HighStone

Raising Contract Requisitions

Ref: AREQ 005

. .y _ : o

-

‘HighStone from Claremont Contre

L
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HighStone Raising Contract Requisitions

i 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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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
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i 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.

High5tone Application - Claremont Controls Lid

k| HighStone - Claremont Controlz Lid

- My Details

------ M My HighStone Documents

- Kl Contract Scheme Documents

- Ml Incident Log

-l Contract Mail Log

-l Office Pogt Log

-l Contract Schemes / Lump Sum Works
-l Labour / Plant Allocation

- RBMMS Works Drderfsurveys, Defects -
== W Contract ‘works 2
[+ ®l Metwork Surveps / Maintenance

[+ Ml Metwork Defectz Becorded

------ kl FRkMS KPI Reporting

[+ Ml RS Hebwork |nventon [tems

------ Pl Metwork Section Details

[+ Ml Metwork Chart Sketches

[+ el HAPMS Spstem Documents |
[+ Ml Setting Target Costs and Bewview

[+ ® Contract Invoices

------ k| HighStone Reportz Librany

[+ ® HighStone Query Reguests b

|

g

2 T

R RS

On the Main Menu open the
RMMS Works Orders, Surveys,
Defects branch by clicking on the
+ icon or double click on the

| caption.

Login: Janet ‘Wiliamson - Contract Admin

Cloze HighStone Application

Stone Hosted on Moth at Clarer

g
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HighStone Raising Contract Requisitions Ref: AREQ 005

i 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.

High5tone Application - Claremont Controls Lid |Z||E

[—[-- ™l HighStane - Claremont Contrals Lid ~ 5

- M1 My Detals P HighStone Hosted on Moth at Claremont Gontl'ols.-t

oo el My HighStone Docurnents ; i PR T,

i T e
o el Contract Scheme Documents ;

- Ml Incident Log " St -
- Il Contract Mail Log o . il

- W Dffice Post Log Open the Contract Works Orders
- M Cortract Schemes / Lump Sum "orks J branch by C|icking on the adjacent

M Labour /Flant Allocation + icon or double click on the
- RBMMS Works Orders, Surveys Do o ki,

: { caption.
[~ | Contract \Wors Orders

------ Ml wforks Order List Log

------ LW orks Order Details Panc! - — —

Pl Estemal (SiteMaN) Works Drder List Lo~y — | Click on the Works Order Details
------ ®l Materialz Requisitions List Log Panel to open a blank Works

o WwWharks Order M aterial Bequisition Panel Order Form.

[+ el Metwork Surveps / Maintenance
[+ ® Metwork Defects Recorded

------ kRS KPPl Reporting

[+ = RhMS Metwork Inventary [bems

------ kel Metwork Section Detailz

< ' |

Login: Janet ‘Wiliamson - Contract Admin

Cloze HighStone Application

Raising Requisitions - Finding the target Works Order 'ﬁ
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the Works Order Panel.

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

Works Orders

Target Recod |

< Prew |

Fetch |

“ e | M et > |

Works Orders

Works Order Humber  w/0- Date Raised |
Works Order Type | j
Works Order D etals |

Dietails / Lacation l.-'l‘-.sset Defects] Ywhorks F'al:kages] Ywihorks Order I:l:usts] Mate

Current Status

Enter the required Works Order
Number and click on Fetch to
recall the existing details.

| identifier [

2| 3|

‘Works Order D ates

T arget Completion D ate |

Dates ...

D ate wWarks Completed |

[ Damage To Mebwark
[ Third Party Claim
[ Third Party Claim Exceeds £5000

Works Order Detais | |
Handling Depat | =l Walid Activities  Dafine |
Works Clazs | ﬂ
YWwhorks Packages Define WP M

Location
Road Nurnber | | | | Set Locn Details. .. |
Cweay Direction | | Grid Fef |:| Section / Chainage | | | | | e Map ... |

Locnh Id I:I

[ ‘whaorks Order Cancelled

“wiews Sketch

Actions: |Seleu:t required Action...

=]

Save Cloze
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Ref: AREQ 005

i 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.

Works Orders

Works Orders
Works Order Humber w/0- (19324 [rate Raized |EIE Dec 2008 10:00 |
WorksOrder Type  |Scheme Works [LP4 / PL)

—————L__ | The required Works Order details

Details / Location l.-’-‘-.sset Defects | Works Packages | ‘works Order Costs | Mates |

Works Order Detais
Handling Depat [westhoughton | Valid Activities
Yorks Class | ﬂ
“Wiorks Packages Define WP
Locaton

Workz Order Detals |Structures Small ‘works - Holphedge Road Concrete Repairs - m\l are now shown.

2| =

Incidents 1RN/ [ | PaentScheme [ 220102-SwK |

TH Drefine |

Route Details...

Road Number  |M5G | [M5EJ3- 41057

| Set Locn Detail=. .. |

Cway Direction |Elnckwise | [rid Ref

Works Order D ates

Target Completion D ate |

Dates ...

D ate warks Completed |

| Damage Tao Metwaork
[ Third Party Claim
[ Third Party Claim Exceeds 5000

5J 819 882 Section / Chainage

[ “Waorks Order Cancelled

$200M56216 | [ | [ UN |

Lochnld  |29747

‘Wiew bdap ... |

“Wiew Sketch

Actions: |Selec:t required Action. .

=]

Cloze
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Ref: AREQ 005

i 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.

High5tone Application - Claremont Controls Lid

[—[-- ™l HighStane - Claremont Contrals Lid ~ RN
L SUDICETE B O HighStone Hosted on Moth at Claremont Controls Ltd
------ Bl My HighStone Docurnents D r e xz'r'?_»_:-a:%_ T
- # Contract Scheme Documents - _ i
+ M Incident Log | Open the Contract Schemes /
-,

Lump Sum Works branch by
i clicking on the adjacent + icon.

kl Contract Mail Log
F}- M Office Past Log
EI Kl Contract Scheme T SO Ok

------ M Contract Schemes List Log

+- Wl Labour / Plant &llocation Click on the Scheme Details

S » RMMS Warks Orders, Surveys, Defects Panel to open a blank Schemes
El M Contract Warks Orders FOI'm.

------ kl works Order List Log

------ kel Works Order Details Panel

------ Bl Extemnal [SitebdAM] wiorks Order List Log
------ Ml Materialz Reguisitions List Log

- Ml wiorks Order Material Bequisition Panel
[+ el Metwork Surveys / Maintenance

[+ el Metwork Defects Recorded

------ kRS KPPl Reporting

< ' |

Login: Janet ‘Wiliamson - Contract Admin

Cloze HighStone Application

o B - chemnes Dstails Pars! gy i B B
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%

Number through the Schemes Display.

If you do not know the Works Order Number but you have the Scheme Number then you can find the Works Order

Contract Schemes

Raised Schemes { Projects TargetRecord | Fetch |
Current Record | | | | wl & < Prev I “Mew | Mext > I
Scheme Details lWDrks Stages] R aized Wiorks Elrders] Cost Hepnrts] Program Cost Prafil - -
Projoct Detals Enter the requ!red Scheme 3
o Number and click on Fetch to -
D escription Works | g . Hentifier I:I
recall the existing details.
Scheme Clazz | j Regiod . =1 .
Client Budget Code | Walid Cost Activities Define |
KeySchemeDates  Commence Date | | ﬂ Location Detads Foad Murnber I:I Set Locn Details.. |
Complete Drate | | ﬂ arid Reference |:| Section | | Siew hdap . |
Cloze Out Date | | ﬂ | | “iews Sketch |
Loch Id Route Details. .. |
Project M anager | j He Contact j
Scheme Stages
Scheme Stage Stage Budget | Costz To Date | Planned St Flanned Fr Actual 5t Actual Fr
Actions: |Seleu:t required Achion. . j Go Cloze JA

Raising Requisitions - Finding the target Works Order




HighStone Raising Contract Requisitions Ref: AREQ 005

i 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.

Raised Schemes { Projects TargetRecord | Fetch |
CurrentRecord (210034 | [Small'works - A55 EB 4483 to A41 Road Markings | ¢| E;l <Prev | *New | Next> |

Scheme Details lWDrks Stages] Raized Wiorks Orderd Cost Hepnrts] Program Cost P'ru:ufile] Motes ]

Project Detals Curment Statuz |Haised j
D escription Works |Small wharks - ABR EB A ClICk on the Raised WOl'kS |dentifier
Scheme Class 210000 - Roads Renewal e o e tab. | ~| DateRaized |  18Dec2007 |
Client Budget Code |FHBE4EE Walid Cost Actrvifies FRT2A DT Define |
KeySchemeDates  Commence Date | 25 .Jun 2003 | ﬂ Location Detads Foad Murnber Set Locn Details.. |
CompleteDate [ 28Jun2008 | <|  Grid Refersnce Section | ODBODAB51-32 |  viewmsp. |
Close DutDate [ 175ep2008 | <|  [AS5WB EB A483to A41 Road Markings | view skeron |
Loch Id WI Foute Details. .. |
Project M anager |Dickinsnn, Jazon j He Contact Rashdi, Freda j
Scheme Stages
Scheme Stage Stage Budget | Costz To Date | Planned St Flanned Fr Actual 5t Actual Fr
b | Scheme Study 0.00 0.0
Scheme Dezsign 0.0o 16.121.88
Scheme Conztruction 53,950 43 54 38024

Actions: |Seleu:t required Achion. . j Go Close

\—
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HighStone Raising Contract Requisitions Ref: AREQ 005

.‘ 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.

Raised Schemes / Projects Target Record | -

CurrentRecord (210034 | [Small'works - A55 EB 4483 to A41 Road Markings | El El _<Prev [ *New | Mew> |

Scheme Detailsl wiorks Stages  Paised Works Orders | Cost Hepnrtsl Program Cost P'ru:ufilel Motes I

R aized Work s Orders for 5 cheme Record Page E 1
Whorks Order |WK Stage| Dezcnp 'Wworks | Status | Drate | Completed Raized By |
Pil1F22  LGWK Small Works - A5 'WE &EB A483to A41 Raised 16 Jun 2003 David Hands

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.

View Wi Raise'WO.. |

Select required Action. . - Save Close

\—

Raising Requisitions - Finding the target Works Order
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i 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.

High5tone Application - Claremont Controls Lid |'- ||E E|
[—[-- ™l HighStane - Claremont Contrals Lid ~ R
i3l SLDLCE] B O - HighStone Hosted on Moth at Claremont Controls L
- ml My HighStone Documents i S ’*'r'?_».'.-a;%.

------ Kl Contract Scheme Documents
kel Incident Log

kl Contract Mail Log

=

H- # Dffice Post Log

=N kl Contract Schemes ¢ Lump Sum % orks
------ | W Contract Schemes List Loa - =

' : Click on the Contract Schemes
4 Wl Labour / Plant Allocation : List Log to open a panel listing all

= ®l RMMS Warks Orders, Surveys, Defects Contract Schemes.
= ® Contract Works Orders : R e

------ kl works Order List Log

------ kel Works Order Details Panel

------ Bl Extemnal [SitebdAM] wiorks Order List Log
------ Ml Materialz Reguisitions List Log

- Ml wiorks Order Material Bequisition Panel
[+ el Metwork Surveys / Maintenance

[+ el Metwork Defects Recorded

------ kRS KPPl Reporting

< ' |

. # Schemes Details Panel

Login: Janet ‘Wiliamson - Contract Admin

Cloze HighStone Application

x R

Raising Requisitions - Finding the target Works Order
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%

Display to search the HighStone database.

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

HighStone - Contract Schemes

Contract Schemes and Lump Sum Yorks

|List &l Schemes [Paged)

=] 6o |

9

Recard Fage EIT

Scheme Mo | ProjTitle ProjCommencel| ProjCompletel all ProjClose0utDate MPLPojectT itle b

210012 Small ‘Warks - Fencing - MEZ J10WE 19 Feb 2003 19 Mar 2008 100ct 2008 Roads: Renewal Schemes Under £500%k

210013 Small*Warks - Fencing - MEB2 J3 %8B Access 13 Feb 2003 10 kar 2003 FRoads Renewal Schemes Under £5001k

210014 Small‘warks - Fencing - ME2 EB MPEfdLat OB hlaw, SO0 1 bd e DOOQ 20 A= 2000 Baads Henewal Schemes Under 500k

210015 Small warks - Fencing - ME2 EB MP | Select the required Scheme by |Roads Renewal Schemes Under £500k

210016 SmallwWarks - Fencing - ME3 NB 32.8{ clicking on the grid row. Roads Renewal Schemes Under £500k

210017 Small*Warks - Fencing - ME0A 12 link: z FRoads Renewal Schemes Under £5001k

210018 Small‘warks - WRS - MEDA J5 Exit Slip E 15Aug 2008 Road: Renewal Schemes Under 500k

210019 ESmaII Woorks - VYRS MEZ MP18/7 : 05 Jan 2003 05Jan 2008  |Roads Renewal Schemes Under £500k

210020 Srall Works - VRS - ME2 MP3I2/6 05 Moy 2007 05 Jan 2003 05Jan 20028  Roads Renewal Schemes Under £5001k

2100217 Small*woarks - Footpaths - 45544483 Footpatr 05 Moy 2007 FRoads Renewal Schemes Under £5001k

210022 Small Warks - Cheadle Parapet Sub Standard 05 May 2007 05 Moy 2007 Roadz Renewal Schemes Under 5001

210023 Small Works - M58 Eastbound MP 2344 - 24 4 15 4pr 2008 20 Apr 2003 03 0ct 2008 Roads: Renewal Schemes Under £500%k

210024 Srmall works - ME1 Marthbound MP20/1 - 205 07 Dec 2007 18 Dec 2007 Click on Details... command

210025 Smallworks - ME1- Northbound MP BA7 - 747 12 Dec 2007 26 Jun 2008 27 dug 2002 button to open the Scheme details

210026 Small works - MET - Southbound MP 2942 - 28 08 Dec 2007 18 Dec 2007 26 Sep 2002 panel as shown earlier.

210027 Small wWorks - M56 - Westbound MPB5/0 - 55, 21 Jan 2003 01 Feb 20082 03 Oct 2008

210028 Small‘warks - ME2 Junction 8 - 10 Road Ma 13 Dec 2007 10.Jan 2008 27 Aug 2003 fider 500k =

Actions |Select required Action. . ﬂ ﬁ Fird | Dictailz. . | Mew | Fefresh Cloze Jﬂ

Raising Requisitions - Finding the target Works Order
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i 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.

High5tone Application - Claremont Controls Lid

[—[-- ™l HighStane - Claremont Contrals Lid ~ =
- M My Detaiks O HighStone Hosted on Moth at Claremont Controls L
“o il My HighStone Documents o iy -"ki-:_;::;:-:-é:*.jr T

------ Kl Contract Scheme Documents
kel Incident Log

kl Contract Mail Log

=

H- # Dffice Post Log

=N kl Contract Schemes ¢ Lump Sum % orks
------ M Contract Schemes List Log

. #l Schemes Details Panel

[+ kel Labour / Plant Allocation

[=- ml BRMS Works Orders, Surveys, Defects
EI kel Contract “Works Orders

------ | orks Order List Loo _ - : S

------ M Waorks Order Details Panel Click on the Works Order List
------ Bl Esternal [SitebdAN] Works Order List Loc Log to open a panel listing all

------ Mt aterials Requisitions List Log Contract WOI'kS Orders_
M works Order Material Requisition Panel i o :

[+ el Metwork Survens / Maintenance
[+ ™ Metwork Defects Recorded
------ kRS KPPl Reporting

< ' |

Login: Janet ‘Wiliamson - Contract Admin

Cloze HighStone Application

Raising Requisitions - Finding the target Works Order
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%

the HighStone database.

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

HighStone - Works Orders

Works Order Records

|List Allwfarks Orders [ALLOW FILTERS. Paged]

|| 6o |

2]

Filter: [Mo Filker &pplied]
Recard Fage EIT
WiorksOrder WODescription WRaisedD ate Raised By WOACtUAIFinishD ate) Route Directio) C5TagCaption | Location G
20791 Purchasze of magnetic/stickers far wehi 17 Dae SOOG 1208 Ellal soae Metwork  UnSpec Unknown All W ebwark,
20730 RTC CEE Select the required Works Order ME SB Cway J17-16 prior to
20789 RTC HoH by C||Ck|ng on the gnd row. 131212 ME Sk Craay J17-1E priar to
20788 Fence Damage gl =i raranin iy kB ME Cway M0M+20 J2E
20787 Fence Damage EDP/ Hebecca Conway 17 Dec 2008 17:34  MB Cinay 058+20 J2E
AL ME Masseybrook Farm Diainage Clearamree TR i Rl e e e _m 30041 Massey
20785 On 100 wrd MP and bridge 17 Dec 2003 10:46 Rebecca Conway Aclock  Slip Junc 24 Exit
20784 On 100 wrd MP and bridge 17 Dec 2003 10:46 Rebecca Conway kG0 Aclock  Slip Junc 24 Exit
20783 Tiring fault an traffic lights 17 Dec 2003 10:29 Rebecca Conway kEE Wh Slip J17 et zlip
20782 Timing fault on traffic lights 17 Dec 2003 10:29 Rebecca Conway 16 Dec 20083 18:23 MEE WE Slip J17 et slip
20781 Barrier Dar aof 43 mtz & Bridae strike. # 28 17 Dec 2003 10:28 Linzi Blakemare kG2 Wh Cinay MP 4245
20780 Barrier Dam of 43 mts & Bridoe strike,. # 248 17 Dec 2008 10:28 Linzi Blakemare 17 Dec 2008 10:29  ME2 WE Cway kP 4245
20779 Cone Strike 17 Dec 2008 10:15  Graharn Burrows 17 Dec ] 1
20778 Cone Strike 17 Dec 2008 10:14  Graham Burrows 17 Dec Click on Details... command
20777 B/D tarker canying suiphuric scid #4# 17 Dec 20081003 LinciBlkemore 17 Dec | PUTTON to open the Works Order |,
20776 B/D tanker carying suphuic acid #4# 17 Dec 200810:03 LindiBlskemare 17 Dec| d€1AIIS panel as shown earlier. he
20775 2 pothales on Bridge extension koH 17 Dec 2003 0259 Linzi Blakemare hME 0 MP 34172 +80
< *
Actions: |Select required Action... | oo | Fird | Detd. | Mew. | Refiesh | Fiter. |

Claze Jﬂ

Raising Requisitions - Finding the target Works Order
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The Works Order Details panel is used to manage the Works on site.

%

Works Orders

Works Orders
Works OrderMumber 'w/0- {19924 Date Raised |05 Dec 2003 10:00 |
Works Order Type |5'3hEI'I'IE Works [LP& / PL) j Current Status |F|aiSEE|

Workz Order Detals |Structures Small‘works - Holiwhedge Road Concrete Repairs - T

Details / Location l.-’-‘-.sset Defects | Works Packages | ‘works Order Costs | Mates |

| Identifier

2| =

220102 - SwWK |

Crefine |

Works Order Detais Incidentz  |RM/ |:| Parent Scherme |
Handling Depat [westhoughton | Valid Activities | TM

Yorks Class | ﬂ

“Wiorks Packages Define WP

Locaton

Route Details...

Road Number  |M5G | [M5EJ3- 41057

| Set Locn Detail=. .. |

| | um | Wi bdap .

Cway Direction |Elnckwise | [rid Ref Se ihage | 47200456-216 | |
Works Drder Dates The Date Works Completed
. should be blank to indicate this is
Target Completion D ate | ] ) i
/ﬁl still a live Works Order.
D ate warks Completed | —_— [ “waorks Order Can

“Wiew Sketch

| Damage Tao Metwaork
[ Third Party Claim
[ Third Party Claim Exceeds 5000

Actions: |Selec:t required Action. .

=]

Cloze

Raising Requisitions - Checking compatibility of dates




HighStone Raising Contract Requisitions Ref: AREQ 005

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

‘Works Order D ates
Target Completion D ate | Dates ...
Drate Works Completed | [ “waorks Order Cancelled
- b To check the Purchase Ledger
amage To Metwark, . .
~ Third Pary Claim date gettlngs use the Actions
[ Thid Party Claim Excesds £5000 menu in the bottom left to select
the View / Set LPA and PL Date
T T B iew A Set LPA and PL Date Optio Options_

Select required Action...

Print “warks Order to PDF
Cancel/Renstate Works Order Record
Yiew / Set LPA and PL Date Optionz
Cloze out Azzociated Defects
Review Worlk: Order Falder...
Irnport Filefz] to ‘wWorks Order Folder...

Then click on the Go command
button.

Raising Requisitions - Checking compatibility of dates "
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Ref: AREQ 005

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

%

Works Orders

Works Orders

Works Order Mumber  'w/0- (19924

Date Raised |05 Dec 2003 10:00 |

WorksOrder Type  |Scheme Works [LP4 / PL)

Current Statuz

El

|F|aiseu:|

| Identiier

Workz Order Detals |Structures Small‘works - Holiwhedge Road Concrete Repairs - T

Details / Location l.-’-‘-.sset Defects | Works Packages | ‘works Order Costs | Mates |

2| =

Works Drder Detais Incidents 1RN/ [ | PaentScheme [ 220102-SwK |
Handling Depat |Not Specified = Valid ctivites [T  Dafine |
“Works Clasz | v|

warks Packages| | The allowed dates for Labour / Plant JEET=Ta
L ocation Allocation, and Purchase Ledger

Road Mumnber  [MEE Orders will be shown. | Set Locn Details... |
Cway Direction | Clockwise Section / Chainage s200M56216 | [ [ [UN]  viewmssp . |

Works Order D ates

Target Completion D ate

Locnld | 29747 Sieww Sketch

x|

| Allocations Allowed in Labour / Plant Alocabons

Ensure the relevant items are
Checked.

| W GtatWorks | 05 Dec 2008 10:00 Firish Wworks |
[\\ Purchaszesz Allowed in Purchaze Ledoger
— W 05 Dec 2008 ToDate | N— V]

| Damage Tao Metwaork
[ Third Party Claim
[ Third Party Claim Exceeds £

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

I N

The To Date field should be blank to

indicate the Ledger is still open.

Actions: |"Jiew £ Set LPA and PL Date Optionz

=]

| Cloze u

Raising Requisitions - Checking compatibility of dates
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HighStone Raising Contract Requisitions Ref: AREQ 005

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

Works Orders
Works Orders

Works Order Mumber  'w0- (19324 D ate B aized |EIE Dec 2008 10:00 HighStone Date Prompt
Works Order Type |5'3hEI'I'IE Works [LP& / PL) j Current Status =

Workz Order Detals |Structures Small‘works - Holiwhedge Road Concrete Repairs - T

Details / Location l.-’-‘-.sset Defects | Works Packages | ‘works Order Costs | Mates |

Works Order Detals Incidents  |RM/ [I
Handling Depat |Not Specified =l Valid Activities | TM

Yorks Class | ﬂ

warks Packages You can set required dates in these

Location fields. Date fields offer a Calendar
Foadhumber  [mze | PYOMPpt popup by pressing the F4

Cwsy Direction [Clockwi key when thel cursor is in the field. rChanegs|  SelectedDate | 16Dec 2008

Works Order D ates

Cancel | ak.
Target Completion D ate | Allocations A \\(1 Labour # Plant ABCS6onE iI
Date Warks Completed | v Start'Warks 05 Dec 2008 10:00 Finizh Warks |
Purchazes Allowed in Purchase Ledoer

¥ FomDate | 05 Dec2008 ToDate | V]
| Damage Tao Metwaork
[ Third Party Claim
[ Third Party Claim Exceeds 5000
i ; ; - LP& "Woarks Date: Press F4 for Calendar Prompt

Actions: |"J|ew 4 Set LPA and PL Date Options J Go “FE For Tros Mo Cloze h

Raising Requisitions - Checking compatibility of dates "
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%

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

Works Orders

Works Orders

Works Order Mumber  'w/0- (19924

Date Raised |05 Dec 2003 10:00 |

WorksOrder Type  |Scheme Works [LP4 / PL)

El

Current Statuz

|F|aiseu:|

| Identifier

Workz Order Detals |Structures Small‘works - Holiwhedge Road Concrete Repairs - T

Details / Location l.-’-‘-.sset Defects | Works Packages | ‘works Order Costs | Mates |

Inzidents  [RMS |:| FParent Scheme |

2| =

220102 - SwWK |

Crefine |

Route Details...

Works Order Detais
Handling Depat  |Not Spesified =~ Valid Activities  [TH
Yorks Class | ﬂ

“Wiorks Packages Define WP

Locaton

Road Number  |M5G | [M5EJ3- 41057

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

|
|

Cway Direction |Elnckwise [rid Ref 5J 819 882 Section / Chal
Works Order D ates Locn Id : Wiew Sketch
Target Completion D ate | Allocations Allowed in Labour # Plant Alocations \I
Date Works Campleted | W GtatWorks | 05 Dec 2008 10:00 Firish Wworks |
Purchazes Allowed in Purchase Ledoer
¥ FomDate | 05 Dec2008 ToDate | /ﬂ

| Damage Tao Metwaork
[ Third Party Claim
[ Third Party Claim Exceeds 5000

Click the green tick to save any
changes and close the dates panel.

Actions: |"Jiew £ Set LPA and PL Date Optionz

=]

-FE Far Time Mo

LPA whorks Date: Prezs F4 for Calendar Prompt

| Cloze

Raising Requisitions - Checking compatibility of dates
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i 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.

Works Orders

Works Orders

Works Order Number  4/0- Date Raised |05 Dec 2003 10:00 |

Works Order Type |Scheme Works [LPA / PL) j Current Statuz |F|aiseu:| ﬂ | dertifier
Workz Order Detals |Structures Small‘works - Holiwhedge Road Concrete Repairs - T il %

Detailz / L-:u:atiu:un] A zzet Defects] YWiork.s Packa tks Order Costs l M otes ]
Staff Time and Cost B HighStone Selection Prompt

1) ClICk on the Works Order COStS Wiorks Order Bequizitions - Wi0-199:24
tab.

o - S arks Urder 5ite Labour Booked Hours Between L ates
G - ‘warks Order Site Plant Booked Hourz
7 -“warks Order Site Plant Booked Hours Bebween D ates

Lizt Existing Reguistions

R eview Exizting Requizitions. .

OIS T

R aize Mew Requizition

k. Cancel

Works Order Costs ToDate Summary

ES) Click on the Raise New
Requisition option and click
Costhierot.. | | OK on the popup panel to start

a new Requisition.

Cost Clasz Costs To Date Last Allocation Refresh Costs |

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

Wi Requiztions... |

b aterialz
SubContract
Tatal Wil TMask=
Actions: |Selec:t required Action. .. ﬂ Go Cloze h

Raising Requisitions - Accessing the Requisition Form and Raising a Requisition "




HighStone Raising Contract Requisitions

Ref: AREQ 005

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

Requisition for Materials [ Services

Requisition Fom
RequisitionRefNo  REQD- Diabe Raied [ 16 Feb 200908:05 | By [Janet Wiliameon |
Supplies | Scheme Ref Mo sk

Requisition Class |

Cortact [ ‘wiorks Order Mo 113‘324 .ﬁ.clivhyl:‘lassl _T_J
TeNe | ConbiactPOC | ~] N =

Resuied Daivery Date Req Captions | HighStone has carried forward the
Rinussition Ites Works Order Number.

| ltem Mo Quanity | Uit | Descrption | Hire Stan Hire End Est Unik Pr Unit Price  Flequisiioned Canc

# Ll |

Delivery Detals  FAD: | COSHH Rets (if applicable) Tolal RequisitonVaee [ ]

>

Address: [ Cortra Changed lo Suppl Chain Company
[ Costs Recoverzble from the Clent

RequisitionApprovals | o e Requestar | Date

AeqgPicked Up Handled by | | Date

Authonzed Signatoey | Date

FL Order Ho

4) The Requisition Form is
now available for completion
and submission.

£
2
|
5
!
3
&
o
[=]
i
=}
=
5
i

-
[T ReqPriced Signabasy | Date
-
-

Urder Placed  Signabony | | Dae

=]

Close

Raising Requisitions - Accessing the Requisition Form and Raising a Requisition




HighStone Raising Contract Requisitions

Ref: AREQ 005

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

Requisition for Materials [ Services

Delivery Detals  FAD: | COSHH Rets (if applicable) Tolal RequisitonVaee [ ]

Address: [ Cortra Changed lo Suppl Chain Company
[ Costs Recoverzble from the Clent

RequisitionApprovals | o e Requestar | Date

[ Fen Picked Up Handled by | | Date

[T ReqPriced Signabasy | Date
[~ Authorized Signatomy | Dae

ﬂ’@ﬂ [T OrderPlaced  Signatom | | Date

FL Order Ho

| Fieauisiticon Moles [ Diatailz AAutharizations

Close

:jgsni Save

Requisition Fom g]
RequisitionRefNo  REQD- Diate Raiced [ 16Feb 20091305 | By [Janet Wiliamson |
Suppliss fSuania Mame Scheme Fef No Z
Cortact FSunnne-l;@ ‘works Order No  [13924 WO Activiy Class [TH Jralfic Managemen! x|
TelNo  [01112123458 Conract POC | = Cunent Statss | \ =l
;\k@mﬁ Flace | ~ ~—L
reaiedDeiversDate | 1) Enter the potential Supplier 2) From the drop down list specify
Requisition | tems Contact details if they are known. the Works Order Activity Class.
|| temNoj Quaniy | UnI—TDeserplion HieStat  |HireEnd | st Uit TR Frce TFequisoned] Carceted
* t O

Raising Requisitions - Accessing the Requisition Form and Raising a Requisition




HighStone Raising Contract Requisitions

Ref: AREQ 005

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

Requisition for Materials [ Services

Requisition Fom
Requisition RefNo  REQ: Date Flaised | 16Feb 200819.05 | By [Janet Wiliamson |
Suppliss [5un|:ulien Mame Scheme Fef No Z
Corftact fSunnIiﬂ Corflact wiorks Order Mo |19324 Wil Activity Class 1TM - Tralfic Management

TdMNs  [01112123456

Requiied Debvery Date b \\
Rinijucibii 3) Specify the Point of Contact

(Office or Depot) that is handling [T L e
the Requisition.

i | Bhtscsdond Bl o

O

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

Delivery Detals  FAD: | EIERHE Ak identify the person who will Authorise the
Artves:. completed Requisition.

RequisitionApprovals | o e Requestar | Date
[ Fen Picked Up Handled by | | Date
[T ReqPriced Signabasy | Date
[~ Authorized Signatomy I—] Dae

FL Order Ho

| Fieauisiticon Moles [ Diatailz AAutharizations

ﬂ @ ﬂ [ OrderPlaced  Signatey | | Date

TP

Select required Action... .'.'.]l] Go

Save

Close

Raising Requisitions - Accessing the Requisition Form and Raising a Requisition




HighStone

Raising Contract Requisitions

Ref: AREQ 005

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

%

Requisition for Materials [ Services

Requisition Fom

Date (and Time if appropriate).

Requisition RefNo  REQ: Date Flaised | 16Feb 200819.05 | By [Janet Wiliamson |
Suppliss [5un|:ulien Mame Scheme Fef No Z
Corftact [Sunnliﬂ Corflact wdorks Order No W Wil Activity Class 1Th'l - Tralfic Management j
TeNa  [0T112123456 Contiact POC  [westhoughlon = Curiert Statss | =
Requisition Clazs |'5.|]3 - Dwethead Depaitinertts - Penperals, Mon-capital |T hardware, sofbweare up to £1,000 .ll
Requited Dekvery Date 10 Dee 2002 09:00 Req Captior ||:I|dac Replacement Widgels Far Cushen Th
sl o / \
| Hire Start Hire End

5) Specify the required Delivery

HighStone offers Calendar Prompt

| Descrption

\Wmmﬁuﬂﬂ Canceled
Ll L1

6) Complete a brief Caption for the
Requisition. HighStone uses this
Caption on record list displays.

by pressing the F4 key.
= . ] COSHH Rets (if applicable) Tolal RequisitonVaee [ ]
m
E Address: [~ Cortia Chaiged 1o Supply Chain Company
E [ Costs Recoversble from the Clent
a
ﬁ
a RequisitionApprovals | o e Requestar | Date I |
% [T AeqPicked Up Handled by | Date I |
E [T ReqPrice Signabasy I:l Date I |
E [~ Authorized Signatoey | Date I | PL Order Mo
& ﬂ@ﬂ [T UrderPlaced  Signabosy | | Dae | | |

?;Wﬂﬁeiect required Action,,,

Save Close [

=l = |

Raising Requisitions - Accessing the Requisition Form and Raising a Requisition




HighStone Raising Contract Requisitions

Ref: AREQ 005

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

Requisition for Materials [ Services

-

7) Complete the details of all Items
to be added to the Requisition. All

COSHH Refs fif applhcatte) Total

Requisition Fom EI
Requisition RefNo  REQ: Date Flaised | 16Feb 200819.05 | By [Janet Wiliamson |
Suppliss [5un|:ulien Mame Scheme Fef No Z
Corftact fSunnIiﬂ Corflact wdorks Order No r@i—'_ Wil Activity Class 1TM - Tralfic Management -
TdNe  [M112123458 Conbiact POC  [Westhoughlen =l Curiert Statss | =
Requisition Clazs |'5.|]3 - Dwethead Depaitinertts - Penperals, Mon-capital |T hardware, sofbweare up to £1,000 .ll
Requited Dekvery Date 10 Dee 2002 09:00 Req Captior }l:lldac Replacement Widgels Far Cushen Th
Reguizition | tems
| Descrption Hite Start Hire End Est Urit Pr Urit Price  Requistioned Canceled
............. m;'lljﬂ;l:m.es.nlLargs".\ﬁdgubw'\l.-"ﬁﬂﬂ?ﬁﬁi it ki b T e L i

ltems added must be sourced from
the same supplier ™ Cortia Che
PP : [~ CostzR

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

this column.
1

RequisitionApprovals | = o e Requestar | Date

[T AeqPicked Up Handled by | | Date

[T ReqPriced Signabasy | Date

[~ Authorized Signatomy | Dae

FL Ordes

9) If you are ordering Plant
complete the Hire Start and Hire
End date fields on the grid.

| Reauisition Notes | Detail;

ﬂ @ ﬂ [ OrderPlaced  Signatey | | Date

TP

Select required Action... .'.'.]l] Go

Save Close

Raising Requisitions - Accessing the Requisition Form and Raising a Requisition




HighStone Raising Contract Requisitions

Ref: AREQ 005

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

HequIzimion LIass |U.UJ S UvEITEdU LERGIneri: - FelipendesE, NuJri

Fequired Delivery Date | 10 Dec 2008 09:00 Fieq Caption |I:Ir|:|er Feplacement widgets for Custom T
Requizition [tems
Item Cluantity | Urit Dezcription Hire Start Hire Enc
1 10,00 Mo 10 Bowes of Large “Widgets - WD-387654

= EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE NN NN NN EEEE NN NN NN EEEEE NN NN EEEEEEEEE NN NN EEEEEEEEEEEEER

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

CO5SHH Refz [if applicable]
COSHH Details

: Aouthori s ations

Ty T TR LRy P T Y Uy TR TS ‘

17 Feb 2003 18:37

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

| \¥

NN

A

Raising Requisitions - Accessing the Requisition Form and Raising a Requisition

i




HighStone

Raising Contract Requisitions

Ref: AREQ 005

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

Requisition for Materials [ Services

Requisition Fom

Requisition RefNo  REQ: Date Flaised | 16Feb 200819.05 | By [Janet Wiliamson |

Suppliss [5un|:ulien Mame Scheme Fef No Z
Corftact [Sunnliﬂ Corflact wiorks Order Mo |19324 Wil Activity Class 1Th'l - Tralfic Management j
12) Complete the Recipient for the EOt R viedtogtin B Sy | i
Requiziiion Class |5.I]3 - Dwethead Depaitinertts - Penperals, Mon-capital |T hardware, sofbweare up to £1,000 .ll

Goods and the Depot or Site

Address.

HighStone will prompt with main
Depot Addresses if you press the | saxes of Lags widgets - wb-957658
F4 key within the text field.

02 09:00 Req Caption ||:I|dac Replacement Widgels Far Cushen Th

s cription | Hire Start Hire End

E_s_t Up’t F"r Uit F"r_ioc_ Hoqms&md Ean_neietl

L L1

Details.

Delivery Dotads  FAD COSHH Refs [if applicabis]

13) If appropriate fill in COSHH
References, Requirements and

Addrezs:  |Depot or Sike Addres: COSHH Detail

Recoversble from the Chent

[T Cortra Changed to Suppiy Chain Corparny
[ Costs

RequisitionApprovals | o e Requestar | Date
[T FeqPicked Up Handled by | Date
[T ReqPriced Signabasy I:l Date
[~ Authorized Signatomy I—] Dae

FL

der Mo

| Fieauisiticon Moles [ Diatailz AAutharizations

ﬂ@ﬂ [T OrderPlaced  Signabo | | Date |
Actions |Select required Action,. = Save Clogs
—— o )

Raising Requisitions - Accessing the Requisition Form and Raising a Requisition




HighStone Raising Contract Requisitions

Ref: AREQ 005

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

Requisition for Materials [ Services

Requisition Fom g]
Requisition RefNo  REQ- Date Flaised | 16Feb 200819.05 | By [Janet Wiliamson |
Suppliss fSuania Mame Scheme Fef No Z
Corftact fSunnIiﬂ Corflact wdorks Order No ﬁﬂ_ﬁ—'_ Wil Activity Class iTh'I - Tralfic Management j
TdNe  [M112123458 ConteactPOC  [Wiesthoughlen =l Curiert Statss | =
Requisition Class |E.I]'3 - Dwethead Depaitinertts - Penperals, Mon-capital |T hardware, sofbweare up to £1,000 ,_,'_I
Requited Dekvery Date 10 Dee 2002 09:00 Req Captior }Uldﬂ Replacement Widgels Far Cushen Th
Reguizition | tems
| Item Mo| Buantty | Uit | Description | Hire Start Hire End Est Urik Fr Urit Frice | Requistioned Canceled
e ”1I2i'_1Ifi'EEu='és'n'TLargs'-.\ﬁdgubs~W'E~EIEI"EE-1. itz | btk T e L e e
* O O

RiLE

[ ool ]

Delivery Dotads  FAD: ]Rmﬂ'wsr COSHH Refs [if applicabis] Total B

Addrezs: | Depot or Sike Address COSHH Details [ Coetra Changed

RequisitionApprovals | o e Requestar | Date
[ Fen Picked Up Handled by | | Date
[T ReqPrced Signabaey | Date
[~ Authorized Signatomy I—] Dae

14) Once all details are entered

I~ cestsRecoverd Click on the Save command button
to save the entry. HighStone will
allocate a Requisition Number to
the record as it is saved.

| Fieauisiticon Moles [ Diatailz AAutharizations

ﬂ ﬂ ﬂ ™ OrderPlaced  Signator | | Date

Actic : | Select required Action,, _1:_]@ Go i

§

| Cloge

Raising Requisitions - Accessing the Requisition Form and Raising a Requisition




HighStone Raising Contract Requisitions

Ref: AREQ 005

%

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

Requisition for Materials [ Services

1

10 _ 10 Baxes of Lange ‘Widgets - w-987654

¥ | v |

15) Once successfully saved you
can Submit the Requisition by

Requisition Fom
Requisition RefNo  REQ: hs Raised [ 16Feb 20091805 | By [Janet Wiliamson |
Supplier |5uppliss Name \ Scheme Ref Mo i sk
Corftact fSunnIiﬂ Corflact \ wdorks Order No r@i—'_ WO Activity Clags 1TM - Tralfic Management j
TdNa  [M1T12123456 HighStone has allocated a =] | Curient Stalus  [Subenilted -]
Requisition Niiber to the Depaitments - Penperals, Mor-capital | T hardware, soébvare up bo £1,000 ;|
Requied Defvery Date | 10 Dec 2001 record. Cushom TH
Reguizition | tems
erolQusnty | Urit__TDeciptn [MieStan  [HieEnd | EstUnkPy|Unk Pice | Requistioned Canceled

t
[l

]
[

Total Requisition Valle

Address:

™ Cost:

DeliveryDetad:  F20: JReq checking this item.

[T Cortra Changed to Suppiy Chain Corparny

: Blerooeershle froo the Clent

16) When the Requisition has been

| Fieauisiticon Moles [ Diatailz AAutharizations

RequisitionApprovals | Cubmitted  Requestor  [Janet Willamsan Date | 16Feb2009193 |
[~ RegPickedUp Handledby | | Dae | |
[T ReqPriced Signabasy | Date I |
[~ Authorized Signatomy I—] Dae I | PL
[ OrderPlaced  Signatoy | | Dae | |

2| =] &

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

TP

Select requied Suchion,.,

=1

& |

Raising Requisitions - Accessing the Requisition Form and Raising a Requisition

by a Buyer to set the final Price.




HighStone Raising Contract Requisitions Ref: AREQ 005
i 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.

HighStone Requisition Documents

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.

Requisition Documents - 200009

Cloze

Root |High5tu:une Requigition Documents

L) [HighStane Requisition 20000 =r=r

Open in Explorer
Mew Folder

Yiew Folder Image Files

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

(=) -
Z .
.5 Signatary |
= Signatary |
T
o ¢| [ Signatary |
Actions: |Seleu:t reguired Achion... j Go

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.

£ |

Raising Requisitions - Attaching Documents to the Requisition




HighStone Raising Contract Requisitions Ref: AREQ 005

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

HighStone Application - Claremont Controls Ltd

[— ®l HighStane - Claremont Contrals Lkd
[+ ™ My Details
fee el My HighStone Documents

[

- # Contract Scheme Documents

- M Incident Log

- M Contract Mail Log

-l Office Post Log

- M Contract Schemes / Lump Sum % orks
- M Labour £ Plant Allocation

- BMMS Works Orders, Surveys, Defects
EI Ml Contract waorks Orders
------ Ml works Order List Log
------ Kl works Order Details Panel

------ Kl Extemal [SitebdAM ] Woorks Order List Log
------ |l 1 aterials Bequisitions List Log
¥ Works Drder Material Requizmm
[+ Metwork, Survevs f Maintenance
[+ el Metwork Defects Recorded

------ Mkl RkikS KPPl Reporting

[+l BMMS Metwork nventory ltems

------ Pkl Metwork Section Details

Navigate the Main Menu to open the
Contract Works Orders heading.

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

R et

Login: Janet Yiliamson - Contract Admin

Cloze HighStone Application

Raising Requisitions - Accessing an Existing Requisition Form for Pricing / Authorisation




HighStone Raising Contract Requisitions Ref: AREQ 005

.‘ 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

IList All Bequisitions [Deszc, Paged] - |-

Panel.
2]
FRecord Page 51—
GClazzT| RegRaizedD ate RegStatuzDesc Reqlotaffalue | Raized By Subritted By
200003 220102 9924 16 Feb 2003 15:06 | Submitted Ordeg Pagets for Custom Tk 0.001 Janet Williamzan Janet YWilliamzon
200008 100062 20807 15 19.Jan 2009 10:3 et 200 A Admin A Admin
| 200007 100082 20797 15 1aJan 2003 10:27 If this is the first time you have used this 10.00 A Admin A Admin
| 200005 10001 20811 15 144an 2003152 Form HighStone will list All Requisitions 10.00 & Admin A &dmin
: 200005 100051 20811 15 13 .Jan 2009 15;03 with the most recent items at the top. 1.00 4 Admin £, Asdmin
200004 100061 20811 15 13.Jan 2009 15:3 . . 259.00 A Admin A Admin
B 200003 20010 10442 OH 13 Mow 2008 10:4 Use the PU"-.DOWI'] In the tOp rlght Gofinir 29.00 Janet wWiliamzon Janet Williamzaon
| 200002 100203 2546 GC 29 Oct 2008 0954 to filter the displayed records to help you 1.00 Emma Kelly A Admin

find what you need.

Select required Action... Fird Details... Mew... Refrezh Filter... Claze Jﬂ

Raising Requisitions - Accessing an Existing Requisition Form for Pricing / Authorisation i




HighStone Raising Contract Requisitions Ref: AREQ 005

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

|List All Bequizitions [Desc, Paged] j o

Lizt &ll Bequizitions [Dezc, Paged] Y

Lizt Requizitions Submitted by Me [Desc, Paged) EI
Lizt Requigsitions Awaiting Pricing [Asc, Faged) 1
Lizt Requizitions Being Priced [Desc, Faged]

Lizt Requisitions Being Priced by Me [Desc, Paged)

Lizt Requizitions Awaiting Approval [Azc, Paged]

Lizt Requizitions Awaiting Approval By Me [Primary]

Lizt Requizsitions Awaiting Approval By Me [All Levels)

Lizt Requizsitions Awaiting Ordering [Azc, Paged]

Lizt Reqgs Priced by Me and Awaiting Ordering [Ssc, Paged)

Lizt All Requizitions Priced and Ordered [Desc, Paged)

Lizt Requizitions Ordered by Me [Desc, Paged)

Ligt All Bequizitions [ALLDW FILTERS. Desc, Paged] hal

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.

Raising Requisitions - Accessing an Existing Requisition Form for Pricing / Authorisation




HighStone

Raising Contract Requisitions

Ref: AREQ 005

5

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

High5tone - Material Requisitions

Material Requisiions

IList All Bequizitions [Desc, Paged] - |-

| The Status of each Requisition

200002
200007
200006
200005
200004
200003
200002

100082
100062
100081
100081
100081
800101
100203

Select reguired Action...

20807 15
20737 15
20811 15
20811 15
20811 15
10442 0OH
2546 GC

RegRefMo | Scheme Mo | “WorksOrdert| AClaz=T RegRaizedDate

16 Feb 2009 19:06
19.Jan 2009 10:33
19.Jan 2009 10:23
14 Jan 2009 15:20
13.Jan 2009 16:00
13Jan 2009 15:30
13 Mow 2008 10:44
29 Oct 2008 09:54

ReqgStatuzDese
Submitted

Order Placed

Feq Priced

Order Placed
Order Placed
Order Placed
Order Placed
Order Placed

— is shown in this column.

ReqCaption

Order Replacement Widgets for

Fuel Delivery for Allenbrook Dep

Restock of Electrics Lamp Parts

YWhite Lining Renewal on ME

Scheme Traffic Light Inztallation

Restock of Bitumen Patching M
Concrete Testing on Structural

Mew Batteries for T Cones

%

age 1

)

T T O ane | Traeeg oy T

Lbmitted By

Status will show as:
* Raised
e Submitted
* Picked up (Being Priced)
* Req Priced
* Authorised
* Order Placed

Click on Refresh to update the
record list with recent changes and

additions

Find |

by other users.

Detailz. . | e, . Hefrezh

inet Williamzon

atrick Price

hdy Finin
iver Goss
Frve Glover
Brvid Glover

zom YWorthingtan

Filter....

Ean Babun

Raising Requisitions - Accessing an Existing Requisition Form for Pricing / Authorisation




HighStone Raising Contract Requisitions Ref: AREQ 005

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

High5tone - Material Requisitions

Maternal Requistions IList All Requisiions (D esc, Paged) - |-
L]
Fecord Page E 1

RegRefMo | Scheme Mo | “WorksOrdert| AClaz=T RegRaizedDate ReqgStatuzDesc ReqCaption ReqTotal/alue | Raized By Submitted By

g 200003 220102 13324 TM 16 Feb 2003 13:06 | Submitted |I:Ir|:|Eer Replacement Widor s l e P Janet Williarnzon
200008 100062 20807 15 19.an 2003 10:33  Ordler Placed Click on the required Patrick Price

| 200007 100062 20797 15 19Jan 2009 10:23  Req Priced Restack of Electrics Lamm Requisition to highlight it. Andy Finn
200008 100061 20811 15 14 Jan 2009 15:20  Order Placed YWhite Lining Renewal on KB 5,987 50 Ohver Gozs Olwver Gozs

B 200005 100081 20811 15 13Jan 20093 16:00  Order Placed Scheme Traffic Light Inztallation 35,287.00 Dave Glover D ave Glover

B 200004 100061 20811 15 13Jan 2009 15:30  Order Placed Restock of Bitumen Patching b atenalz 85.00 Dawvid Glower Dravid Glowver

B 200003 20010 10442 OH 13 Mow 2003 10:44  Order Placed Concrete Testing on Structural Columing 1.867.95 Jaszon Worthington  Jaszon Warthington

B 200002 100203 2048 GC 29 0ct 2008 0954 Order Placed Mew Batteries for T Cones 275.00 Emma Kelly [iean Babun

Click on Details to open the
selected Requisition Form.

111 | l

b3

Select reguired Action...

Find | Detailz. . e, . Refrezh Filter.... | Cloze k

Raising Requisitions - Accessing an Existing Requisition Form for Pricing / Authorisation




HighStone

Raising Contract Requisitions

Ref: AREQ 005

%

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.

Requisition for Materials [ Services

Requisition Fom EI
Requisition RefNo  REQ: Date Flaised | 16Feb 200819.05 | By [Janet Wiliamson |
Suppliss [5un|:ulien Mame Scheme Fef No Z
Corftact [Sunnliﬂ Corilget wdorks Order No W Wil Activity Class 1Th'l - Tralfic Management -
TelHa 456 Conbiact FOC  |Westhoughlon - Curtent Stalus |Req Picked Up |
// Requisition Class |'5.|]3 - Dwethead Depaitinertts - Penperals, Mon-capital |T hardware, sofbweare up to £1,000 .ll
s Ty Req Caption ||:I|dac Replacement Widgels Far Cushen Th

grﬁ:tim jH:u,:Slc_qu _H_ire_E_nd_ E_s_t U[n't F"r Un_i F"r'nc_ Hoqms&md Ean_neietl
boxes of Lange 'Widgets - /D -987654 0o 2585 Ll I
0 [

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

Delivery Dotals

FAD:  |Fieceiver

Loz

Address:

Depot o Site Address

COSHH Detailz

[T Cortra Changed to Suppiy Chain Corparny
[ Costs Recoverzble from the Clent

R equisition Approvyaks

¥ Submitied

Requestar

|Jand Wwilliamsan Date | 17 Feb 20

3) Purchasing - Check the Req Picked Up

¥ ReqPicked abe  [andFinn | Date | 17Feb20
[” ReqPriced Signabasy
[~ Authorized Signatomy | Dae

as soon as you start working on the
Requisition. HighStone then sets the

Requisition record for your attention.

| Fieauisiticon Moles [ Diatailz AAutharizations

[~ UrderPlaced  Signaboy | | Dae |

e

2|z &

L

| Cloge [

e 4) Purchasing - Save the entered details

- regularly using the Save command button. [—

Raising Requisitions - Pricing a Requisition




HighStone Raising Contract Requisitions Ref: AREQ 005

i 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.

Requisition for Materials [ Services

Requisition Form 5) Purchasing - Check the Requisition
Requisition RefNo  REQ: Date Fisised [ 16Feb 20081305 | By [Janet Wikamson | Class is Appropriate to the listed items
Supplist [Supplies Name Scheme Ref Mo 21 and total Requisition Value.
Corftact [SUDD"EI Corflact wdorks Order No W W0 Activity Clsss |TM - Traffic Manss
TelHa |I]‘I112 123458 Conbiact POC |W-:su1nughh:\n L[ Curiert Stalus j
Requisiion Class  |5.03 - Overhead Departrerts - Peniperals, Morr-capital LE2armare, soitvare up bo £1.000 -]
Requited Defvery Date 10Dec 20080900  ReqCapticn |Dider Replacement Widgets for Custom T

Reguizition | tems
ltem Mo Quantty | Unit | Description | Hire Stant | Hire End EstUrit Pr Urit Price  Requistioned Canceled

3 1 1000 Mo 10 Baores of Large ‘wWidgets - /D -987654 0.oa 2585 [ (]

[l O

7) Purchasing - HighStone will validate
the details before allowing it to be

passed on and will report any

6) Purchasing - When all Pricing

Details are Complete check the shortcomings. This could include:
i ' e S kil  No Item Prices specified
Req Prlced Item to paSS the Epot or Site Address COSHH Details 1.
Requisition on for Authorisation. » Total Value exceeds Class Limit
. * Other missing details
o . 0 g
SR % |7 Submiied  Requesor  [lnetwilinsn | Date [ 17Fen2008183] Correct any details before continuing.
% [+ e Picked Up Handled by |.¢md_l,l Finn Date I 17 Feb 2003 03:07—
E ¥ RegPriced  Signatoy Date | 17Feb20090845 |
:-E: [ Authorised Signatomy | Dae I | PL Order Mo
o ﬂ@ﬂ [T OrderPlaced  Signatom | | Dae | | |
,:w;‘]aeiect required Sction,,, __‘[J]_Bn Clase [
Actions: = y

Raising Requisitions - Pricing a Requisition




Ref: AREQ 005

HighStone Raising Contract Requisitions

i 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.

Regquisition for Materials [ Services

Requisition Form 9|
RequisitionRefNo  REQD- Diate Raied [ 16 Feb 200913.05 | By [Janet Wiliameon |
Suppliss fSuania Mame Scheme Fef No Z
Contact FSunnIiﬂ Cartact “wiorks Order No 11 S WO Activity Class ITM - Tralfic Management i
TelMo  |[1112123 456 ConbactPOC  |westhoughlon | Curient Statss  |ReqPicked Lip -]
8) Purchasing - If you wish to make Requisiion Class |5.02 - Ovethead Departments - Peiiperals, Mon-capital | T hardware, scétware up b £1.000 |

any Notes on the Requisition for future pacaption [Oide Replacement Widgels for Custorm T
reference then click on the

Requisition Notes tab and add the |HieStar  |HieEnd |EstUnikPr|Unit Price |Requistioned Canceled
comments using the text box field and [ %7 = MG . I~ A

the Add Note command button.

ReqMotes / Comments | | Date | Entered By |Ertered Nole
p| 17 Feb d1 Janel wiliarmson Fequested & Quole for he iegured ilems from Key Supplien  Mew price kst is nove n lorce,
[ Order Fis
PL Order Ma

2| | &
Add Mew Mote Here ; ‘ Add Mote ]

[ Bequizition Motez  Diatails Adidharisalions

Rafiash
elect required Action,,, _-dl Bni I Cloge |
%

Raising Requisitions - Pricing a Requisition




HighStone

Raising Contract Requisitions

%

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.

Requisition for Materials [ Services

Ref: AREQ 005

1) Authoriser - Click the

Requisition Fom gl
Requisition RefNo  REQ. Date Raised [ 16 Feb 200813:05 | By [Janet Wiliamson |
Supplier Scheme Fef Mo i
Corftact fSunnIiﬂ Corflact wdorks Order No r@i—'_ Wil Activity Class 1TM - Tralfic Management -
TeiNo  [01112123456 Coniact POC  |westhoughten = Curienkt Stalss  [uthonised -]
Requisition Clazs |'5.|]3 - Dwethead Depaitinertts - Penperals, Mon-capital |T hardware, sofbweare up to £1,000 .ll
Requited Dekvery Date 10 Dee 2002 09:00 Req Captior }l:lldac Replacement Widgels Far Cushen Th
Reguizition | tems
| tem No| Quany | Unit Deseription Hire Star Hire End 2 i) o ol s e B
» 1 1000 Mo 10 Boxes of Lange Widgets - /D -9087654 oo 2585 L] I
O I

. . Fceiver COSHH Refs (if apphcabie) T otal Requisition ' ahse
Authorised item to acknowledge |« T o e
that you agree for the goods and [ Cocts Becoershi fioen the Dt
services to be ordered. 2) Authoriser - Once authorised the
Aoviovals |7 Gibpitied  Requestor  [Janet Wiliamson pse [ i7renzo03i1f Requisition record status will be
§ 7 feaPicked Un Handiedby  [andy Finn | bse [ i7Fen2mac changed and it will be accessible by the
5 7 HegPiced  Signabey  [dndy Finn pase | 17Fe20090f purchasing department ready for the
3 N Authorised  Sinatey  [MammetFoi | Dae [ 17F=020091| order to be placed.
& ﬂgﬂ [ OrderPlaced  Signatery | | Dae | T - T
Jmaaect required Action.., _:_]f']iJ | Closs !

Raising Requisitions - Authorising a Requisition




HighStone Raising Contract Requisitions

Ref: AREQ 005

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

Requisition for Materials [ Services

Requisition Fom

RequisitionRefNo  REQD- Diate Raied [ 16 Feb 200913.05 | By [Janet Wiliameon |

s [FummierHame o — W

o

Requizition Clazz  [5.03 - Owerhs the Su ppller

Cortact  [Supplier Cortact Wkt 1) Buyer - Check the items off
TelNo  [01112123 458 ConiactFOC - [Westhoushd the [ist as they are Ordered from

Requiied Debvery Date 10 Dee 2002 09:00 Req Caption }Uldﬂ Replacement WidgelzTar Lu
Reguizition | tems

I enl
-
10 -

» 1 1000 No 10 Boxes of Lange Widgets - 'wi 987654 ©oom

Item Mo| Quanity | Uit | Descrption Hie Start Hite Erid EstUr&P‘rW Canceled
| i e St

Delivery Dotads  FAD: ]Rmﬂ'wsr COSHH Refs [if applicabis] Total R equasition Valse

Addrezs:  |Depot or Sike Addres: COSHH Detailz [ Cortra Changed to Supphs Chain Company
[ Cocte Recovershles from the Clsnt
2) Buyer - HighStone will prompt to
RequisitionApprovals |17 G iiid  Hequestor  [Janel Willamson pse [ i7remzinail check all items on the list when the

7 MeqPicked Up Handied by [Andy Finn | oae [ 17Fen2ma0l Order Placed status is set and any
7 HeqPoced  Signatesy |&ndly Firm pse | 17Fe 20030 items have not been checked off.
¥ Authorised Signatoey |I‘~'Iargaet Farzter Date I 17 Febs 2003 V=T T Urde Mo

| Fieauisiticon Moles [ Diatailz AAutharizations

ﬂ ﬂ ﬂ ¥ OrderPlaced  Signatony [ndiy Finn | Date | 17F=b20031645 | [87ses
Actions: [Select requied Action.. = = | =

Raising Requisitions - Showing that the Order has been Placed




HighStone Raising Contract Requisitions

Ref: AREQ 005

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

Requisition for Materials [ Services

Requisition Fom

RequisitionRefNo  REQD- Diate Raied [ 16 Feb 200913.05 | By [Janet Wiliameon

» 1 1000 Mo 10 Boxes of Lange Widgets - 'wi 987654

Supplier {Supplis Mame Scheme Ref Mo ; sl
Corftact fSunnIiﬂ Corflact wdorks Order No rﬁ'ﬁﬂ—'_ Wil Activity Class iTh'I - Tralfic Management -
TeiNo  [01112123456 Coniact POC  |westhoughten = Curtent Stalus  [Order Placed -]
Requisition Clazs |5.|]'3 - Dwethead Depaitinertts - Penperals, Mon-capital |T hardware, sofbweare up to £1,000 .ll
Requited Dekvery Date 10 Dee 2002 09:00 Req Captior }Uldﬂ Replacement Widgels Far Cushen Th
Reguizition | tems
ltem Mo Buanty | Unit | Description Hire Start Hite: End Est Uit Pr Urit Price  Rlequisitiored| Cancelled |

© 000 %85 M O

1
_;s: Delivery Dotads  FAD: ]Rmﬂ'wsr COSHH Refs [if applicabis] 4) Buyer Lo Insert the Order Number
= R | Dopictor i Acthecs PIEESEEES "t generated by the Contract
3) Buyer - Click the Order " ®1 Accounts system (this must be
Placed item when the Order has entirely numeric).
been placed. [ Submiticd  Requestor  [Janet Wilismsen Date | 17Feb200318:37 |
A feq Picked Up Handiedby  [4ndy Finn | Date | 17FenzonsOIOF |
- ¥ ReqPriced  Signaboy |&ndly Firm Date | 17Feb20080945 |
:-g ¥ Authorised Signatomy W Dae I 17 Feb 2009 10:35 | PL Oides Mo .
c 3 NV OrderPlaced  Signatoy  [Andy Finn | Dae [ 17Fncoostess | femses 5)_ Buyer - The Requisition
will now show a status of
Jmﬁaect requied Suchion.., _:_]? Go | Ordered .
“ |

Raising Requisitions - Showing that the Order has been Placed

i




HighStone

Raising Contract Requisitions

Ref: AREQ 005

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

P PK K K PK K K

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




