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PURPOSE 

 

Purpose 

This document explains the key activities involved in creating a PO for emergency/hurricane 
purposes. It provides an overview of the sub-processes involved, as well as step-by-step 
procedural guidance to perform the activity. 
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CREATE A PO FOR AN EMERGENCY/HURRICANE 

Step Action  

1.  Navigate to Finance/Supply Chain (FSCM) > Supply Chain Operations > Buyer 

2.  Select the Purchase Orders pane. 

 

3.  Select the Add/Update POs pane. 
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Step Action  

4.  Select the Add button. 

 

5.  Input or search for the Supplier. 
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Step Action  

6.  Select the Header Details link. 

 

7.  Search for the PO Type. 
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Step Action  

8.  Select DE (Disaster Emergency). 

 

9.  Select the OK button. 
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Step Action  

10.  In the PO Reference field enter the assigned EPO number.

 

The remaining steps are that of a regular PO. Click here for the training guide for additional details. 

 
 

https://www.miamidade.gov/technology/library/informs/guide/scm-202-manage-record-purchase-orders.pdf

