
Tyler Topic: Purchase Order Change Orders 
1) From the Tyler Menu, go to Financials>Purchasing>Purchase Order Processing>Purchase Order 
Change Orders 

 

2) If you know the PO number, click the Search Icon and type in the PO number and hit Accept. If you do 
not know the PO number, you can Browse all the PO’s to find the correct one. 

Search by PO number:  

 

 

Browse all PO’s: 



 

 

The Search function can be used at the bottom left of the next screen to Search by Vendor Name. Enter 
a portion of the Vendor name with the * symbol, Use Vendor Name in the first drop-down option, and 
From Top in the last drop-down. The Click Go.  

 

Double click the correct PO or hit Accept after selected. 

 

3) Once the PO is open on the screen, click the “L” Line Items skittle. 

 

4) This will bring up the total original PO amount, as well as the allocations per account code. If you have 
multiple account codes for the PO, you will want to screenshot this to use later. Click on the Update 
pencil icon. 



 

5) Type in a description for the Update (PO Increase, PO Decrease, etc.). You may also have to change 
the period field to match the desired Effective Date (For example- Period 1 is July, Period 2 is for August, 
etc.). Then hit Accept. 

 



6)  This will open up the fields under NEW to type in the new PO amounts. The field under CURRENT are 
the original PO amounts. THIS IS IMPORTANT- instead of typing in the amount of the increase/decrease, 
you have to add/subtract the increase/decrease amount to the CURRENT Unit Price to get the NEW Unit 
Price.  

For this example- we are going to increase this PO by $50,000. CURRENT Unit Price of $4,149,611.53 + 
$50,000 Increase = $4,199,611.53 NEW Unit Price. Type this new amount in the Unit Price field and hit 
tab. This also might be useful to screenshot and save and include in your TCM attachment so the 
approvers know how you arrived at the new amount. 

  



7) This will also open up the GL account codes and amounts at the bottom of the screen. Tyler will 
automatically spread the increase amongst the different lines. If you only have one account code, this is 
not an issue. If you have multiple account codes on the same PO line, and you only want the increase on 
one of the account code lines, you will have to manually update these numbers (this is where the 
screenshot from earlier will come in handy). 

For this example, we only want the increase to be reflected on the last line for the 465 account code so 
we have to change the other two lines back to their original amounts from the screenshot we took 
earlier. Then add the $50,000 increase to the original amount on the 465 account code line from the 
screen shot earlier and type in the new amount and hit Accept. Click through any budget warnings and 
hit No if the Fixed Asset window pops up. 

 

This is the only line that changed amounts, the other lines were changed back to their original amounts 
from Step 4.  

8) If there are multiple lines on the PO that need to be updated, use the arrows in the bottom left corner 
to move to the next line item and update if needed. In this example, there was only one line item so it 
shows 1 of 1. 

 

9) Once finished with all line items, hit the Back Arrow.  

  

10) Attach the back-up documents in TCM using the Attach Paperclip icon. Once the back-up is attached 
in TCM, hit the “R” Release skittle to release to workflow. 

 

11) If you need to come back to view the Change Order (or let’s say you didn’t have the attachments 
ready or forgot to Release it), follow steps 1 & 2 to bring the PO back up in the Purchase Order Change 
Order screen. The bottom left corner will now show there two records for this PO. The first record is the 
original PO, and the second record is the PO Change Order. 



 

12) To see where this is going in Workflow, go to the Change Order record (record 2 of 2). In the bottom 
right corner of the screen, hit the Approvers button. 

 

Select the Current POM Approvers and click OK. 



 

This will show all the approval steps and where it currently is in the Workflow process. Click on Expand 
All at the bottom to see the people assigned in each step. 

 

 


