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CHAPTER 1: MATERIAL MANAGEMENT 

About Material Management   
Materials contribute to a majority portion of construction cost. Controlling inventory and bagging the 
best competitive offer are crucial elements of purchase. The Purchase module in Highrise will assist 
you in gaining overall control over all the purchases made. 
 
Requisitions/ indents to make on site for the required material or they automatically generate, if 
schedule is perfect. Highrise supports two types of requisitions, the normal one (against estimates), 
and extra (for non-estimated or extra materials). 
 
The engineering-section in Head office or site office will approve these requisitions looking at the 
demand and project plan. 
 
All approved requisitions will go to the purchase department to raise the Purchase orders.  Highrise 
provides rate masters, which hold all the data like List Price, Discount, Supplier, Applicable Taxes, 
etc. Senior purchase person controls the Rate Master. This saves the time to raise the purchase order to 
some mouse clicks and junior staff easy to handle it.  If required, we keep the approval mechanism for 
purchase orders. 
 
Once Purchase Orders made and issued, the supplier starts supplying material. The site staff makes 
GRN’s. 
 
Highrise purchase module provides a purchase bill entry mechanism. The bills are automatically 
checked while entry eliminating the possibility of a duplicate purchase or transport bill.  
 
Upon approval, these Purchase Bills goes to the accounts department for payment. 
 
   

Prerequisites  
Before starting the Purchase module, we need to follow some guidelines, 
1. Complete defined project in Highrise Engineering. 
2. Approval from ‘Purchase/Estimation Department’. 
3. List of all Suppliers along with their Office, Residence & Godown Address, and Phone & Fax 

Nos.    
4. Person, who handles Purchase module, must have knowledge about Taxation, Preparing 

Comparative Statement, Negotiations, and Preparing Purchase Order.  
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B. Work Flow Diagram 

 



 
 
 
 

C. External Modules Dependency 
   
Related 
Module 

Related 
Function 

Effected window  Explanation 

Engineering Material 
Library 

Material Rate Master, 
Quotation 

For entering rate in rate master & 
Quotation for particular material, it is 
necessary to add material in ‘Material 
Library Master’  

Engineering Task status Material Issue 
[Site module]  

To issue material, status of task must 
assign as like ‘Started’. Only after 
material Issue various reports from 
purchase gives filled reports.  

Purchase Material 
Brand 

Brand Master Brand created in Brand master from 
purchase module assign to proper material 
in material brand window from 
Engineering Module & only after 
assigning brands to material in further 
process like filling rate master, GRN etc 
such Brand can assign to this material. 

Contracting Contractor 
List 

Transporter from 
raise PO & Purchase 
Bill   

If other charges (service tax) applicable in 
purchase order, we need to select 
transporter. This list captured from 
Contract Module.   

Site Generate 
Requisition  

Approve Requisition  Before approving & raising PO for 
material, it is necessary to generate 
requisition from ‘Site Module’.   

 GRN Purchase Bill GRN Entries made in site module 
automatically reflected in ‘Generate 
Purchase Bill’ window.  

 Q.C. 
Approval 

Credit/Debit note 
[Indirect] 

There is facility in Site module to approve 
or reject quality checks assign to task in 
Engg Module, which indirectly helps us to 
charge any Credit / Debit note from 
contracting module.   

Account Account 
Groups 
/Definition 

Account Links Before to link Account of any 
transporter[contractor], suppliers, it’s 
Credit / Debit / Retention / Service Tax / 
VAT must be defined in ‘Account 
Groups/ Definition’ window.  

 



 
CHAPTER 2: DATA ENTRIES FOR MATERIAL MANAGEMENT 

Master Entries 
            

A.1 Brand Master:  
This is the master database of all brand names. Here, enter all the names of different brands 
available or regularly used by the company irrespective of the materials. 
 

  
 
 
Path: Purchase/Supplier/Brand Master  
 
In later stage, we assigns a brand to particular material, then that name becomes brand of 
assigned material. This brand gets print in purchase order along with material name. Figure 
given above shows some sample brands of cement companies. 



 
          # 
A.2 Tax Master  

Tax master definition used to define different types of taxes. Here you can define up to 
maximum 8 types of taxes i.e. VAT, Sale Tax, Octroi, C.S.T., Excise etc. It is not 
compulsory to define all taxes; you can delete those taxes, which are not required to you. 
Figure gives details of tax definition screen. 

 

 
 
 
Path: Purchase/Tax/Tax Master  
 
To define Tax Master, 
Step 1 Click on name window & rename it to desire name of Tax. 
Step 2 Click on short name window & rename it to desire short name of Tax. 
Step 3 Click on SAVE button after renaming all Tax names & its short name. 
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A.3 New Supplier  
This screen used to enter the details of all suppliers, associated with organization. This 
screen maintains detail of each supplier. Try to enter all details given in this form because 
this form maintains in the database. 
 
While entering the data try to enter it in capital letters to maintain uniformity among all 
available entries. Do not enter short addresses because this add will be printed on purchase 
order; here it should be in detail. 
 

 
 
 

 
 
 
Path: Purchase/Supplier/Add Supplier  
 
The fields specified in this form are self-explanatory. Duly entered form shown above, uses 
top arrows to navigate between the records as left arrow shows previous record and right 
arrow shows next record. 
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A.4 Tax Scheme 
 

  
Path: Purchase/Rate Master/Tax Scheme  
 
This window provides you to add different types of Tax schemes. Tax scheme library has 
the entire Tax scheme applicable to all materials. 
Example:  
Scheme 1:  4% Excise on basic value. 
Scheme 2:  4% Vat on basic + 2% Octroi on (Basic + 4% Vat on Basic). 
 
To define Tax Scheme, 
Step 1 Click on ‘Tax Scheme’ then Click on ‘Add New Scheme’ to add new Tax Scheme, 

rename it as per requirement. 
Step 2 Fill the Tax percentage in ‘Rate %’ window, which is applicable. 
Step 3 Click on ‘Applies to’ window against the name of that tax.  

 
Note: See the above window shows Tax Scheme ‘4%’ VAT on basic + 2% of Octroi on [Basic + 4% 
VAT]. 
  
In Highrise, Tax Scheme is mandatory. If you don’t want to have tax then make tax scheme 
with Zero Rate and No tax. 
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A. Project Data Entries 
 
# 

 

B.1 Rate Master  
Highrise purchase gives you a facility to group rates, project/location wise because rates of the 
materials available at different locations are not same. Here you can group the material rates 
based on user’s requirement. You can add new category by clicking on new button. 
 
Rate master maintains rate library. While raising ‘Purchase Order’ we can use the rates from 
such library.  
 

 
 
 
To define Rate Master, 
Step 1 Select Library [Name of material library. In most of cases, it is Sample Library].  
Step 2 Click on ‘Rate List’, which will activate ‘NEW’ button. Click on this button, which 

will add ‘New Rate’ below ‘Rate List’. 
Step 3 On clicking ‘New Rate’, we can rename it as name of material/ supplier name/ Project 

name, which covers different rates of single supplier for particular material or one 
supplier provides different materials etc. 

Step 4 Click on blank cell below column Material, which will show us whole material 
library, from which select that particular material & fill the further necessary fields i.e. 
Conversion factor, Commercial unit, Supplier, Discount, Credit in days, Brand, Tax 

                                                
# IDH_RATEMAST 



structure (We will  discuss on ‘Assign Tax Scheme’ later). After filling all above 
details, net rate will displayed automatically. 

Step 5 Click on ‘SAVE’ Button to save this rate. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



                                   

CHAPTER 3: PURCHASE CYCLE 
 
       # 
A. Material Requisitions 

Material contributes to a major portion of construction cost. Controlling inventory and bagging the 
best competitive offer are crucial elements of purchase.   
 
Requisitions/ indents made on site for the required material or they could automatically generate if 
schedule is perfect. Highrise supports two types of requisitions; they are 1) Normal type (against 
estimates) and 2) Extra type (for non-estimated or extra materials).  

 
Following are the different methods of ‘Normal Type’ requisition- 
A.1 Procurement Plan  
A.2 Material Requisition 
A.3 Easy Requisition  
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                                # 

A.1 Procurement Plan  
To generate requisition for single/multiple material against multiple tasks:   
Step 1 Select Project.  
Step 2 Select Task for which we wish to raise requisition from total WBS of that selected 

project. 
Step 3 Open the Material below it & select the particular material for which we wish to raise 

requisition. 
 
 

 
 
Path: Site/Material Requisitions/Procurement Plan  
 
 
Step 4 Fill the current required quantity of that material.  
Step 5 Put the Remarks / specification, if any.  
Step 6 Select the Brand.  
Step 7 Click on Generate Requisition to see the details as in table below. 
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A.2 Material Requisition  
We can use this method for a particular material, which is used, for different tasks. As if one 
particular material is required for 3-4 different tasks, so we can make a single requisition for 
that material. 

 

 
Path: Site/Material Requisitions/Material Requisition 
 
To make Material Requisition, 
Step 1 Select Material wise requisition. 
Step 2 Select Project. 
Step 3 Select Material.  
Step 4 After selecting material screen, it will display whole WBS of that project. 
Step 5 Select Task from tree view shown in left window [ensure that there is no further + 

makes for that task] to raise requisition. As we select such task, the table below it 
shows details of task like name of task & quantity. The quantity of such task is 
editable & we can select it as requisition quantity. Here we can raise requisition of 
multiple tasks at time. 

Step 6 Select the Requisition date. 
Step 7 Select Requirement date. [Must be ahead of requisition date or at lest equal to 

requisition date]    
Step 8 Type any Specification/Remark required.  
Step 9 Click on Generate. 

 
This requisition can proceed further to Purchase Module for its approval. 
 

 
 



 
               
              # 

A.3 Easy Requisition  
The name itself gives information of this type of requisition. 
To make Easy Requisition, 
Step 1 Select Requisition Type. 
Step 2 Select the Project. 
Step 3 Select material for which we wish to raise requisition, the table below it shows all 

tasks along with its estimated quantity & scheduled start date. 
If we update schedule of WBS in Engineering Module & select date from which we 
wish to find requirement & period in term of days. It will display only those tasks 
whose start dates lays between these periods. 

Step 4 In required quantity window, enter the quantity, which we wanted to procure.  
Step 5 From ‘Arrange Task’ select a) Name b) Start Date c) Tree. 

a) Name - This option used for the Alphabetical sequence of all Tasks of that project.  
b) Start Date: This option used to make the tasks sequence in start date wise 
(Ascending).   
c) Tree: This option used for the make sequence as per the WBS Structure. 
(Engineering Module) 
 
 

 
Path: Site/Material Requisitions/Easy Requisition 
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Step 6 Click on arrow near ‘required quantity window’ to send it to selected quantity. As we 
click on this arrow, selected quantity of such material will automatically adjust against 
the tasks below it.    

Step 7 Type any Specification/Remark required. 
Step 8 Click on SAVE button. 

# 
 
A.5 Requisition Browse -  
 
 

 
 

Path: Site/Material Requisition/ Requisition Browse 
 
  
Requisition browse report is useful for getting total information about requisition in specific, project 
name, material, task, required date, required quantity, any specification or remarks, approved date, etc.   
by using the filters like date range, Material Category, Material, Requisition Status, PO Number, date 
etc. 
Here one additional approval level is provided for Rate Approval. It is configurable. If it is configured, 
then if estimate rate is more than PO rate, then rate approval is required to raise the PO. Those who are 
having rights to Rate approve can only do it. 
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# 
B. Requisition Approval  
 

A raised requisition from site module needs to approve it (its made compulsory to approve it in 
purchase module to convert in purchase order). Senior level people have rights to approve the 
requisitions. To cross check with estimate and actual requirement for each particular task it is 
mandatory.   

        
      To Approve Requisitions, 

Step 1 Select Project. 
Step 2  
Step 3 Select Material Category, Material or tick on ‘All Materials’ to see all generated 

requisition of material for its approval. 
Step 4 Select Materi 
Step 5 Select the Date Range. 
Step 6 Select the requisition, which we wish to approve. To approve this requisition drag the 

mouse with left click on the requisition and click on ‘Approve’. This screen shows us 
detail information like, Estimated Quantity, Total Requisition & Total Approval.    
If we required approving all the requisitions, displaying in below table, click on ‘Approve 
all’ Button. 

 
     Note: – As per material category rights requisitions are for approval. 
 
   (Material category rights to be given in H2KAdmin Tool/User Rights) 
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                      Path: Purchase/ Requisitions/ Requisition Approval 
 
C. Concept of Rate Master  

Highrise purchase gives you a facility to group rates, project/location wise because rates of the 
materials available at different location are not same. Here you can group the material rates based 
on user’s requirement.  
 
# 

 
D. Procurement Type 
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D. Raise Purchase Order  
 
 

 
 
 

Path: Purchase/ Purchase Order / Raise PO  
 
 
In this stage, you allot a PO of ‘Approve Requisition’ in earlier stage to desire one. This Operation 
[Raise PO] complies with three different windows 1) Select Supplier (Pending Approved Requisition) 
2) Select Supplier & Rate 3) Raise PO (Purchase Order).  
 
After selecting suppliers for all requisition, open ‘Raise Purchase Order’.  
To Raise Purchase Order, 

Step 1 Select Project 
Step 2 After selecting project, bottom tree view shows selected suppliers. 
Step 3 Select one of the suppliers to see all materials, which assign to selected supplier in right 

hand side grid. 
Step 4 Save purchase order.  

 
Click on ‘Other Charges’ to add any other charges like Transport, Loading/Unloading, & two 
additional fields. (Here transporters are for Contractors) 
 



Note: – As shown above system will generate the each row separate while select the requisitions, if 
specification and/or brand differs. It will combine the quantity only if specification and / or brands are 
same. 
 
Select Supplier & Rate  
This screen gets open after you double click on particular requisition. Here first select the respective 
rate list in which you have entered rates for particular material. (Material name will show in bold at 
top of grid). After selecting rate list, bottom grid will show you all the suppliers entered and quoted for 
selected material, fig below shows suppliers rate list quoted for Cement. 

To select supplier, 
Step 1 Open ‘Select Supplier’ Window. 
Step 2 Select Project & date range.  
Step 3 Select Material form Material window to see material wise approved requisition or click 

on ‘All material’ to see all entries of Approved Requisition during selected date range in 
earlier stage. 

Step 4 Select the row from display list to raise PO. After selecting that line, color will change in 
‘Dark Green Color’. Click on. ‘Select Supplier’ tab, to whom this purchase order has to 
place. 

 

 
 

            Path: Purchase/Purchase Order/Select Supplier/Select Supplier 
 

Step 5 Select Rate list from above window.   
Step 6 Select Rate from displayed table & Click on ‘OK’. This will close the ‘Select Supplier & 

Rate’ & there is change in colure of earlier selected row from ‘Select Supplier’ window. 
Step 7 Click on ‘Save’ Button to save this entry. 
Step 8 Open ‘Raise PO’ Window & select Project.  



 
Note – Details of all raised PO can be seen from ‘PO Browse’ Window. 
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E. GRN (Goods Receipt Note) 

Goods Receipt Note (GRN) means the goods receipting are the process used to inform the 
organization those quantities of goods or services have received as an outcome of placing an order 
with a dealer.  
 
Functions of GRN:  
 Receipts can be for either part delivery or full delivery of the ordered quantity. 
 Receipts are a system record of Date, Quantity & Receiving Store. 
 Stock records are updated where store applicable. 
 Purchase bill processing procedures are enabling. 
   
Three different ways to create GRN, which can use possibly through the H2K software, which are 
applicable in different conditions, described as follow:  

# 
E.1 GRN 

For this type of GRN we will need to know the ‘PO Number’ that has risen in earlier stage. 
[Refer information of PO] 

 

 
Path: Site/GRN/GRN Net 
 
Required Fields: 
The fields that require an entry for goods receipting are:  
1. Purchase order: Order number relating to the goods received. 
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2. Document date: Date of delivery 
3. GRN date: Default date for goods receipt document 
4. Storage location: The store where the goods are received and held for issue 
5. Quantity:  Quantity of goods being receives.  
 
To prepare GRN Net, 

Step 1 Select Project. 
Step 2 Enter ‘PO Number’ in ‘PO NO.’ window  
Step 3 Click on ‘Details’ button. After clicking ‘Details’ button all the material belonging 

to this PO will get displayed in window below it. 
Step 4 Select that material from ‘Displayed list of material’ in window for which you wish 

to make GRN. It shows detail like [i.e. Rejected Qty, PO Qty, Qty Received, 
Current Qty, Balance Qty, and Retained Qty.] which gets display automatically in 
below windows. 

Step 5 Enter the Current GRN Quantity of that material in ‘Current Qty’ window.  
Step 6 Enter Challan No in ‘Challan No.’ window. 
Step 7 Enter Vehicle no. 
Step 8 Select proper ‘Brand’ of that material. 
Step 9 Select Proper ‘Receiving store’  
Step 10 Select ‘GRN Date’ & ‘Challan Date’ 
Step 11 Click ‘Save’ button to save this GRN entry. 
Step 12 Click ‘Next GRN’ to make GRN of next material. 

 
 
 
 
 



 
 

E.2 GRN without PO 
This enables us to buy a material without PO. This type of GRN is useful for entering 
‘Opening Balance’ in stock of store.   
 
To prepare GRN without PO:  

Step 13 Select Project. 
Step 14 Select Supplier from ‘Supplier window’. 
Step 15 Select material from ‘Material’ window against which GRN is prepared. 
Step 16 Enter the Current GRN, Quantity of that material in ‘Good Qty’ window & 

defective/rejected Qty. in ‘Rejected Qty’. 
Step 17 Enter Challan No in ‘Challan No’ window. 

 

 
 

Path: Site/GRN/GRN W/O PO 
 
Step 18 Enter Vehicle no. 
Step 19 Select proper Brand of that material. 
Step 20 Select Proper ‘Receiving store’  
Step 21 Select ‘GRN Date’ & ‘Challan Date’ 
Step 22 Enter Net Rate of that material.  
Step 23 Click ‘Save’ Button save this GRN entry. 
Step 24 Click ‘Next GRN’ to make GRN of next material. 

 
 
 



    E.3 GRN Contractor 
Certain Materials like fabricated grills, polished bars etc are given to contractor for skilled 
jobs against a WO. These materials are taken in stock from GRN-Contractor. For other 
materials, which are received from contractors at site like helmets, etc are also taken back to 
stock from this option.  
 
To prepare GRN Contractor  

        
 Step 1 Select Project  
 Step 2 Select contractors from which material received. 
 Step 3 Select WO No. which is optional. 
 Step 4 Select materials. 
 Step 5 Select proper Brand of that material. 
 Step 6 Enter the Current GRN Quantity of that material in ‘Good Qty’ window &  
             Defective/rejected Qty. in ‘Rejected Qty’.     
 Step 7 Enter challan No in ‘Challan No’ window. 

  

 
 Path: Site/GRN/GRN CONTRACTOR 

 
Step 8   Select Proper ‘Receiving store’  
Step 9   Select ‘Challan Date’ 
Step 10 Enter Net Rate of that material.  
Step 11 Select Vehicle No., enter remark. 
Step 12 Click ‘Save’ Button save this GRN entry. 
Step 13 Click ‘Next GRN’ to make GRN of next material. 

 



# 
E.4 GRN IST  
                     This is inter store transfer transactions receipt note. When a material transferred from one 

store to another store across the project, with this option its receipt note is generated and 
material qty is added to stock. For making GRN IST, can be made against Issue to IST only.  

 
 To prepare GRN IST  
              Step 1 Select project 
              Step 2 Select stores from which material is transferred. 
              Step 3 Select challan No. 
              Step 4 Select particular materials. 
              Step 5 Enter Good Qty. 
              Step 6 Enter the GRN Quantity of that material in ‘Good Qty’ window &  
                          defective/rejected Qty. in ‘Rejected Qty’. 
 

 
  
        
 

Path: Site/GRN/GRN IST 
 

                  Step 7   Select Vehicle No. and enter remark. 
                  Step 8   Select receiving store  

     Step 9 Click ‘Save’ Button save this GRN entry. 
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#H.3 LBT Master 
 

In the Local Body Master User can create master for different local bodies.  
 
 
 

 
 
 
 
 
 
 Step 1: Create Local Body: 

In given tool – Local Body Master Menu –  
You can create Local Body as – Location Name- City Name, Area Name etc.  
 
1. Enter the Local Body Name  
2. Enter the Remark if any. 
3. Click On Save 
4. Use delete to delete the organization type and service tax scheme which are 

unused. 
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G.  Purchase Bill  
 
This screen used to generate bills internally through software. Purchase bills will make only after 
generating purchase orders and after getting GRNs receipt.  
 
Step 1 Select suppliers for which have to generate Purchase Bills against GRN’s.  
Step 2 Select supplier bottom grid, which shows all pending GRN’s against selected supplier, in 

short this gives list of all the materials supplied by selected supplier within given date 
range.  

Step 3 Now select those GRN’s for which bill have submitted by supplier, here one can actually 
check Challan submitted by supplier with GRN’s shown in software. This will act as 
counter check and definitely avoid malpractices in issuing Challan’s. 

 

 
Path: Purchase/Purchase Bills/Purchase Bill 

 
Each bill has its bill number which is its actual bill number printed on physical bill. This provides 
to keep the link between physical bill number and system generated bill number. Actual bills 
submitted by suppliers might have combination of two bills one for material and other for 
transport. To enter details of transport bill click on transport and enter bill details. 
Use browse button to view all ready saved bills and see bills in sorted manner like all other browse 
screens in the software. 
 



Note – This generated Purchase bill can be approving from ‘Purchase Bill Approve’ window. Generated 
Purchase bill transfer to ‘Account’ only after approves it.     



 
# 
H. Purchase Bill Approve  

 
 

 
 
As we discussed above all about purchase bill, now this bill will need to approve from ‘Purchase Bill 
Approve’.  
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I.  Advance Voucher  
 
   Step 1 Select project, Supplier and purchase order. 
   Step 2 Enter narration and remark. 
   Step 3 Enter advance amount. 
   Step 4 Click on save. 
 

 
Path: Purchase/Purchase orders/Advance/Advance voucher 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



J.  Advance voucher approval   
          There are two stages in purchase advance voucher approval. After generation of advance 
voucher it should be approved from Advance browse window. This separate approval is for 
concern higher authority in purchase.  
  Once a purchase advance voucher is approved from purchase department, accounts 
department needs to approve it. In Approve advance window select concern ledger from accounts 
from which payment is to be done. Click approve this voucher and send finally to Highrise 
Accounts. In Highrise accounts it will be posted as bank payment vouchers. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



# 
 
Advance Browse: 
 
Here we can browse the advances raised against PO; also we can approve the same from 
this window. 
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K  Account Linking  
 
 
# 
 
K.1 Supplier Accounts  
 

This gives one of the important forms, which have to fill carefully. This form links Accounts 
module with purchase module. All the fields need to be filling carefully to understand before 
configuring it. 

 
Path: Purchase// Supplier  

 
To create Supplier Accounts, Go to supplier master. Select create account. Select the project 
for which you wish to configure the accounts of the supplier. 
Select supplier’s account from selected project. This field will show all the suppliers entered 
in purchase entry form. Select account, which debited in accounts module.  
Select account, which credited in accounts module.  
Select retention money account to calculate total retention money. 
This form is more important because it links Purchase module to Accounts module. When you 
save purchase bill approve, proper effects shall given to above configured accounts.  
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Along with suppliers account linking, material category linking with material purchase ledgers 
in accounts and tax heads linking with tax account linking is important. 



 
L. Purchase Bill Browse/Summary 
 
 
A raised Purchase Bills can be browsed / viewed from this window. Project-wise, Supplier-wise, Bill 
no wise, Date Period-wise filters we can apply to view the details.   
 
 
 

Path: Purchase/ Purchase Bills/Purchase Bill Browse/Purchase Bill Summary 
 
A raised Purchase Bills can be browsed / viewed from this window. Project-wise, Supplier-wise, Bill 
no wise, Date Period-wise filters we can apply to view the details. 
Also by selecting the different rows of purchase bills, once we click on ‘save’ system will generate the 
summary id. This id will be always available in drop down list to view in future. 
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M. Material Bill Browse: 
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CHAPTER 4: STORE MANAGEMENT 
# 
A. Store Define  

To define Store:  
Step 1 Select Project. 
Step 2 Click ‘New” button to add new store & name it as per requirement. 

 

 
Path: Site/Store /Define Store 

 
Step 3 Fill the details like Name of storekeeper, storage capacity of store, type of store, whether 

stores have security/shelter & Click ‘Save’ button to save it. 
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B. Issue  
B.1 Estimated Material Issue 

 
This includes issuing material to those task for which material consumption estimated & 
taken in to task. 

                Issue procedure, 
1. Select project 
2. Select Material, which you wish to Issue.  
3. Select Issuing store. 
4. Select particular task. we can select multiple tasks at a time. 
5. Select contractor to which material is issued. 
6. Enter remark. 
Edit the material quantity to your desire one & click on ‘Save’ button to save this entry 

 
Path: Site/Issue/Estimated Material Issue 
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# 
  B.2 Non-estimates Material Issue   

 
 
Path: Site/Issue/Non-Estimated Material Issue 
 
 
For Non-Estimated material issue, 
Step 1 Select Project.  
Step 2 Select TASK from WBS . 

                Step 3    Select Material, which you wish to Issue.It is optional .  
Step 3 Click on store & select the proper material from selected store. 
Step 4 Enter current Issue quantity.  
Step 5 Select contractor to which material is issued, enter remark . 
Step 6 click save button to save it.  
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# 
  B.3 Issue to Contractor  
 
                 Step 1  Select Project . 
                 Step 2  Select Material, which you wish to Issue to contractor. 
                 Step 3  Click on store & select the proper material from selected store. 
                 Step 4  Select contractor, WO No(Optional) and vehicle no. 
                 Step 5  Enter issue Qty, rate and remark. 
                 Step 6  Click on Add , here we can add multiple materials in below list also we can  

             Remove from list. So we can make multiple material entry under same  
             Challan No.  

                  Step 7  Click save button to save it 
 

 
Path: Site/Issue/ Issue to Contractor 
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        # 
B.4 Issue to IST 
 
                 Material Issue for Inter store transfer. 
 
                 Step 1   Select Project. 
                 Step 2   Select Material, which you wish to Issue to contractor. 
                 Step 3   Click on store & select the proper material from selected store. 
                 Step 4   Select Store to which we issue material  and vehicle no. 
                 Step 5  Enter issue Qty, rate and remark.  
                 Step 6  Click on Add , here we can add multiple materials in below list also we can  

   Remove from list. Therefore, we can make multiple material entry under same 
Challan No.  

                 Step 7 Click save button to save it 
 

 
 
Path: Site/Issue/ Issue to IST 
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       # 
B.5 Issue Material Task Wise  
 

  
 

Step 1  Select project 
Step  2 Select Material, which you wish to Issue.  
Step 3  Select Issuing store. 
Step 4  Select particular task., we can select multiple tasks at a time. 
Step 5  Select contractor to which material is issued. 
Step 6  Enter remark . 
Step 7 Edit the material quantity to your desire one & click on ‘Save’ button to  
            save this entry 

 
 

Path: Site/Issue/ Theoretical issue 
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   C.  Material Return To Supplier 

            Materials that are returned to supplier due to any of reason are handled in  Highrise 
with Material Return Note. After making material return note one effect will take place on stock 
(i.e. Stock will get reduced by return quantity) and in other effect a debit note will be raised 
against that supplier in accounts. Before generation of debit note purchase a/c linking part must 
be completed. 

  
         Material Return Note: 
         Step 1  Select project. 
         Step 2  Select GRN from which we are going to return material to supplier. 
         Step  3 Select Store. 
         Step  4  Enter return qty ,remark , select vehicle no. 
         Step  5  Click on save. 
 
    

 
Path: Site/Material Return/Return to Supplier 

                                                
# IDH_MATRETURNTOSUPP 



 



 
       # 
D.  Vehicle Register  

                  For better control over material flow from material entry to issue, ‘Vehicle 
                  Register’ prove very effective tool, which provide control over mischief,  
                  theft of material. 

 
                   There is provision to make vehicle entry in GRN form (GRN net, GRN, GRN 
                   WOPO) 

 
Step 1 Click on Vehicle Master, Vehicle entry window is open. 
Step 2 Click on ‘Add New Vehicle’ to enter new vehicle , enter all vehicle details in to respective 

fields  
Step 3 Click on save. 

 

 

                                                
# IDH_VEHICLEREG 



 
CHAPTER 5: TOOLS 

      
 

A. Purchase Control  
 
This window provides you to have project wise various controls of particular material and Labour:  
1) Maximum Issue Quantity 2) Maximum Stock 3) Safety Stock 4) Reorder Level 5) Inspection Lead 
Time 6) Location of Storage. 
 
These controls can assign to each material. There is facility to set different control for different 
project.  

 
To set Purchase Control,  
Step 1 Select desired from ‘Material Library’. 
Step 2 Select particular material and corresponding project(s). 
Step 3 Fill the details i.e. Max Issue Qty, Max Stock, Safety Stock, Reorder Stock, Inspection 

lead time, Location. 
Select proper project for which you wish to set these control & click ‘Save’ button to set the 

control to selected project 
 

 
 

Path: Site/Tools/Purchase Control/ Material 
 
 
 



CHAPTER 6: REPORTS 

 
 
 
 
 
      # 
A. Supplier Related Report  
               
                 # 

A.1 Short Supplier Report 
 

 
 
Short Supply report is useful for getting information like any material is falling short for a 
project. It shows the details about PO number, date, rate for that particular material, brand of 
the Material, Unit, received material and balanced material/amount.    
# 

A.2 Supplier Summary Report 
Supplier summery report is useful for getting information like one particular supplier 
provided how much material for that project, related amount for the material and also shows 
the average rate in that date range. This report contains supplier & material name, project, 
unit, quantity, amount and average rate.  

                                                
# IDH_SUPPLIERRELATEDRPT 
# IDH_SHORTRELATEDRPT 
# IDH_SUPPLIERSUMMARYRPT 



# 
A.3 Supplier Delay Report 

Supplier delay report is useful for getting information about delay days in providing material 
after crossing valid date. Sometimes suppliers not able to deliver the material in time. 
Because of this we face the material shortage problem. This report contains supplier name, 
PO number, PO date, valid date, and material received date, delay days.            
 
 

 
 
# 

A.4 Supplier List    
Supplier list report is useful for getting information about suppliers. This gives official 
address, go down address and total contact information like telephone numbers, email-ids.    

 

 
 
 
 
 
 
 
 
 
 
 
 

                                                
# IDH_SUPPLIERDELAYRPT 
# IDH_SUPPLIERLIST 



 
 
 
 
 
 
 
 
 
 
 

 
 
 
# 

        A.5 Supplier Payment Report –  
 
 
 

 
 

Path: Purchase/ Report / Supplier Payment Report 
 
 

Supplier Payment Report is useful for getting information requisition amount of Bill generated 
and approved in Purchase module, Approved in Accounts module, Paid and Balance to Paid in 
accounts module. 

                                                
# IDH_SUPPLIERPAYRPT 



 
 
 
 
 
 
 
 
 
 
 
# 
 
A.6. PO Analysis -  
 
 

 
           

Path: Purchase/ Report / PO Analysis 
 
 

                                                
# IDH_POANALYSIS 
 



 
 

 



PO analysis is useful for getting information of cancelled PO and Rate Analysis. Rate Analysis report 
shows the comparison of rate and amount of current Pos and previous month rates. 
 
 

 
# 
 

A7.   Supplier PO Reports  
 

 
 

Path: Purchase/ Report / Supplier PO Report 
 
Supplier PO Report is useful for getting information like supplier wise purchase order placed 

percentage project wise, Material wise & Supplier wise for the selected date period. 
Also ‘Supplier Delay Report’ helps to track the delay in days for delivery of materials against 

the scheduled dates in order to judge the performance of the supplier  

 
 
 
 
 
 
 
 

                                                
# IDH_SUPPPORPT 
 



 
# 

 
A.8. Supplier Rating –  
 

 
 

 
          Path: Purchase/ Report / Supplier Rating 

                                                
# IDH_SUPPRATE 
 



 
 

Supplier Rating Report is useful for getting information like Project wise, Supplier wise & 
material wise details of Retained, Rejected & Accepted quantity in order to track the supplier’s 
performance. 
 
 



 
      # 
B. Requisition Related Reports  
                 # 

B.1 Requisition Status 
 

 
 
 
 
Requisition status report is useful for getting information like requisition approved or rejected or 
raised for the purchase order.  

 
 
 
# 
 
 
 
 
 
 
 
 
 

                                                
# IDH_REQRELRPT 
# IDH_REQSTATUS 
# IDH_REQRPT 
 



B.2. Requisition Report -  
 
 

 
 
          Path: Purchase/ Report / Requisition Report 

 
 

Requisition Report is useful for getting information requisition wise tracking like Requisition date, 
requirement date, quantity, approved quantity, PO No & its status. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



   # 
B.3. Requisition Register 

Requisition register report contains requisition no., date, material, unit, and required 
quantity purchase order number, PO date, and PO quantity, requisition status.    

   # 
B.4. Requisition Browse  

 
  

Requisition browse report is useful for getting total information about requisition in specific 
date range with details like, requisition no., date, project name, material, task, required date, 
required quantity, any specification or remarks, approved date, etc.   

 

 
 
 

Path: Site/ Requisitions/ Requisition Browse 
 
 
 
 
 

 
 
 
# 

                                                
# IDH_REQREGISTER 
# IDH_REQBROWSE2 
# IDH_REQRPT 



 

 
 
 
 
 
 
 

   
 
 
 
 
 
 
 
 
 
 
 

  # 
C. GRN Browse 
               This form used to review the existing GRNs. There are various ways to sort out the   
                GRNs . 

 

                                                                                                                                                   
 
# IDH_GRNBROWSE 
 



Path: Site/GRN/GRN Browse 
# 
     D.PO Browse  
 

This report used to review the existing purchase orders. These purchase orders sorted out by 
project wise. This report contains project name, purchase order number, supplier name, PO date, 
valid date, material name, material quantity, rate, any discount of offered, total amount and any 
specification. 
Here we also change the status Po as cancelled, approved etc. 
 

 
Path: Purchase/Purchase orders/PO Browse 
 
 
# 

B. Material Receipt Report 
Material receipt report is useful for getting information about material details which we have 
received. This report shows us the consolidated material receipt report. It contains material name, 
unit, PO quantity, GRN PO quantity, and GRN PO amount, GRN without PO quantity and GRN 
without PO amount.  

       # 
C. Store Related Reports 

 
F.1  Stock Transaction Report 
       This report shows, total transaction i.e .total GRN’s and Issues of material for  
        selected project and  store  in given date range. 
 

                                                
# IDH_POBR 
# IDH_MATRECRPT 
# IDH_STRRELRPT 



 
F.2  Stock register Report  

 
 

 
Path: Site/Reports/Stock Register report 

 
 

 
F.3. Stock Ageing -   
 
         This report shows stock quantity available of materials for selected project, Selected Store, 
Selected Material for 30, 60 and 90 days. 
 
  

 
 

 
        
       F.4   Stock (Back Dated) 
                This report shows stock available on back date i.e. selected date. 
         
       F.5  Contractor material Browse 
               This report shows material qty. received  and issued  by contractor in given  
               date range 
                 
 
       F .6  Stock Summary Report 
                 This report shows opening balance , closing balance , total received and total  
                  Issued qty of materials  in given date range. 
 
       F.7 Material Reconciliation Report 
                This report shows total GRN qty , total Issue qty of materials in given date  



                Range .Total GRN qty divided into its various types( GRN supplier, GRN  
                contractor ,GRN IST) also Total issue qty divided into (Issue to task,Issue to  
                contractor, issue to IST) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



# 
 

CHAPTER 7: PRACTICAL ASSIGNMENT 
 
A. Create new supplier having following details 

1. Name Sudhanshu Traders   Uday Trading 
Company 

2 Owner  A.B. Agrawal          M. P. Khatri 
3. Address S.no-20, Pune            
4. Contact   
 Phone   
 Fax   
 Mobile   
5. Legal   
 C.S.T.   
 L.S.T.   
 I.T.   
6. Others   
 Register Date: 23-5-2005   
 Credit Capacity: 30 Days   
 Grading: A   
7. Create Account     
 a) Name of Account: -  A.B. Agrawal  
 b) Select Company: - Asia Construction 

Company 
 

 c) Account Type: - Purchase Account  
 
B. Fill the Rate Master Having following Details 

Description Cement 43 
grade 

Crushed Sand Aggregate ¾” Aggregate ½” 

1.‘New rate’ group 
name 

Cement Bulk 
Material  

Bulk Material  Bulk 
Material 

2.Brand 1) ACC 2) 
Ambuja 

   

3.Rate 220 1500 1200 1100 
4.Conversion  factor 1 2.83 2.83 2.83 
5.Commercial Unit Bag of 50 Kg Brass Brass Brass 
6.Supplier Sudhanshu 

Trading Co. 
Uday Trading Company  

  
C. Create Brand in Brand Master  

 ACC 
 Ambuja 
 Vasavdatta 
 Ultratech 

 

                                                
# IDH_ASSIGNMENTS 



F. Generate requisition having following details: 
Task Name Material Requisition 

Date 
Required 
Date 

Brand Current 
Quantity 

1. 1st slab: 
Slab & Beam 

a. Cement 43 
Grade 

1/10/2006 10/10/2006 ACC 50 

 b. Aggregate 
½” 

1/10/2006 10/10/2006  5 

2. 2nd slab a. Cement 1/10/2006 10/10/2006 Ambuja 50 
 b. Aggregate 1/10/2006 10/10/2006  5 

  
G. Approve requisition having following details:  

 Project – “World Trade Centre” 
Material   Task Name   Approved Quantity  

 Cement 43 Grade 1. 1st slab: Slab & Beam  40 
    2. 2nd slab: Slab & beam  50 
 Aggregate ½”  1. 1st slab: Slab & Beam  2 
    2. 2nd slab: Slab & Beam 2 

 
F. Raise P O  (For Requisition in Pt. E) having following details: 

Project: World Trade Centre  
Material Approved Qty. Brand Supplier Rate 
1. Cement 40 ACC Sudhanshu 

Traders 
220 

 50 Ambuja Sudhanshu 
Traders 

220 

2. Aggregate ½” 2  Uday Trading 
Co. 

1100 

 2   1100 
Tax Scheme: VAT 4% 
P O Date: 2/10/2006; Valid date: 01/04/2007 
Other Charges: 1) Transport – Rs. 200/- (Om construction)  
 

G. Approve Purchase bill, which is generate in Pt. F.  
 

 
 

 
 

 
 
 

 

 
 
 


