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Logging onto the systems 
You would have received your username and password from the Systems department, if you 

haven’t, please contact your line manager who will make arrangements to get you set up on the 

system. 

In order to access Unit4, you will need to open Microsoft Edge and go to the following web address: 

http://u4bwweb/U4BW_Web  

Creating a Shortcut for Unit4 
1. To create a short cut for Unit4, go onto your computer desktop and right click on an empty 

space. 

2. Hover the curser over new and click on Shortcut from the list 

 

 

 

 

 

 

 

3. Enter the web address (above) in the location box and press next 

 

 

 

4. Call the short cut UNIT4 Web and press finish. 

 

 

The short cut will appear on your desk. 

Logging onto Unit4 
Once you have opened your Unit4 shortcut, the log in screen should appear 

1. Enter the username you received from systems (starts with an f) – 

make sure you enter your username in lowercase 

2. Enter CC into the client 

3. Enter your password and press login 

If the following box appears, please press ‘No’ – selecting ‘Yes’ will cause 

issues when you’re prompted to change your password every 122 days. 

 

http://u4bwweb/U4BW_Web
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Workspace Functions 
When you log in, the Unit4 workspace will always be the first screen that you see.  

 

The workspace contains the following elements: 

1. The application header containing items such as the Action menu and notification and task 

lists. 

2. The main menu which displays the menu buttons for the available modules such as Time and 

expenses and Personnel. 

3. The main view area which displays the available menu items for the selected module, or the 

open activities such as Expense entry or Timesheet entry and where you will perform your 

main tasks. 

4. Favourites and Recently used panes. 

5. Widget panel. Any widgets available will appear here. 
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Application Toolbar 
 

 

 

 

 

 

 

 

 

 

 

Adding and Removing from the Favourites List 

To add an activity to your Favourites list, simply open the activity and click on the  icon in the 

activity toolbar. The icon then changes to red, and the activity is listed in the Favourites pane on the 

main menu (4) and in the Favourites list. 

You can remove an activity from you Favourites by clicking on the   icon when the activity is open. 

 

Searching with Unit4 

A powerful search function allows you to search for activities, files or records throughout the entire 

application. 

 

To search, simply enter what you want to search for in the search bar and click the  to run the 

search. The returned search results are displayed in the search window and are ranked according to 

relevance. 

Tasks 

Your open tasks are indicated by the Tasks icon in the application header and the number of open 

tasks is shown in the badge  . 

 

When you click on a task it is opened in a new activity window where you can take the appropriate 

action (such as approving an invoice). 



  

5 
 

Activity Menu 
The activity menu appears on the top right-hand side of the activity window. 

 

 

What is shown on the activity menu depends on the type of activity. The following items can appear: 

 

Split View 

You can split the viewing area by simply clicking the Split view icon on the activity toolbar menu. The 

icon is subsequently activated to show that the view is currently split. The viewing area is then split 

into two equal parts, and you can open a separate activity in each half of the split view. 

 

You can resize the split view horizontally by hovering the mouse over the divider until the resize 

handle appears and then dragging the handle either left or right as required. 

To return to a single view, click on the activated split view icon and the view returns to a single view 

and any activities that were open are kept open and appear in the activity tabs. 
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Activities and activity tabs 
When you open a menu item it opens an activity which is shown in the main area of the window. 

You can open several activities at a time, and these are shown as tabs in the application header. 

Each tab shows the client (e.g. CC for Carmarthenshire CC) and the name of the activity as shown 

below. 

 

You can easily switch between activities by clicking the tab of the activity you want to work on. 

To close an activity, simply click the   icon. 

Changing your Password 

Your initial password would have been supplied by the Systems department. It is recommended that 

you change the password to a password of your choice when you first log in, or if System ever reset 

your password on your behalf.  

1. On the application toolbar, select the dropdown arrow against your username and open 

Your Profile 

 

 

 

2. The Your Profile activity tab will open. Press the Change Password button that is towards the 

bottom of this page 

 

 

 

 

 

 

3. In the pop up screen, enter your current password in the old password cell 

4. Enter your new password in the new password and verify new password cell 

Your new password must be 8 digits long contain 1 uppercase, 1 lowercase and 1 of the following 

special characters; @#*!$%?=~^+  

5. Once you press Change password, if successful, the 

following message will appear 

 

 



  

7 
 

Logging out of Unit4 
To log out of Unit4, go to the application toolbar and select the dropdown arrow against your 

username and press log out. 

 

 

 

 

 

Clearing the cache 
Some areas of the system store data to enable quicker retrieval of data in future.  This is known as 

the cache.  This can lead to issues at times when changes are made by system administrators as the 

web version of the system will continue to display the old data/fields.   

If a change has been made on Unit4 ERP (Agresso) by the Systems section and you cannot see this 

change yet, you may need to clear the cache to fix this. 

By clearing the cache, the system will then ‘talk’ to the updated database and retrieve the latest 

data available.  This can be done by using the following the steps. 

1. On the main menu’s toolbar, expand the drop down by your username and select About 

Unit4 ERP 

. 

 

 

2. Press the Clear the Cache button. 

 

 

 

 

 

 

 

 

 

 

Note that you might need to log out and back in for changes to take place. 
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Access Queries 
Please contact the systems department for any issues regarding accessing Unit4 

CRFinanceSystems@carmarthenshire.gov.uk  

mailto:CRFinanceSystems@carmarthenshire.gov.uk

