Urgent/Emergency PO Process Overview for the period of 11-1-2024 to 11-15-2024

Campus department
identifies emergency
need >S$5,000

Campus department
completes and
submits UMD
Emergency PO
Request Form

Procurement
Manager reviews
request and assigns
to buying staff

Buying staff process
order as an
emergency order

Buyer completes the
Temporary PO

Buyer emails the
Temporary Order to

Campus department

Requisition is
completed to a PO in
Workday

final PO issued

Vendor with cc to Vendor fills order creates requisition in
Workday

campus department
I:I Campus Department
I:I Procurement

i Vendor
Buyer emails Vendor Campus department i\r:\e;g;jczrtiu:;q;zsr
pr— Final PO to bill —) receives itemin = je— _ : Electroni
i . processing against - ectronic
against Workday if >$25,000




	Slide Number 1

