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OVERVIEW 

This guide shows you how to create a blanket order in Unimarket.   
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BACKGROUND 

Creating a blanket order is useful when you know you are going to make multiple transactions of 

a similar type with one supplier. It provides the supplier with one Purchase Order number they 

can use for the entire year for those specific goods or services. For you, it means the funds are 

already approved, so it’s just one approval process. 
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CREATE A BLANKET ORDER 

1. Begin by opening the Unimarket homepage.  

 

 

2. Click the ‘Create’ button on the top right of the homepage, and select ‘Blanket Order’. 

 

3. Enter a description in the ‘Description’ field. 

 

4. You can add more information into the ‘Details’ box, if required. Be as descriptive as 

possible, so others know exactly what this blanket order is for. 
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5. To select a supplier, click on the dropdown arrow next to ‘Supplier’. Scroll down to find 

the right company, or use the search bar. 

 

6. Enter an amount for the Blanket Order – this is the total amount you expect to spend 

with this supplier for the period of the blanket order. 

 

7. Add the ‘Valid From’ and ‘Valid To’ dates for the blanket order. 

The ‘Valid From’ field prepopulates to today’s date. Click on the date and a calendar will 

pop up. Use the calendar to find the correct date. 

Follow the same process to adjust the ‘Valid To’ date.  

 

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

new one. 

Fill in the account codes for the relevant account. 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, Finance Advisory 

or Supply Chain hub.  
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9. Check ‘Ship To’ address is correct. Click on the dropdown menu to select a new option if 

required.  

 

10. If you’d like anyone else to be able to view and use this blanket order, you need to add 

their names in the ‘Available To’ box. Click in the box and then begin typing the person’s 

name. Once the correct name appears, click on it. 

 

11. Upload any relevant attachments, such as a quote in the ‘Attachments’ box. 

 

12. Tick the ‘Send To Supplier’ box if you’d like the supplier to be notified via email when this 

blanket order is approved. 

If you don’t want the supplier to see the full amount approved for the blanket order, 

leave the ‘Hide Amount From Supplier’ box ticked. 

 

13. You can set an alert to receive a notification when your blanket order funds drop below a 

certain amount. To do this, type the amount at which you’d like to get the notification 

next to ‘Alert Amount’. 

 

14. You can also set up an alert to let you know when the blanket is about to expire. Click 

next to ‘Alert Date’ and select a date from the calendar for when you’d like to receive this 

notification. You can adjust the time as well.  
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15. Enter a comment in the Justification box, if you wish. This will be sent to the approver, 

not the supplier.  

 

16. Select a ‘Justification Type’ if necessary and upload any relevant ‘Justification 

Attachments’. 

 

17. Once you’ve reviewed your request and would like to submit it, click ‘Create’ at the 

bottom of the page.   

18. After the blanket order has been created, you can click into the comments tab to add 

additional information about the order and to view any other comments that have been 

added.  
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