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An Introduction to the Raising of Contract Requisitions
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All Requisitions must be linked to a valid Works Order.  A Works Order may be accessed
through:
� The Works Order Panel
� From the Schemes Panel or Contract Schemes Log
� The Works Order Log List

You must be within the Allowed Timescale for the placing of Orders as defined on the Works
Order.  You can check these dates if you need to.

Requisitions are submitted using the Requisition Form.

Once submitted the details will be immediately available to the Purchasing Team.  They will
be able to access all Requisitions for Update, Pricing and Authorisation by the appropriate
member of the Contract Staff.

The Purchasing Form will be completed when an Order has been placed with the Purchase
Order Number from the Purchasing System added.

Raising Contract Requisitions Overview

Requisitions are Managed within the HighStone Application.  This introduction demonstrates the basic steps for Users,
the Purchasing and Buying Team, and Authorisers of Contract Purchases.
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Raising Requisitions - Finding the target Works Order

If you know the Works Order Number against which the Requisition is to be raised the quickest way to find it is to use
the Works Order Panel.

On the Main Menu open the
RMMS Works Orders, Surveys,
Defects branch by clicking on the
+ icon or double click on the
caption.
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Raising Requisitions - Finding the target Works Order

If you know the Works Order Number against which the Requisition is to be raised the quickest way to find it is to use
the Works Order Panel.

Open the Contract Works Orders
branch by clicking on the adjacent
+ icon or double click on the
caption.

Click on the Works Order Details
Panel to open a blank Works
Order Form.



HighStone Ref: AREQ 005Raising Contract Requisitions

Raising Requisitions - Finding the target Works Order

If you know the Works Order Number against which the Requisition is to be raised the quickest way to find it is to use
the Works Order Panel.

Enter the required Works Order
Number and click on Fetch to
recall the existing details.
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Raising Requisitions - Finding the target Works Order

If you know the Works Order Number against which the Requisition is to be raised the quickest way to find it is to use
the Works Order Panel.

The required Works Order details
are now shown.
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Raising Requisitions - Finding the target Works Order

If you do not know the Works Order Number but you have the Scheme Number then you can find the Works Order
Number through the Schemes Display.

Open the Contract Schemes /
Lump Sum Works branch by
clicking on the adjacent + icon.

Click on the Scheme Details
Panel to open a blank Schemes
Form.
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Raising Requisitions - Finding the target Works Order

If you do not know the Works Order Number but you have the Scheme Number then you can find the Works Order
Number through the Schemes Display.

Enter the required Scheme
Number and click on Fetch to
recall the existing details.
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Raising Requisitions - Finding the target Works Order

If you do not know the Works Order Number but you have the Scheme Number then you can find the Works Order
Number through the Schemes Display.

Click on the Raised Works
Orders tab.
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Raising Requisitions - Finding the target Works Order

If you do not know the Works Order Number but you have the Scheme Number then you can find the Works Order
Number through the Schemes Display.

This panel will list all Raised
Works Orders for the Scheme.
Click on the row for the required
Works Order.

Click on the View WO command
button to open up the target Works
Order Form as shown earlier.



HighStone Ref: AREQ 005Raising Contract Requisitions

Raising Requisitions - Finding the target Works Order

If you need to find a specific Scheme but you do not know the Scheme Number then you can use the Schemes List Log
Display to search the HighStone database.

Click on the Contract Schemes
List Log to open a panel listing all
Contract Schemes.
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Raising Requisitions - Finding the target Works Order

If you need to find a specific Scheme but you do not know the Scheme Number then you can use the Schemes List Log
Display to search the HighStone database.

Select the required Scheme by
clicking on the grid row.

Click on Details... command
button to open the Scheme details
panel as shown earlier.
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Raising Requisitions - Finding the target Works Order

If you need to search for the Works Order number directly then you can use the Works Order List Log Display to search
the HighStone database.

Click on the Works Order List
Log to open a panel listing all
Contract Works Orders.
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Raising Requisitions - Finding the target Works Order

If you need to search for the Works Order number directly then you can use the Works Order List Log Display to search
the HighStone database.

Select the required Works Order
by clicking on the grid row.

Click on Details... command
button to open the Works Order
details panel as shown earlier.
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Raising Requisitions - Checking compatibility of dates

The Works Order Details panel is used to manage the Works on site.

The Date Works Completed
should be blank to indicate this is
still a live Works Order.
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Raising Requisitions - Checking compatibility of dates

The Works Order Details panel is used to manage the Works on site.

To check the Purchase Ledger
date settings use the Actions
menu in the bottom left to select
the View / Set LPA and PL Date
Options.
Then click on the Go command
button.



HighStone Ref: AREQ 005Raising Contract Requisitions

Raising Requisitions - Checking compatibility of dates

The Works Order Details panel is used to manage the Works on site.

The allowed dates for Labour / Plant
Allocation, and Purchase Ledger
Orders will be shown.

Ensure the relevant items are
Checked.

Check the From Date is specified and
is before the required Order Date.

The To Date field should be blank to
indicate the Ledger is still open.
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Raising Requisitions - Checking compatibility of dates

The Works Order Details panel is used to manage the Works on site.

You can set required dates in these
fields.  Date fields offer a Calendar
Prompt popup by pressing the F4
key when the cursor is in the field.
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Raising Requisitions - Checking compatibility of dates

The Works Order Details panel is used to manage the Works on site.

Click the red cross to close the dates
panel without saving any changes.

Click the green tick to save any
changes and close the dates panel.
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Raising Requisitions - Accessing the Requisition Form and Raising a Requisition

The Works Order Details panel is used to manage the Works on site.  Requisitions linked to a Works Order are shown
alongside Works Order Costs.

1) Click on the Works Order Costs
tab.

2) Click on the WO Requisitions...
command button to show options.

3) Click on the Raise New
Requisition option and click
OK on the popup panel to start
a new Requisition.
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Raising Requisitions - Accessing the Requisition Form and Raising a Requisition

The Requisition Form is used to Raise, Edit, Review, Price and Authorise Requisitions.

HighStone has carried forward the
Works Order Number.

4) The Requisition Form is
now available for completion
and submission.
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Raising Requisitions - Accessing the Requisition Form and Raising a Requisition

The Requisition Form is used to Raise, Edit, Review, Price and Authorise Requisitions.

1) Enter the potential Supplier
Contact details if they are known.

2) From the drop down list specify
the Works Order Activity Class.
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Raising Requisitions - Accessing the Requisition Form and Raising a Requisition

The Requisition Form is used to Raise, Edit, Review, Price and Authorise Requisitions.

3) Specify the Point of Contact
(Office or Depot) that is handling
the Requisition.

4) Select the Requisition Class from the
pull down list.  This defines the Budget
Department and Maximum Purchase
Order Value limit.  HighStone uses this to
identify the person who will Authorise the
completed Requisition.
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Raising Requisitions - Accessing the Requisition Form and Raising a Requisition

The Requisition Form is used to Raise, Edit, Review, Price and Authorise Requisitions.

5)  Specify the required Delivery
Date (and Time if appropriate).
HighStone offers Calendar Prompt
by pressing the F4 key.

6)  Complete a brief Caption for the
Requisition.  HighStone uses this
Caption on record list displays.
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Raising Requisitions - Accessing the Requisition Form and Raising a Requisition

The Requisition Form is used to Raise, Edit, Review, Price and Authorise Requisitions.

7)  Complete the details of all Items
to be added to the Requisition.  All
Items added must be sourced from
the same supplier.

8)  The Unit Price will be completed
by the Buyer.  If an Estimated Price
is known then it may be specified in
this column.

9)  If you are ordering Plant
complete the Hire Start and Hire
End date fields on the grid.
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Raising Requisitions - Accessing the Requisition Form and Raising a Requisition

The Requisition Form is used to Raise, Edit, Review, Price and Authorise Requisitions.

10)  If you need to make the grid
rows larger to enter additional text
use the mouse to click and drag the
row divider.

11)  Drag the corners of the panel
to enlarge the overall form size.
This will make the Requisition
Items grid area larger.



HighStone Ref: AREQ 005Raising Contract Requisitions

Raising Requisitions - Accessing the Requisition Form and Raising a Requisition

The Requisition Form is used to Raise, Edit, Review, Price and Authorise Requisitions.

12)  Complete the Recipient for the
Goods and the Depot or Site
Address.
HighStone will prompt with main
Depot Addresses if you press the
F4 key within the text field. 13) If appropriate fill in COSHH

References, Requirements and
Details.
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Raising Requisitions - Accessing the Requisition Form and Raising a Requisition

The Requisition Form is used to Raise, Edit, Review, Price and Authorise Requisitions.

14) Once all details are entered
click on the Save command button
to save the entry.  HighStone will
allocate a Requisition Number to
the record as it is saved.



HighStone Ref: AREQ 005Raising Contract Requisitions

Raising Requisitions - Accessing the Requisition Form and Raising a Requisition

The Requisition Form is used to Raise, Edit, Review, Price and Authorise Requisitions.

15) Once successfully saved you
can Submit the Requisition by
checking this item.

HighStone has allocated a
Requisition Number to the
record.

16) When the Requisition has been
Submitted it will be instantly available to
the Purchasing Department who will
confirm Supplier Details and Final Price.
The record status will now show as
Submitted until it has been picked up
by a Buyer to set the final Price.
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Raising Requisitions - Attaching Documents to the Requisition

If you wish to attach a file with some additional information to the Requisition you can place these in the Requisition
Folder that HighStone creates.

1) Click on the Open Folder
button to the bottom left of the
panel.

3) HighStone will show a File Explorer
panel within which you can browse and
select one or more Files to Copy.
Select the files you need and HighStone
will copy the files to the folder.
The folder button icon will now show a
red tag to indicate the folder does hold
one or more files.

2) HighStone will open the Requisition Folder.
Use the Right Mouse Button to click on the
folder name - this will open a popup menu and
you can select Copy Files To Here.
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Raising Requisitions - Accessing an Existing Requisition Form for Pricing / Authorisation

To Process Submitted Requisitions Buyers and Signatory Authorisers should check HighStone regularly to check for
any recently processed Requisitions.

Click on the Materials Requisitions
List Log to open a panel listing all
Logged Requisitions.

Navigate the Main Menu to open the
Contract Works Orders heading.
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Raising Requisitions - Accessing an Existing Requisition Form for Pricing / Authorisation

To Process Submitted Requisitions Buyers and Signatory Authorisers should check HighStone regularly to check for
any recently processed Requisitions.

HighStone will List the Requisition
Records on the standard List
Panel.

If this is the first time you have used this
Form HighStone will list All Requisitions
with the most recent items at the top.
Use the Pull-Down in the top right corner
to filter the displayed records to help you
find what you need.
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Raising Requisitions - Accessing an Existing Requisition Form for Pricing / Authorisation

To Process Submitted Requisitions Buyers and Signatory Authorisers should check HighStone regularly to check for
any recently processed Requisitions.

The list of Filter Options allow you to
target the main display to Requisitions at
a given Status, and also extract those
Requisitions that are for your specific
attention (the By Me option). When you have selected the required

Filter click on the Go command
button to refresh the main list of
records.
HighStone will remember the last
selection made when you return to
the Requisition List panel.
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Raising Requisitions - Accessing an Existing Requisition Form for Pricing / Authorisation

To Process Submitted Requisitions Buyers and Signatory Authorisers should check HighStone regularly to check for
any recently processed Requisitions.

Click on Refresh to update the
record list with recent changes and
additions by other users.

The Status of each Requisition
is shown in this column.

Status will show as:
� Raised
� Submitted
� Picked up (Being Priced)
� Req Priced
� Authorised
� Order Placed
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Raising Requisitions - Accessing an Existing Requisition Form for Pricing / Authorisation

To Process Submitted Requisitions Buyers and Signatory Authorisers should check HighStone regularly to check for
any recently processed Requisitions.

Click on Details to open the
selected Requisition Form.

Click on the required
Requisition to highlight it.
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Raising Requisitions - Pricing a Requisition

Once a Requisition has been submitted the next stage is for the Buyer to Pick Up the record and starting compiling the
Pricing Details.   Once this is complete the Requisition can be passed on for Authorisation.

1) Purchasing - Confirm and
complete the chosen supplier
details.

2)  Purchasing - Research and enter the
Unit Prices for the Order Items.  Add
additional items such as Delivery etc.

3) Purchasing - Check the Req Picked Up
as soon as you start working on the
Requisition.  HighStone then sets the
Requisition record for your attention.

4) Purchasing - Save the entered details
regularly using the Save command button.
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Raising Requisitions - Pricing a Requisition

Once a Requisition has been submitted the next stage is for the Purchasing Team to Pick Up the record and start
compiling the Pricing Details.   Once this is complete the Requisition can be passed on for Authorisation.

6) Purchasing - When all Pricing
Details are Complete check the
Req Priced item to pass the
Requisition on for Authorisation.

7) Purchasing - HighStone will validate
the details before allowing it to be
passed on and will report any
shortcomings.  This could include:
� No Item Prices specified
� Total Value exceeds Class Limit
� Other missing details

Correct any details before continuing.

5) Purchasing - Check the Requisition
Class is Appropriate to the listed items
and total Requisition Value.
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Raising Requisitions - Pricing a Requisition

Once a Requisition has been submitted the next stage is for the Purchasing Team to Pick Up the record and start
compiling the Pricing Details.   Once this is complete the Requisition can be passed on for Authorisation.

8) Purchasing - If you wish to make
any Notes on the Requisition for future
reference then click on the
Requisition Notes tab and add the
comments using the text box field and
the Add Note command button.
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Raising Requisitions - Authorising a Requisition

Having been Priced the Requisition is made available for the relevant Authorisers to Approve the Purchase.   After this
stage the Requisition is passed back to the Buyer to place the order.

1) Authoriser - Click the
Authorised item to acknowledge
that you agree for the goods and
services to be ordered. 2) Authoriser - Once authorised the

Requisition record status will be
changed and it will be accessible by the
purchasing department ready for the
order to be placed.
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Raising Requisitions - Showing that the Order has been Placed

With the Requisition now Authorised it is passed back to the Buyer to place the order.

1) Buyer - Check the items off
the list as they are Ordered from
the Supplier.

2) Buyer - HighStone will prompt to
check all items on the list when the
Order Placed status is set and any
items have not been checked off.
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Raising Requisitions - Showing that the Order has been Placed

With the Requisition now Authorised it is passed back to the Buyer to place the order.

3) Buyer - Click the Order
Placed item when the Order has
been placed.

5) Buyer - The Requisition
will now show a status of
Ordered.

4) Buyer - Insert the Order Number
generated by the Contract
Accounts system (this must be
entirely numeric).
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All Requisitions must be linked to a Works Order.  Works Orders are accessed from the
main Works Order panel, the Contract Scheme record for which the Works Order is raised or
the Works Order List Log.

You can only submit Requisitions within the allowed timescale as defined on the Works
Order record.  This will be checked for consistency by HighStone.

Requisitions are Submitted to the Purchasing Team using the same Requisition Form in
HighStone.

The Requisition Form is also used by the Purchasing Team to price the items and confirm
the Supplier details.

The Requisition Authorisation is automatically offered to those Users with the relevant
approval authority.  These Users need to check HighStone regularly to approve further
Requisitions as they are Priced.

Finally the Buyer records the date and Purchase Order Number for the final ordering of the
required goods and services.

Further explanation is provided within the main HighStone Help system which can be
accessed using the Help button on the Requisition Form.

Raising Requisitions - Review

This completes the introduction to the HighStone Requisition facility.  The following topics have been covered.


