
Closing a Contract in Tyler (Not-to-Exceed, Non-Encumbered and Limitless 
Contracts): 
1) Go to Contract Change Orders in Tyler under Financials > Purchasing > Contract Management > Contract Change 
Orders. 

 

2) Click Search, type in the Contract number you want to close, and hit Accept. 

 

3) Click the “Close Contract” skittle on the Menu bar. 

 



4) If the  Output screen pops up, select “Save” as the Output type and leave the Save in location as the Munis spool 
directory and hit OK. 

 

5) The below message will pop-up, hit Continue. 

 

6) The status of the PO should change from “Posted” to “Closed” and the Available amount should now be zero. 

 
Closing a Contract with a PO Attached: 
1) The PO will need to be closed first before the Contract can be closed (see Instructions for Closing a PO). If there is an 
open Purchase Order connected to the Contract, the below error will show at the bottom of the screen when trying to 
Close the Contract: 

 

 


