: This is automatically populated from the 
VXESURMHFW�FRGH�DQG�FDQ¶W�EH�DPHQGHG�

24.	Project: This is automatically populated from 
WKH�VXESURMHFW�FRGH�DQG�FDQ¶W�EH�DPHQGHG�

25.	Subproject: ,I�\RX�HQWHUHG�WKH�VXESURMHFW�LQ�WKH�
µ5HTXLVLWLRQ�HQWU\¶�WDE�WKHQ�WKH�VXESURMHFW�ZLOO�
EH�DXWRPDWLFDOO\�SRSXODWHG�IRU�DOO�OLQHV��<RX�FDQ�
DPHQG�WKH�VXESURMHFW�SHU�OLQH�LI�WKH�SXUFKDVH�LV�
WR�EH�FKDUJHG�WR�GLႇHUHQW�VXESURMHFWV�

26.	Servctr: When ordering certain goods or 
VHUYLFHV�IURP�6()��D�µ6HUYFWU¶�¿HOG�ZLOO�EH�
VKRZQ��,I�\RX�KDYH�EHHQ�JLYHQ�DQ�RUGHU�QXPEHU�
E\�6()��\RX�PXVW�HQWHU�LW�LQ�WKLV�¿HOG�

22 27
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Next Steps After Submitting a Requisition:

What now?

2QFH�WKH�V\VWHP�KDV�JHQHUDWHG�D�UHTXLVLWLRQ�QXPEHU��\RXU�UHTXLVLWLRQ�ZLOO�HQWHU�ZRUNÀRZ�IRU�DXWKRULVDWLRQ�
DQG�ZLOO�FUHDWH�D�FRPPLWPHQW�LQ�WKH�¿QDQFH�V\VWHP�DJDLQVW�WKH�EXGJHW�FRGH�HQWHUHG�LQ�WKH�µ5HTXLVLWLRQ�(QWU\¶�
VFUHHQ��6HFWLRQ���RI�WKLV�JXLGH�H[SODLQV�KRZ�WR�WUDFN�WKH�SURJUHVV�RI�\RXU�UHTXLVLWLRQ�

,I�WKH�UHTXLVLWLRQ�LV�QRW�DXWKRULVHG�LW�ZLOO�EH�UHMHFWHG�EDFN�WR�\RX�ZLWK�FRPPHQWV��3OHDVH�VHH�6HFWLRQ���WR�OHDUQ�
KRZ�WR�DPHQG�RU�FORVH�D�UHTXLVLWLRQ�

$Q�RႈFLDO�SXUFKDVH�RUGHU�ZLOO�EH�FUHDWHG�RQFH�\RXU�UHTXLVLWLRQ�KDV�EHHQ�DXWKRULVHG��$W�WKLV�VWDJH�SOHDVH�QRWH�

•	 ,I�\RX�VHOHFWHG�5�LQ�WKH�µ3XUFKDVH�RUGHU�HPDLO�GHVWLQDWLRQ¶�¿HOG�ZKHQ�UDLVLQJ�WKH�UHTXLVLWLRQ��\RX�ZLOO�
UHFHLYH�DQ�HPDLO�ZLWK�D�3')�RI�\RXU�RUGHU��<RX�PXVW�HQVXUH�WKLV�LV�IRUZDUGHG�WR�6()�

•	 ,I�\RX�VHOHFWHG�6�LQ�WKH�µ3XUFKDVH�RUGHU�HPDLO�GHVWLQDWLRQ¶�¿HOG�ZKHQ�UDLVLQJ�WKH�UHTXLVLWLRQ��\RXU�SXUFKDVH�
RUGHU�ZLOO�KDYH�EHHQ�DXWRPDWLFDOO\�VHQW�WR�6()��<RX�ZLOO�DOVR�UHFHLYH�DQ�HPDLO�ZLWK�D�3')�FRS\�RI�\RXU�
RUGHU��IRU�\RXU�UHFRUGV��

2QFH�WKH�JRRGV�RU�VHUYLFHV�DUH�UHFHLYHG�\RX�PXVW�UHPHPEHU�WR�HQWHU�WKHVH�GHWDLOV�LQ�WKH�¿QDQFH�
system via a goods receipt. For guidance on how to goods receipt, please see Section 10 of this guide.

2QFH�WKH�VXSSOLHU�VHQGV�DQ�LQYRLFH�WR�)LQDQFH��LW�ZLOO�EH�PDWFKHG�LQ�WKH�¿QDQFH�V\VWHP�DJDLQVW�WKH�JRRGV�
UHFHLSWHG�RQ�WKH�SXUFKDVH�RUGHU��

40.	If you have provided comments to the 
authoriser DQG�KDYH�YLHZHG�WKH�IXQGV�FKHFN�
UHVXOWV��FOLFN�RQ�µ<HV¶�WR�DFFHSW�WKH�ZDUQLQJ��7KH�
V\VWHP�ZLOO�QRZ�JHQHUDWH�D�UHTXLVLWLRQ�QXPEHU�
�VWDUWLQJ�ZLWK�D����

37

38

41
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1.	
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1.	 <RX�FDQ�UXQ�D�ZRUNÀRZ�HQTXLU\�WR�¿QG�
out where your requisition has gone for 
DXWKRULVDWLRQ��/RJ�RQ�WR�WKH�¿QDQFH�V\VWHP�DQG�
navigate to ‘Purchasing’, ‘Enquiries’ and select 
µ:RUNÀRZ�HQTXLU\���5HTXLVLWLRQV¶�

2.	 Enter your requisition number and click 
‘Search’.�,I�\RX�GR�QRW�NQRZ�WKH�UHTXLVLWLRQ�
QXPEHU��XQ�WLFN�µ+LVWRULFDO¶��OHDYH�WKH�
µ5HTXLVLWLRQ�OLNH¶�¿HOG�EODQN�DQG�FOLFN�µ6HDUFK�¶�
This will show all of your requisitions in 
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10 +RZ�WR�FORVH�RU�DPHQG�UHMHFWHG�UHTXLVLWLRQV

Why has my requisition been rejected?

7KHUH�DUH�WZR�UHDVRQV�ZK\�D�UHTXLVLWLRQ�FRXOG�EH�UHMHFWHG�EDFN�WR�\RX�

��	 7KH�V\VWHP�KDV�DXWRPDWLFDOO\�UHMHFWHG�WKH�UHTXLVLWLRQ�EDFN�WR�\RX�GXH�WR�D�GDWD�HUURU��7KLV�ZRXOG�EH�GXH�
WR�RQH�RI�WKH�IROORZLQJ�VFHQDULRV�

•	 5HMHFWHG�5(4��32�'HVWLQDWLRQ�HUURU��7KLV�PHDQV�WKDW�\RX�KDYH�FKRVHQ�WKH�ZURQJ�RSWLRQ�LQ�WKH�µ3XUFKDVH�
RUGHU�HPDLO�GHVWLQDWLRQ¶�¿HOG�ZLWKLQ�WKH�µ5HTXLVLWLRQ�HQWU\¶�WDE��,�H��)RU�H�PDUNHWSODFH�3XQFK�RXW�RUGHUV�WKLV�
PXVW�EH�LQSXW�DV�3��)RU�QRQ�H�PDUNHWSODFH�3XQFK�RXW�RUGHUV�\RX�PXVW�FKRVH�5�RU�6��6HH�WKH�µ5HTXLVLWLRQ�
(QWU\¶�JXLGHOLQHV�LQ�6HFWLRQ���IRU�IXUWKHU�GHWDLOV�

•	 5HMHFWHG�5(4��'HVFULSWLRQ�HUURU��7KLV�PHDQV�WKDW�\RX�KDYH�QRW�RYHU�W\SHG�WKH�JHQHULF�SURGXFW�
GHVFULSWLRQ��<RX�PXVW�RYHU�W\SH�WKH�GHIDXOW�SURGXFW�GHVFULSWLRQ�ZLWK�IXOO�GHWDLOV�RI�WKH�JRRGV�RU�VHUYLFHV�
\RX�ZLVK�WR�SXUFKDVH�

•	 5HMHFWHG�5(4��6()�6XSSOLHU�3URGXFW�HUURU��7KLV�PHDQV�WKDW�\RX�KDYH�FKRVHQ�WKH�ZURQJ�SURGXFW�RU�
VXSSOLHU�IRU�D�6()�UHTXLVLWLRQ��<RX�PXVW�FKRRVH�D�6()�SURGXFW�ZKHQ�RUGHULQJ�IURP�6()��DQG�\RX�PXVW�
XVH�6XSSOLHU�6������LI�\RX�KDYH�FKRVHQ�D�6()�SURGXFW��)RU�IXUWKHU�GHWDLOV�SOHDVH�VHH�6HFWLRQ���

��	 7KH�DXWKRULVHU�KDV�UHMHFWHG�WKH�WDVN�EDFN�WR�\RX�ZLWK�D�FRPPHQW�DV�WR�ZK\�WKH\�KDYH�UHMHFWHG�LW��(�J��
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1.	 Log on�WR�WKH�¿QDQFH�V\VWHP�

2.	 Click on�µ3XUFKDVLQJ¶�DQG�µ*RRGV�5HFHLSW¶�

3.	
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12+RZ�WR�UHFHLSW�JRRGV�DQG�VHUYLFHV�ZKHQ�DQ�LQYRLFH�KDV�EHHQ����
registered

µ0LVVLQJ�*RRGV�5HFHLSW¶�WDVNV�ZLOO�DSSHDU�IRU�
the requisitioner to complete when an invoice 

KDV�EHHQ�UHJLVWHUHG�DJDLQVW�DQ�RUGHU�EXW�KDV�QRW�
EHHQ�JRRGV�UHFHLSWHG�RQ�WKH�V\VWHP��RU�D�JRRGV�
UHFHLSW�KDV�EHHQ�FRPSOHWHG�EXW�LW�GRHV�QRW�HTXDO�WKH�
TXDQWLW\�RQ�WKH�LQYRLFH�UHJLVWHUHG�

7KH\�ZLOO�DSSHDU�LQ�WKH�WDVN�PDQDJHU�XQGHU�µ3URFHVV¶�
as ‘Incoming Purchase Invoice’ or under ‘Step’ as 
‘Goods Receipt Required’, depending on how you 
KDYH�FKRVHQ�WR�YLHZ�\RXU�WDVNV�

,QYRLFH�WDVNV�ZLOO�DOZD\V�DSSHDU�ZLWK�D�GXH�GDWH��WKLV�
LV�ZKHQ�DQ�LQYRLFH�LV�GXH�IRU�SD\PHQW�

:KHQ�\RX�FOLFN�RQ�WKH�WDVN�LW�ZLOO�ORDG�DQ�DXWKRULVDWLRQ�
VFUHHQ��7KHUH�DUH�WZR�GLႇHUHQW�W\SHV�RI�JRRGV�UHFHLSW�
DXWKRULVDWLRQ�

��	 Receive Goods - This is where a goods receipt 
KDV�QRW�EHHQ�FRPSOHWHG�SULRU�WR�WKH�LQYRLFH�
EHLQJ�HQWHUHG�RQWR�WKH�V\VWHP�E\�)LQDQFH��

��	 0DWFK�WR�LQYRLFH���7KLV�LV�ZKHUH�D�JRRGV�UHFHLSW�
KDV�EHHQ�FRPSOHWHG�DIWHU�WKH�LQYRLFH�KDV�EHHQ�
HQWHUHG�E\�)LQDQFH�

)RU�ERWK�W\SHV��\RX�QHHG�WR�FRQ¿UP�WKDW�\RX�KDYH�
UHFHLYHG�WKHVH�JRRGV�VHUYLFHV�DQG�DXWKRULVH�WKH�
LQYRLFH�WR�EH�SURFHVVHG�DJDLQVW�\RXU�RUGHU�OLQH�V�

,I�WKH�µ$SSURYH¶�EXWWRQ�GRHV�QRW�FRPSOHWH�WKH�WDVN��WKLV�
means that there are multiple invoices on the system 
where the total quantity invoiced exceeds the order 
TXDQWLW\��7R�FRPSOHWH�WKH�WDVN��FOLFN�µ*R�WR�*RRGV�
Receipt Window’, fully action the goods receipt and 
FOLFN�µ6DYH¶��<RX�VKRXOG�WKHQ�EH�DEOH�WR�UHWXUQ�WR�WKH�
WDVN�DQG�LW�ZLOO�DOORZ�\RX�WR�DXWKRULVH��7KH�DFWLRQ�ZLOO�
FKDQJH�WR�µ0DWFK�WR�LQYRLFH¶�

,I�WKH�JRRGV�UHFHLSW�LV�DFWLRQHG�EHIRUH�WKH�LQYRLFH�LV�
UHFHLYHG��WKHQ�QR�WDVN�ZLOO�EH�VHQW��
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��What are requisitioner Invoice Approval Tasks?
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14 +RZ�WR�FDQFHO�SXUFKDVH�RUGHUV�DQG�RU�UHWXUQ�JRRGV

����,I�\RX�ZLVK�WR�FDQFHO�D�SXUFKDVH�RUGHU��RU�FDQFHO�WKH�UHVW�RI�D�SXUFKDVH�RUGHU��\RX�PXVW�

��	 &RQWDFW�WKH�VXSSOLHU�LQ�ZULWLQJ�WR�WHOO�WKHP�WKDW�WKH�RUGHU�LV�FDQFHOOHG��7KLV�LV�WR�HQVXUH�\RX�GRQ¶W�
UHFHLYH�WKH�JRRGV�RU�VHUYLFHV�ZKLFK�DUH�QR�ORQJHU�UHTXLUHG�

��	 &DQFHO�WKH�RUGHU�LQ�WKH�¿QDQFH�V\VWHP��7KLV�LV�WR�HQVXUH�WKDW�WKH�VXSSOLHU�LV�QRW�SDLG�IRU�JRRGV�DQG�
VHUYLFHV�WKDW�KDYH�QRW�EHHQ�UHFHLYHG��7KLV�ZLOO�DOVR�HQVXUH�WKDW�WKH�IXQGV�DUH�PDGH�DYDLODEOH�DJDLQ�LQ�\RXU�
EXGJHW�

Cancelling a Purchase Order:

http://www.sussex.ac.uk/finance/contact
http://www.sussex.ac.uk/finance/contact
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µ*RRGV�5HWXUQ¶�LV�XVHG�WR�XSGDWH�WKH�¿QDQFH�V\VWHP�ZKHQ�\RX�KDYH�UHWXUQHG�JRRGV�WR�D�VXSSOLHU�
IRU�ZKLFK�\RX�KDYH�DOUHDG\�UHJLVWHUHG�D�JRRGV�UHFHLSW��,I�\RX�KDYH�UHFHLYHG�JRRGV�RU�VHUYLFHV�WKDW�
VXEVHTXHQWO\�SURYH�WR�EH�VXE�VWDQGDUG��WKH�SURFHVV�EHORZ�VKRZV�KRZ�WKH�JRRGV�FDQ�EH�UHWXUQHG�LQ�WKH�

¿QDQFH�V\VWHP��<RX�ZLOO�VWLOO�QHHG�WR�DGYLVH�WKH�VXSSOLHU�VHSDUDWHO\�

How to Return Goods:

1.	 Navigate to ‘Goods return’ via the ‘Purchasing’ 
WDE�

2.	 Recall WKH�SXUFKDVH�RUGHU�QXPEHU�

3.	 Under the order details section enter the 
TXDQWLW\�EHLQJ�UHWXUQHG��,I�\RX�DUH�QRW�H[SHFWLQJ�
D�UHSODFHPHQW�\RX�QHHG�WR�WLFN�WKH�ER[�DQG�
SURYLGH�WKH�UHDVRQ�FRGH�

This will reduce the order quantity of the 
purchase order so that the order quantity is 
HTXDO�WR�WKH�GHOLYHUHG�TXDQWLW\�

4.	 If you wish to cancel the rest of the order 
WKHQ�\RX�ZLOO�QHHG�WR�JR�EDFN�WR�WKH�µ*RRGV�
Receipt’ screen and perform the actions as per 
6HFWLRQ���

1
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1.	 Your purchase orders will be emailed to 
you as an original or a copy. If you need 
to view or print one again, navigate to the 
µ3XUFKDVLQJ¶�WDE�LQ�WKH�PDLQ�PHQX�DQG�FOLFN�
µ3XUFKDVH�2UGHUV¶��µ3XUFKDVH�RUGHU�IROORZ�XS¶�
DQG�µ3XUFKDVH�2UGHU�YLHZ¶.

2.	 Enter the purchase order number�DQG�WDE�RXW�
RI�WKH�¿HOG�WR�HQDEOH�WKH�SXUFKDVH�RUGHU�GHWDLOV�
WR�ORDG�RQWR�WKH�VFUHHQ��&OLFN�WKH�KLJKOLJKWHG�
SDSHU�FOLS�LFRQ�LQ�WRS�ULJKW�FRUQHU�

3.	 A new screen will open with the PDF copy. 
'RXEOH�FOLFN�RQ�LW�WR�YLHZ�WKH�SXUFKDVH�RUGHU�

4.	 You can then download or print as needed.

1

2

3

16 +RZ�WR�YLHZ�D�SUHYLRXV�SXUFKDVH�RUGHU
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�� +RZ�WR�SURFHVV�D�FUHGLW�QRWH

$OO�FUHGLW�QRWHV�VKRXOG�EH�DXWRPDWLFDOO\�VHQW�WR�LQYRLFHV#VXVVH[�DF�XN�E\�WKH�VXSSOLHU��6KRXOG�\RX�
UHFHLYH�DQ\�FUHGLW�QRWHV�GLUHFWO\��\RX�VKRXOG�IRUZDUG�WKHVH�LPPHGLDWHO\�WR�WKH�HPDLO�DERYH��LQFOXGLQJ�\RXU�

QDPH�DQG�VXESURMHFW�FRGH�LQ�FDVH�WKHUH�DUH�DQ\�TXHULHV�

$Q\�DFWLRQ�WKDW�\RX�ZLOO�EH�UHTXLUHG�WR�WDNH�ZLOO�FRPH�WR�\RX�YLD�WDVN�Z�耀ニ

mailto:invoices%40sussex.ac.uk?subject=
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+RZ�WR�VHW�XS�D�QHZ�VXSSOLHU

1: Request login details to the supplier set-up system from the )LQDQFH�6HUYLFH�'HVN��

2: (QWHU�WKH�V\VWHP�DQG�SURSRVH�D�QHZ�VXSSOLHU��:DWFK�WKH�video�IRU�JXLGDQFH�

3: )LQDQFH�ZLOO�UHYLHZ�WKH�SURSRVDO�DQG�DSSURYH�LW�LI�DSSURSULDWH��<RX�ZLOO�JHW�D�V\VWHP�QRWL¿FDWLRQ�

4: 

http://www.sussex.ac.uk/finance/contact
http://www.sussex.ac.uk/finance/how/purchasing/new-supplier-setup

