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PURPOSE 

To provide a clear and concise guide for utilizing the Smart Numbering system within the Strategic 
Sourcing platform. Smart Numbering functionality ensures consistent and synchronized numbering 
between sourcing events and resulting contracts, enabling streamlined administrative processes, 
accurate reporting, and alignment with county guidelines. This job aid will assist users in navigating the 
new features, understanding system functionality, and applying best practices to maintain accurate and 
efficient contract management processes within the Strategic Sourcing system. 
 

Note: The Event ID will serve as the Group Multi Supplier (Parent) Contract ID, maintaining a consistent 
numbering sequence from the initial sourcing event to the resulting contract. 

Users with central buyer roles will have the functionality to select the solicitation Contract Style i.e. (ITB, 
RTQ, RFP, etc.) when creating the sourcing event and the event numbering prefix will follow the contract 
style selected. 
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ACTIVITY 1: SMART NUMBERING 

Step Action  

1.  Navigate to: Finance/Supply Chain (FSCM) > Supply Chain Operations > Buyer > 
Create Events > Event Details 

2.  Select Add a New Value 

• Select corresponding Business Unit, Event Format, and Event Type 

• Select the desired Event Style. 
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Step Action  

3.  Select Add 

 
 

4.  Complete all event header required fields. Please refer to the SCM 204 - Create a New 

Buy Event for instructions on how to create a Buy Event. 

• Select the Save Event button 

 
 

• The header details will update the Event ID with the Smart Numbering Event 
Style prefix  

 

https://www.miamidade.gov/technology/library/informs/job-aid/scm204-create-new-buy-event.pdf
https://www.miamidade.gov/technology/library/informs/job-aid/scm204-create-new-buy-event.pdf
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Step Action  

5.  Once all the sourcing event details have been entered, post the event. Please refer to 
the SCM 204 - Create a New Buy Event for instructions on how to create a Buy Event. 

 
 

 
 
 

 

 

 

 

 

 

 

  

https://www.miamidade.gov/technology/library/informs/job-aid/scm204-create-new-buy-event.pdf
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ACTIVITY 2: AWARD EVENT AND CREATE A PARENT CONTRACT 

Step Action  

1.  Navigate to: Finance/Supply Chain (FSCM) > Supply Chain Operations > Buyer > 
Manage Sourcing Events > Event Workbench 
 
Search by Event ID 

 

2.  Select the Analyze Bid Icon that appears to the far right of your Event ID line 

 
 
Scroll down to Bid Action and select Award from the dropdown, then select Save 

 
 

 

3.  Return to Event Workbench and search for the event again. Select the Ribbon icon to 
view Event Details 
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Step Action  

4.  Select Post Award 

 

5.  Note that the Contract ID has been generated. Also note the association with the 
Smart Numbering Event ID 
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Step Action  

6.  Scroll up to the Go To dropdown menu 

• Select Create a Parent Contract 

 
 

7.  Enter your Contract ID and Style ID 

• Select Group Multi Supplier from the Contract Process Option dropdown 

• Select Add 
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Step Action  

8.  Note that Contract ID is the Event Smart Numbering ID 

• Select Additional Details 

 

9.  On the GRI dropdown field, select N – No Grant Funding – w/UAP 

• Select Save 

 

 


