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

 

2) On the toolbar, click the Add + button. 

 

3) If this is the first time the user is entering Requisitions, click on the Custom Interface button on the 
toolbar. Select Fairfield Req from the Custom Interfaces drop down and click Apply. A user will only have 
to do this once and the setting will be saved in Munis going forward. 

          

4) The system will automatically fill in the year (current fiscal year), Requsition Number, Created Date, 
and the Department (based on user default), Type & PO Expiration Date. 

 



5) Fill in the below fields: 

Year: Leave as default unless creating for a future fiscal year. 
Requisition Number: Tab through – do not change. 
Created Date: Tab through – do not change. 
Department: This will default to the users home department, but can be updated based on the desired 
workflow. 
Description: Enter a description of the goods or services. 
Buyer: Optional field – can enter the main contact for the purchase/service. 
Type: Leave as Normal, unless a special circumstance. 
Purchase order: Greyed out, the system will assign this. 
PO Expiration: Defaults to the end of the current fiscal year. Update this to the end of the 
contract/project period if this is for a service. 
Project Accounts Applied: This can be left as checked. 
Receive by Amount: Leave unchecked. 

6) Scroll down and click on the down arrow to show the User Defined Fields (3). 

The first field is required and needs to be filled in based on the procurement process. If there is an 
associated Council Resolution, enter the Resolution number in the 2nd Field under Council Resolution #. 

 

The 3rd field for Resolution Source Dept is specific to certain departments. If this does not apply, leave 
this field blank. 

 

7) Click Save in the bottom right corner once all field are entered. A red Error will show in the bottom 
right if one of the required fields was not entered. 

8) Click on Add Item under the Items section. 

 

9) The below screen will appear to enter the Item Details. 



 

Fill out the below fields: 

Item: Tab through. 
Contract: Tab through (if Requisition is associated with a Contract, see separate Instructions for Creating 
a Requisition with a Contract). 
Description: Enter a description of the goods or services. 
Vendor: Enter the vendor number, the 3 dots on the right can be used to lookup up the correct vendor 
or you can start typing the vendor name and the system will give available options that match that 
vendor. 
Ship to: Choose a Ship to address based on the department/division. 
Email: Enter the contact person’s email address. This will show on the PO printout if sending the PO to a 
vendor. 
Quantity: Enter 1 as the quantity. 
Unit Price: Enter the entire amount of the purchase (including sales tax and fees, shipping can also be 
included here if it is easier). Leave the Unit of Measure as Each. 
Discount Percent, Freight Amount, Credit Amount: Enter if applicable, but will usually be left as 0. 
Line Item Total: Will automatically calculate based on the above inputs. 
 
10) Click on Add Allocations under the Allocations section. 
 

 
 
11) Click on Enter GL account to type in the account code. 
  

 
 



If the entire purchase is to be allocated to one account code, then hit Save after entering. If it is to be 
split amongst different account codes, change the Percent or Amount and hit tab to open up another 
Allocation line and enter another GL account. In this example, the cost was split 50/50 between two 
account codes. 
 

 
 
12) If multiple items need to be entered on one Requisition, click Save and Add Item and repeat Steps 9-
11 until all Items are entered. In this example, I added a truck for $35K as Line Item 1, and a warranty for 
$5K as Line Item 2 for a Total Cost of $40K. 
 

 
 
13) Once all Items are entered, hit the Back arrow in the top left corner to go back to the main 
Requisition page. Click on the Attach Paperclip Icon to attach documents in TCM. 

 

14) Click on Requisition Attachment. 

 



15) Click the + button to Add a New Document, then the Up Arrow Button to Import Attachment. 

 

16) Choose or drag and drop a file in and click Import. Click the Save icon in the top left to save the 
documents in TCM. 

    

17) Click the X in the top right corner to exit TCM. Do not close out of the Google Chrome tab. 

 

18) The Requisition Attachment Count should update to 1 when the document was saved. Click Save to 
close out if this window. 

  

19) To release the Requisition, click on the Release icon on the Toolbar. 



 

20) Hit OK when the below message pops up.  

  

The status should show as Released in the top left corner. 

 

21) To view where the Requisition is going in Workflow, click on the Actions/Approvers Stoplight icon in 
the Toolbar. 

 

22) This will show all the Workflow steps as well as where the Requisition is in the approval process 
(Status will say Current at the current step, Queued for future steps, and Complete for completed steps). 



 

23) To Search for an existing Requisition, go back to Requisitions from the Tyler Menu. If you know the 
Requisition number, enter it directly in the Search bar. If not know, click on Advanced Search magnifying 
glass icon. The below screen will appear. 

 

You can search by a variety of fields, the easiest probably being the Department, Entered By, or Vendor 
fields. You can also Save a Search if you need to come back to it frequently using the Save button in the 
bottom right corner, and entering a name for the Search. 



 

This will now show in the My Searches drop down in the top right corner. 

 


