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OVERVIEW

This guide covers how to request goods or services in Unimarket, specifically non-catalogue
items. You will then learn how to complete your request.
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BACKGROUND

Requesting goods or services in Unimarket is a simple process:

e First, obtain pre-approval if required.
e Iftherequestis for Controlled Drugs, follow the linked process.

e Ifthe requestis for Psychoactive Drugs, follow the linked process.

e Otherwise, you can go ahead and begin adding items to your cart in Unimarket.

Depending on how the supplier is set up, you may need to add catalogue items, non-catalogue
items, or round trip items. No matter which method you use, the way you complete your request
is the same once you have added items to your cart.

Definitions

¢ Non-Catalogue Items - If the item you wish to purchase is not located within the Unimarket
system, this is known as a Non-Catalogue Item.
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ADD NON-CATALOGUE ITEMS

If you'd like to purchase something but the supplier doesn't have a catalogue or round trip
option, or the item is not in their catalogue, you can create a non-catalogue request on
Unimarket. This process can also be used for when you want to buy an item but you're not sure
which supplier you want to buy it from.

1. Begin by opening the Unimarket homepage.
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2. Click on the dropdown next to ‘Supplier’ and select the supplier you would like to use, if
known. If the supplier is unknown, use ‘Misc Supplier'.

Depending on the supplier you choose, you will notice that additional fields pop up on
the screen.
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"THE STRICTLY COFFEE COMPANY 2020 LTD

3. Add an item name - make sure this name is clear so that your Supply Chain hub
understand which product or service you are asking for.

ftem Name

Maintenance of coffes machine

4. Type in the quantity of items you require.

5. If you have already discussed with the supplier what you want and know how much it will

cost, enter the unit price.

6. The Unit of Measure can be left as ‘Each’, unless this is unsuitable. If you need to choose
a different option, select one from the dropdown menu.
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7. Fillin the optional details if required. Please provide as much detail here as possible.
Please note that this information is passed through to the supplier.

Opticnal Details

8. Once you've finished entering the product details, click ‘Add To Cart'.

Add to Cart
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COMPLETE YOUR REQUEST

1. You can view your cart by clicking the shopping cart icon on the top right of the menu
bar.

Note: If you have items from multiple suppliers in your cart, you will have to check out your items for
each supplier separately.

2. Review the items and quantity of each - you can click to edit the quantity or click the
rubbish bin icon to remove any items.

Shopping Cart

THE STRICTLY COFFEE COMPANY 2020 LTD

PRODUC JANT
Supplier Totat $100.00

3. Once you're satisfied, click the ‘Checkout’ button.
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4, Check that the ‘Ship To' address is correct. Click on the dropdown menu to select a new
option if required. You can also drop down the Organisation and Order Type menus to

check the details of these.

Checkout

5. A Delivery Date box appears next to each item - this can be left blank unless you require

a specific delivery date.

THE STRICTLY COFFEE COMPANY 2020 LTD

PRODUCT

6. Change the Account, if you need to, by clicking on the dropdown menu and selecting a

new one.

General Ledgerv — 10 — t Centre — Activity ( — Di ! L r = 4 .

7. Fillin the Account Codes for the relevant department. If you don't have this information,
click in the box and then click the magnifying glass icon to search for the code required. If
you are unsure of which code to use, please check within your department or Supply

Chain Hub.
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8. Once you've filled out the codes, you can copy these same values to the other items by
clicking the arrow and line icon next to the codes.

THE STRICTLY COFFEE COMPANY 2020 LTD
PRODUCT

Maintenance of coffee machine

& Delivery date @©@ 12200 PM  v|I=

Account Enuty  CostCentre  Activity Centrs  Dissection Subdissection
General Ledger~ — 1@ — ZA — D25 — 321 Q ee 1=

9. If you know the shipping cost, you can enter it in the ‘Shipping’ box, otherwise leave it

blank.
Subtotal $100.00 515.00
Shipping * @ s ‘ 0 50.00
Tax $15.00
Total 511500

10. Next, add any comments you wish in the ‘Special Instructions’ section. The text you enter
in this field will be sent to the supplier, so it's a handy place to enter any information you
want the supplier to know.

Special Instructions

11. Under the Order attachments section, upload any files you'd like to send to the supplier.
Click ‘browse’ and upload the document from your computer.

Order attachments

& Drop files to attach. or browse

Size limit 50MB.
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12. If there is information you would like to provide to the approver, to justify or explain the
purchase, you can enter it into the Justification text box. Anything you enter in the
Justification section will be seen by the approver, but not the supplier.

Upload a Justification Attachment if required.

Justification

Size limit 50MB

13. Click the ‘Reassign’ button to reassign to a buyer. A pop up will appear on the screen.

Reassign

14. Click the ‘Assign To' drop down to search for and select your Supply Chain Hub.

— Order attachments
3
~—  Reassign x

— *Assign To

Supply chain property huhl

Supply Chain Property Hub

(purchasing property@otago.ac.nz}

es
| Cancel |

15. You must add a note before continuing. Click ‘OK’ when you're done.

Order attachments

— Reassign
Assign To
Supply Chain Property Hub v

My Orgunits Only

‘ Thanks!

es
Cancel

Updated: January 2023 Online resources: https://blogs.otago.ac.nz/trainingunimark/



https://blogs.otago.ac.nz/trainingunimark/

UNIV ErKSl'l'Y
% OTAGO
r[2 - 3“ Te Whare Winanga o Otige

N REQUEST GOODS OR SERVICES Page 9 of 10

Non-Catalogue Items

16. After the requisition has been reassigned to a Supply Chain hub, you can click into the
comments tab to add additional information about the order and to view any other
comments that have been added.

Requisition RQ01792  incomplete T

ty of Otago [P2P Up. THE STRICTLY COFFEE COMPANY.

ttems Justification Comments (1 History

THE STRICTLY COFFEE COMPANY 2020,

17. Supply Chain will now process the requisition. You can view your requisition by clicking
on ‘Transactions' and then ‘View Requisitions'.

Bg Marketplace v

E-‘ View Requisitions

Marketplace Receiving
‘E- View Requests for Quote
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Purchasing View Invoices

Lists
Orders

Transactions
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18. Click into the requisition to view more information about the request. The state of
'incomplete’ or 'unprocessed' means the request is with your Supply Chain hub. The
state of ‘Pending’ means it is waiting for approval.

Requisitions
Period
3 Q Last 90 Days xv ¥ Filters
REQUISITION BUYER SUPPLIER TYPE STATE APPROVERS CREATED TOTAL
RQ01792 Supply Chain Property Hub THE STRICTLY COFFEE COMPANY 2020 LTD Standard Incomplete 13/12/2022 2:33 PM $115.00
RQO1785 Supply Chain Property Hub THE STRICTLY COFFEE COMPANY 2020 LTD Standard Incomplete 13/12/2022 9:07 AM $1150

19. Once the requisition has gone through the approvals process, it will show up in the
‘Orders’ screen.

0U00882 n Standard elinda Bass RQO1792 THE STRICTLY COFFEE COMPANY 2020 LTD 13/12/2022 2:42 PM
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