
How to make a service requisition for a contractor 

 

Make a work order 

 

Go to the operations tab, enter in “PLTCONTR” for the Work ctr and “PM03” for 

the Control Key. 

 
 

Hit enter. This box will pop up. Fill it out. 
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Mat eria l Gro up 1016 I Co,st Element 

Purch. group 16641t lRI361 Vendor 
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Highlight the operation and click “External”. 

 
 

Click on the limits button towards the bottom of the screen  

 

Enter in the total amount including tax on the quote in both the Overall Limit and 

Expected value fields. Enter in the GL Account number. 

 

Click back . Make sure the work order is released .Click save . 

HeaderData Operations Components Partner Objects Addtional Data Location Pornnin1 

op ... sop Earl.start ... EarliestEnd ... Work ctr P~nt Cont rol key StTextK s .. Operation short t ext 

0010 03/01/2018 03/01/2018 PLTCO!ITR 6601 PM03 REPLACE ALL 4 TIRES 

0020 LEMECH 6601 PM0l 

0030 LEl'.ECH 6601 PM0l 

0040 LEMECH 6601 PM0l 

0050 LEMECH 6601 PM0l 

0060 LEMECH 6601 PM0l 

0070 LEl'.ECH 6601 PM0l 

0080 LEMECH 6601 PM0l 

0090 LEMECH 6601 PM0l 

0100 LEMECH 6601 PM0l 

0110 LEMECH 6601 PM0l 

0120 LEMECH 6601 PM0l 

0130 LEl'.ECH 6601 PM0l 

0140 LEl'.ECH 6601 PM0l 

0150 LEMECH 6601 PM0l 

0160 LEMECH 6601 PM0l 

0170 LEMECH 6601 PM0l 

0180 LEMECH 6601 PM0l 

0190 LEMECH 6601 PM0l 

0200 LEl'.ECH 6601 PM0l 

0210 LEMECH 6601 PM0l 

0220 LEMECH 6601 PM0l 

0230 LEMECH 6601 PM0l 

0240 LEl'.ECH 6601 PM0l 

0250 LEMECH 6601 PM0l 

0260 LEMECH 6601 PM0l 

0270 LEl'.ECH 6601 PM0l 
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This box will pop up. Fill out all the boxes. And click “Attach to External 

Operation”. 

 
  

@ SCOPE OF WORK TEMP LA TE X 

Operat ion 

Scope of work template Number 

Scope of work ttle 

01 DESCRIBE THE WORK TO BE PERFORMED 

0010 

_J~ ~ 
_[BLANK TEMPLATE 

02 DESCRIBE WHERE THE WORK WILL BE PERFORMED 

03 DESCRIBE WHEN THE WORK WILL BE PERFORMED 

04 DESCRIBE WITH WHAT SPECIFICATION THE WORK WILL BE BUILT 

05 DESCRIBE WHO SUPPLIES THE MATERIAL 

06 DESCRIBE HOW THE WORK WILL BE MEASURED 

07 DESCRIBE AT WHAT POINT WILL THE WORK BE ACCEPTED 

Attach t o External Operat ion 



This box will pop up. 

 
 

For location, click on the search box 

 
 

Then click on “Structure Search” 

 

@ JOB SAFETY CHECKLIST 

Operation 

Location 

Description 

0010 

Seivice Property Type 

Description 

Job Safety Checklist 

QUESTION REQUIRED 

General 

Will t he cont ractor be reQuired to prepare and subm~ a formal Health, Safety and Environmental Action Plan bef ... 

Will cont ractor employees be reQuired to participate in works~e drug and alcohol testing> 

Will t his j ob reQuire a full-t ime cont ractor Health, Safety and Environmental representative? 

Will a formal pre-j ob meeting be reQuired for this j ob> 

Will seivices be performed on-s~e? 

Safety 

Will t he cont ractor be reQuired to conduct daily pre-shift safety meetings? 

Will t he contractor be reQuired to conduct documented daily work s~e inspections? 

Will any portion of this j ob reQuire use of fall prevent ion or fall protection? 

Will add~ional or temporary light ing be reQuired tor this j ob> 

Will compressed gasses be used or will welding be conducted as part of this j ob> 

Will t he cont ractor be reQuired to develop a formal evacuation or emergency plan? 

Will t he contractor be reQuired to provide first-aid supplies at the work s~e> 

Health 

Will medical suiveillance or health mon~oring be reQuired for cont ractor employees? 
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D 

D 
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Find the location and double click on it. 

 
 

Fill in “Service Property Type”. Click on the search box for a list to select from. 

Double click on it. 

 

 

-
J Work Areas Description 

• "eil Work Area --
• "eil BOR Boron 

• D BOR-00S BOR Boric Acid Plant 

• D BOR-010 BOR Cogeneration Facilities 

• D BOR-0lS BOR Fusing Plant 

• D BOR-020 BOR Mine 

• D BOR-02S BOR Administration 

• D BOR-030 BOR Main Quality Lab 

• D BOR-03S BOR Pilot Plant 

• D BOR-04S BOR Primary Process 

• D BOR-0S0 BOR Refinery Seivices 

• D BOR-0SS BOR Shipping 
• "eil BOR-060 BOR Truck Shop 

• D BOR-060-200S BOR Field Maintenance Shop 

~ BOR-060-2010 BOR Gas Shop 

• D RnR-060-201S BOR Lube Barn 

~ ~ oii:060-2oiob BOR Main Truck Shop Building 

• D BOK-UbU-L02S BOR Tire Barn 

• D BOR-060-2030 BOR Truck Shop Warehouse 

• D BOR-060-203S BOR Wash Bay 

• D BOR-OSl BOR-OSl Offsite 
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Fill out the check list. 

 
 

Under the Comments section, put in who the designated manager is. 

 

Click the check  

 

This box now pops up. Guess what? You get to fill in that one too! 

 

Click Continue. Save the work order . 

 

You are not done yet! You need to get the requisition number. Open the 

requisition and attach the quote and SHEAP. 

Job 5.ifety Checklist 

QU ESTION 

General 

Will t he co ntractor be required to prepare and submit a fo rma l Health, Safety and Environmenta l Action Plan beL 

Will contracto r employees be requ ired t o p.articipate in worksite drug and alco hol testing? 

Will t his j ob requ ire a fu ll-t ime contractor Hea lth, Safety and Environmenta l rep resentative? 

Will a fo rma l pre-job meeting be requ ired fo r t his job? 

Will se rvices be perfo rmed on-site7 

Safety 

Will t he co nt ractor be required t o condu ct daily pre-shift .safety meetings? 

Will t he co ntractor be required to co nduct documente d daily work site inspections? 

Will any portion of t his job requ ire use of fa ll prevent ion or fa ll protection? 

Will additional or temporary light ing be requ ired fo r t his j ob7 

Will compressed gasses be used or will welding be co nducte d as p.art of t his job? 

Will t he co ntractor be required to develop a fo rma l evacuation or emergency plan? 

Will t he contractor be required t o provide fir.st -aid supp lies at t he work site? 

Health 

Will medica l surveillan ce or health monitoring be required for contracto r employees? 
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You can find the req number by going back into the work order, operations tab, 

click on account data. 

Open the requisition and click on this down arrow. 

 
 

Select Create, then Create Attachment 

 
 

Find the quote on your computer and click on Open  

 

Repeat for the SHEAP. 

 

Now contact the procurement officer and ask for a PO! 
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