
Workflows



How is workflow determined?
 Current workflow is driven by the account code on the 
invoice/requisition:
oCauses issues when multiple account codes are used
oHas to be constantly updated when account codes are 

added/changed
 New workflow method will be driven by the 5-digit department 
code on the Invoice, Requisition, or Contract Entry screen:
oDepartments can control which approvers will receive the 

invoice/requisition based on the department code
oCan easily add or update workflows to fit each department’s 

needs/preferences



How does the new workflow work?
 Each user who enters items in Tyler will have a “default” 
department code for their most used workflow. We have 
set these in the system already but can easily update these 
if needed.
 The user’s default department code will automatically 
populate when entering a new invoice, requisition or 
contract. 
 The department code can also be overridden and 
updated to a different code if a different workflow needs 
to be used.



Requisition Example



Invoice Entry Example



Contract Entry Example



What are the different Workflows?
 A spreadsheet is being sent out with ALL workflows city-wide and 

can be filtered for just your department/division.

 There are 4 different types of workflows for each department 
code:

 Invoices with no PO/Contract

 Invoices with a PO/Contract

 Requisitions

 Purchase Order Change Orders

 The spreadsheet shows the order of approvers at each step and 
each person’s approval limits/role in the workflow.



Invoice Example: No PO/Contract

Department Code: 
60201
*PW-Operations-
Traffic



Workflow:

Step 30: Manager
Step 35: Deputy Dept Head
Step 40: Dept Head
Step 45: CMO Assistant
Step 50: City Manager
Step 60: Accounting
Step 80: Account Payable

*Per the City’s Admin Policy, invoices 
over $25K that do not have a PO or 
contract must be approved by the City 
Manager. This will trigger automatically 
in Tyler when there is no PO or contract 
entered in Invoice Entry.



Invoice Example: With PO/Contract



Workflow: Step 30: Manager
Step 35: Deputy Dept Head
Step 60: Accounting
Step 80: Account Payable

*Since Mike Gray has a $500,000 
approval limit as the deputy 
department head for invoices with 
a PO, it does not go to the 
Department Head or City Manager 
for approval.



Invoices with a PO/Contract
 If a PO or Contact is added in Invoice Entry, the Department Code will 
automatically update to the Department code on that PO or Contract.
This can be overridden if it is not the desired Department Code/Workflow for the 
invoice.
The Department codes on the Contracts have been updated to either the 
department that originally initiated the contract, or the department that uses it 
the most.
For Contracts used widely throughout the City (For example, Alkar for temporary 
staffing services), the department code has been set as 01000-City All. This 
department code does not have a Workflow and will need to be updated before an 
invoice is released. If it is not updated, it will come to accounting and the invoice 
will be rejected.



Requisition Example:



Workflow:
Step 10: Accounts Payable
Step 30: Manager
Step 35: Deputy Dept Head
Step 40: Dept Head
Step 45: CMO Assistant
Step 50: City Manager
Step 60: Accounting
Step 70: Purchasing

*Purchase Order Change 
Orders workflow would 
follow the same steps 
except Step 10 would be 
excluded since the vendor 
was already verified on the 
original Requisition.



Purchase Order Change Orders:

The existing Purchase Order will 
have the department code that 
was originally used on the 
Requisition. If the department 
code is incorrect when 
beginning a Purchase Order 
Change Order, click the Update 
button, type in the correct 
department code, and click 
Accept before proceeding with 
the rest of the Change Order.



Questions?
 Contact Tyler Help (tylerhelp@fairfield.ca.gov) if you need 

workflows updated or additional workflows created for your 
department.

 While the department codes were updated on Contracts, the 
department codes on existing PO’s were not updated. We can 
assist in updating these on an as-needed basis (email Tyler Help).

 These slides and Department Code Workflow spreadsheet will be 
available on the ERP page on OTIS.


