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

I nange e Fairfie A TRAINZ | 04/29]
Contract
Cortract * 324000173
Method * -
Line ltems * -
Customer *
Vendor *
Address

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

Contract * 324000173 Statue Erered by
Method * -~ POSTED = Emersd
Linetems* | None ~ NONE . Modified

Customer *
Vendor ¥ 2488 REGIONAL GOVERNMENT SERVICES AUTHOR Vendors (1)

Address



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.

Qutput X
Qutput type
O Muniz printer
® Save in | Munis spool directory -
Save T
File name [ cmentpst0003 |

saveastype | Plain text (.txt) e

Coemment: Szves to a file retrievable from the Saved Reports program.

You may accept the default or enter your cwn file name.

Report title

| CONTRACT CLOSE REPORT |

Qutput style Qutput options
Landscape Copies 1

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

(i) Munis

The contract was successfully closed.

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

Status
na CLOSED L
ange Urde MOME bt

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:

of 1 1< < ’ 2l CLOSE is not allowed for contracts with open purchase orders.




