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• Multiple new site managers hired on at once.
• Everyone had resources compiled, but they were scattered rather than

being centralized in one location for ease of use.
• We needed something that could be updated as guidelines changed.
• We combined existing resources into a OneNote Notebook with

different sections.
• Members of the team can add content and new sections as need

arises.
• The next step will be creating videos or tutorials for standard

procedures – these will also be hosted in the Crash Course.

How it Started
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Overview of OneNote
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• This section gives a broad overview
of the job / has a table of contents for
easy finding of material.

Introduction
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• Creating a PO has a lot of steps -
this breaks down the steps into easily
manageable, actionable items.

• Also contains helpful guidance
documents to easily access them
while writing the PO (links to the
most recent versions of documents
available).

Creating a Purchase Order
(PO)



7

• Goes over how to enter Schedule of
Pay Items (SPI) and Task
Assignments (TA) in Storage Tank
Contamination Monitoring (STCM).
Also has language for approving in
Ariba on Demand / My Florida
Market Place (AOD).

Creating a Purchase Order
(PO) Continued
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How to Complete a TA–
Video Example
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• A lot goes on during a PO, this
breaks down what to do at each step
of the process.

• It also contains the review letter
template we use as well as guidance
documents like pay item
descriptions.

Active PO’s
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• This has templates for completing a
Contractor Performance Evaluation
(CPE) in STCM along with the Owner
Survey.

PO Ends
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• Throughout the notebook if a reference
document is used throughout the whole
process, we place it here then link it throughout
the OneNote Notebook.

Miscellaneous Section
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Quick Demonstration
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• Everyone has access to templates, guidance documents, and
procedures.

• Links to relevant pages and templates on Department of
Environmental Protection’s (DEP) website, allowing us to quickly grab
what we need.

• When a new Site Manager starts, the Crash Course gives them a
quick reference for standard procedures, reducing the learning curve
for the job.

• Everyone on the team has access to update the document. This allows
them to add or update sections when they encounter something new.

Pros
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