
Closing a PO in Tyler: 
1) Go to Purchase Order Change Order in Tyler under Financials > Purchasing > Purchase Order Processing > Purchase 
Order Change Orders 

 

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

 

3) If the PO has a balance on it, you have to hit the “Cancel PO” skittle. If there is a zero dollar balance on it, hit the 
“Close PO” skittle on the Menu bar. 

 

  



4) Put in an Effective Date of Changes (typically this would be current day) and a short Journal Description, then hit 
Accept. If closing between fiscal years, make sure the effective date is in the fiscal year you want this to be closed in. 
Example: if you are closing a PO for FY 23/24 but the current date is in July 2024 (FY 24/25), you would want to change 
the Fiscal Year back to 2024, Fiscal Period to 12, and the Effective Date of Changes to 06/30/2024. 

 

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

 

6) When 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. 

 

7) The status of the PO should change from “8-Printed” to “0-Closed” and the Balance/Open amount should now be 
zero. 

 


