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Introduction 
 

Purpose 

The Requisition to Purchase Order Process is to be used for New Munis User Training and a Reference 
Guide for intermediate and advanced users.  

 

Overview 

This document outlines the procedures needed to complete the Requisition Entry to request goods or 
services required by departments and conversion to a Purchase Order.   

The following will be covered: 

• Create a Requisition 
• Link to Term Contract 
• Add notes for internal use 
• Add Vendor Sourcing Notes 
• Add and View attachments 
• Release the requsition into workflow for approval 
• Department converts Requsitions $3000 and under to Purchase Orders 
• Review History 

 

Purchase Order – The City’s written document to a supplier formalizing all the terms and conditions of a 
transaction, such as a description of the requested items, cost of items being purchased, delivery 
schedule, terms of payment, and transportation. 
 

Click here to review the City of Round Rock Purchasing Policies and Procedures Manual  

 

 

 

 

            

http://employees.roundrocktexas.gov/wp-content/uploads/2019/03/City-of-Round-Rock-Purchasing-Policies-and-Procedures.pdf
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Tyler Menu 
 

Follow the path on Tyler Menu for Requisition Entry or use the Search Field and select from the results. 

 

• Click on Tyler Menu  
• Financials 
• Purchasing 
• Purchase Order Processing 
• Requisition Entry 

 

 

 

 

 

 

 

 

 

 

Tips:  Hover over a selection from the Menu, right click and add to your favorites. 

Save time by having your Vendor Number and Commodity Code(s) ready enter before you start the 
Requisiton entry process or you can use the lookup features in the Requisition. 

If you have any questions or need help please contact Purchasing for assistance.  
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How to enter a Requisition 
From the Requisition Entry Screen.     

1. Click Add in the Munis Ribbon. Use the Tab key to move throughout the requisition main page. 

• Dept/Loc field defaults to the Requestor’s department number.  

o Ship To address defaults from the User’s default Dept/Loc.  

• Fiscal year autofills with the current year.   

• Status autofills to 2 – Created, along with the date entered and the Requestors User ID.   

• Receive By defaults to Quantity.   

• Requisition Number is assigned by Munis. Starts with Fiscal Year. Example: 202225.   

• General Commodity is a required field. Enter the three-digit Commodity Class.  

• General Description is used to name your Requisition. Overwrite the default description to a 
summary of what is being purchased, the Project or City Event name. This description will print 
on the Memo line of the check to the vendor. 

• Needed by date is when the Goods or Services will be delivered by the Vendor.   

• Entered by date will default to the date the requisition is entered 

• PO Expiration date should autofill to the last day of the Fiscal Year Example: 09/30/2020  

• Project accounts applied box is check only if your Requisition will be charged to a Project 
Account. You must have Project Account access to enter a Project Requisition.   

o See page 19 for additional Project Order instructions.  
• Tab to Vendor Section. 
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Selecting a Vendor 
 

2. If you know your Vendor Number, enter it here. Press the Tab Key to bring in the Vendor address 
and Remit number. Delivery Method should be Print, uncheck any other boxes. 
 
 
 
 
 
 
 
 
 
 
 
 
• To search for a Vendor, click the search button.   
• Type the Vendor Name (Partial Name works best). Click Accept.  

 

 

 

 

 

• If more than one address is listed for the Vendor, select the address that matches your Quote.   
• If the address is not listed, contact Purchasing to update or add the address from your Quote 

before continuing. A new W9 may be requested from the Vendor before a change is made. 

 

 

 

 

 

Tip:  You can look up the Vendor number prior to entering the requisition by using Vendor Inquiry from 
the Tyler Menu. 
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Adding Notes 

There are two types of notes listed when entering a Requisition. 

3. General Notes – for internal information for the Approver(s), Purchaser, Justification of Purchase, or 
additional information that didn’t fit in the General Description field needed for processing the 
Requisition and will not print on the PO.  
 

 
 
 
 
 
 

• Click General Notes, the box opens ready to enter your internal notes.  If the request is over 
$3,000, include the Department Contact information. Click Accept and Back. 
 
 
 
 
 
 
 
 
 
 

4. Vendor/Sourcing Notes – will print on the PO.  The Requestor will add Standard Note #2 on 
Requisitions, filling in all required information. Purchasing will include their contact information for 
Requisitions over $3000. 

 
 
 
 
 
 
 
 
 
 
 
 
 

• Click on Vendor/Sourcing Notes  
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• Click Import from the Ribbon Menu 

 

 

 

 

 
 

• Import will open the Standard Note List. Select Number 2, double click or click Accept. 

 

 

 

 

 

• Click Update.  
 
 
 

• Enter the Quote number and Date 
 

• Enter Department Contact, Phone Number and 
City Email.   
 

• If this purchase is from a City Contract add the 
City Contract number, if it’s from a Cooperative 
Contract, add the Cooperative name and 
Contract number.                         
The Cooperative Contract Number must be 
listed on the Quote.  
 

• Add any specific instructions for the Vendor in the additional notes section. 
 

• When you are finished, click Accept, then click Back to 
go return to the main page.  
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5. Shipping and Billing section.  
 
• The Ship To address defaults to the Requestor’s Department. This can be changed if 

goods/services will be delivered to a different City location. Use the look up to view City Ship-To 
addresses. If Contact email is entered on Standard note #2, no need to add it here. The 
Reference field can be used for Job name, etc. 

 
 
 
 
 
 
 

6. Miscellaneous Section   
 

• The Requestor will select the Buyer for all Requisitions. This will be the Requestor or the 
Department Contact. Click the lookup button to search or enter the 6455 User ID.  

• Review – Is not used. 
• Type – is defaulted to N – Normal, this is not changed unless the order is a Blanket Order.   

o See page 17 for Blanket Order instructions. 
• PO – will autofill with the PO number by Munis when the Requisition is converted. 
• Notify originator defaults to checked so the Requestor will receive an email and Dashboard 

Notification when the Requisition has been converted to a PO or if it has been Rejected, notify 
of overages is not used. 

 

 

 

 
           
7. Contract Section 

• If this purchase is through a City Term Contract, enter or look up the Contract number. The 
Contract number must match the one entered in the Vendor Sourcing notes. Contracts for a 
one-time purchase will not be entered in Munis but will be referenced in the Vendor Sourcing 
Notes.    
 
                      
 
 

• Use the look up button to view the City Manager (CM) or Council Resolution (R) number.  
o See page 20 for additional Contract order instructions.            
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Adding Lines to a Requisition 
 
8. From the Main Page, Tab through remaining fields until the line items page opens or click Accept 

and select Line Items in the Menu Ribbon.   

 
• Click Add.  

 
 
Line 1 is created, Quantity defaults to 1. Change the quantity to be ordered if other than 1.   

• Enter the 5-Digit Commodity code or click on Commodity look up. 

• The Commodity look up brings in the 3 Digit Class that was entered on the main page of the 
Requisition. Click Accept 

 
 
 
 

 
• Select the 5-Digit commodity that best fits your purchase. Double click the line or click Accept to 

bring the commodity code to line items page.      
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• Tab to the Description Field. Replace the default commodity description with the description of 
goods/service to be purchased, matching the quote or contract item description. 

• Tab to Unit Price and enter the quoted price. Override if a price defaults in this field.  
• Unit of Measure (UOM) defaults to Each. Use the dropdown to change to one that best fits the 

purchase.   

 

• Do Not Use - Freight, Discount and Credit fields, Tab through. 
o If you have Freight or Shipping charges, enter as a separate line on the Requisition.   
o A Discount will be noted in the line description and taken off the Unit Price of that line.   
o A Credit or Credit Memo will be turned in to Account Payable to process.    

 
• Tab through Vendor item no. Bid and the Requested by fields. Leave blank.   
• Tab to Seq 01, the Org field will default to your eight-digit Fund/Dept code, change if needed. 
• Tab to the Obj code and enter the four-digit account or use the lookup field.   

*Only Org and Obj codes you are authorized to spend against will be displayed in the look up feature. 

 

• Continue with the Tab key to the Amount field. GL Bud should be U (Under Budget).  
• Click Accept.       

*If charging to multiple Org or Obj codes, see page 12 for Entering a Split Distribution.  

• If you have only one line to enter, click Return to go back to the Requisition Main page to review 
your Requisition and attach documents.  
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9. Requisition is now Status: 4 – Allocated 

 
• Review your Requisition: correct Vendor selected, Buyer selected, added General and Vendor 

Sourcing notes, lines entered, total dollar amount matches the quote, Etc.  
• Attach the scanned documents for this order in TCM.    

Adding additional lines 

10. If your Quote has multiple lines, or you have a separate shipping charge, click Add (+) to add lines. 
• Follow “Adding Lines to a Requisition” section. 
• When finished, click Back to return to the Requisition Main page.  

 
 
 
 
 

Budget Check Message 

• If a Budget Check Warning is received contact your Supervisor and the Budget Department for 
assistance. If approved, click Enter Override Password. 

• The Budget Department will need to enter their Password here. If you receive a Supervisor 
Override Request, Contact _Budget Team. See page 22 for Transfers. 
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Entering a Split Distribution 
 

• If the line will be charged to multiple departments (Org) or accounts (Obj), you can enter a Split 
Distribution. Change the amount to be charged on Seq 1 line. Tab to Seq 2 line, select Org 
and/or Obj and tab through fields to amount. Remaining amount will be on Seq 2. Click Accept. 

 

Attach Documents to Tyler Content Manager 
 
11. From the Requisition main page, click the paperclip in the Munis Ribbon.  

 

• Tyler Content Manager (TCM) opens. Click the Plus to add a new document. 

 

• Click the Import.  

 

• Choose file or drag and drop file, click Import. 
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• Verify that the document is legible. Click Save 

 

• The document is now embedded in TCM 
• Repeat these steps to add additional documents or Click “X”, on the far right, to exit  

 

Types of documentation to attach are quotes, specifications, Cooperative Landing page, Justification 
form or any other documents needed for processing the Requisition.   
 

Retention Schedule 
 
The Munis Financial System, Tyler Content Manager (TCM), is the designated point of electronic record 
storage of the City of Round Rock issued Purchase Orders and the backup documentation as of July 1, 
2019.   

Existing paper copies collected through June 28, 2019 will be kept for the period required by the Record 
Retention Schedule, Section 4-1 Purchasing Records; Record Number GR1075-03 Purchase Order and 
Receipt Records.   
   
Expired documents will be destroyed by confidential shredding process. 
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Releasing Requisitions  
 
12. When the Requisition is ready, click Release in the upper right-hand corner of the Ribbon. 

                       

• Requisition Status now is: 6 – Released, ready for Approvals. 
• The Approver will see the Requisition appear in their My Workflow and they will receive an 

email. 
• The Approval Status and history by clicking on the Approvers button at the bottom of the 

Requisition.   

• The Approval Steps will vary depending on the Org and Obj and special Funding on the order. 

 

• After the final Approval of the Requisition, the conversion to PO will activate. The final Approver 
will receive a pop-up box that the requisition has been converted. The Requester will also 
receive notification in their Tyler Dashboard and an email. Make note of the PO Number so it 
can be retrieved from TCM. 

   Sample Email: 

 

 

 

 

 

• The Signed Vendor Copy Purchase Order is located in Tyler Content Manager (TCM) 
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Printing/Emailing Purchase Orders 

Once a Purchase Order has been converted it is ready in TCM to send to the Vendor and place the 
order.  

13. Requestor will receive notification through My Workflow on the Tyler Dashboard and an email that 
the Requisition has been converted and list the PO number.   

From Purchase Order Inquiry.  

• Click Search.   
 

• Enter the 8-digit PO number. Click Accept.  

• Click the paperclip drop-down menu, document mapping.   

 

• Select Purchase Order line in Associated Documents. Click View Documents 

 

•  
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• Select the Signed Purchase Order, Vendor Copy 
• Click the download icon 

 

• Open the PDF Copy.   
• From the PDF you can email directly to your Vendor.  If you want a copy for your file, select the 

Department PO copy in TCM, without the signature.  
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Blanket Orders 
To enter a blanket order 

14. Follow the instructions for creating a Requisition and make the following adjustments for a blanket 
order. 
 
• Select Blanket in the Type field          

    

 
• Add the Blanket Clause in Vendor/Sourcing Notes.  

 

 

 

 

 

 

 
• Click Import. Select Standard Note 1, Blanket Clause. Click Accept 

 

• Click update to change the Blanket date 
range if it is different from the Fiscal Year 
End.  It cannot extend past September 30. 
 

• Click Accept and Back.  

 

 

 

 
This clause will print after Standard Sourcing Notes on the Purchase Order. 
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Special Attention needs to be taken if the quanity is unknown when entering lines on a Blanket Order.  
The Quantity should be enterd as the total dollar amount of the line.  The unit price will always be 
$1.00. See Example: 

An order needs to be placed that has a total purchase price of $10,000 

• Enter 10,000 in Quantity 
• Enter $1.00 in Unit price 
• UOM – Unit of Measure will be EACH 
• Tab through Freight, Discount and Credit fields  
• Enter Org and Obj code (Account Number)   

 

 

• Continue following the requisition instructions to complete your order.  

 

If you have any questions or need help please contact Purchasing for assistance.  
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Project Orders 
To enter a Project Order 

15. If the order is to be charged to a Project Account, follow the instructions for creating a Requisition 
and make the following adjustments for a project order.    
 
* You must have Project Account access to enter a Project order.  
* Contact CIP to verify funding and issue you the Project Account to use on your Requisition. 
 
• As you are tabbing through the Requisition entry, you must check the Project accounts applied 

box. 

 

 

• The Seq 01 on the lines of the order now shows Project Account field as the first entry.   
• Enter or look up the Project Account given for your order. Tab through remaining fields. Org and 

Obj Codes will autofill from the Project Account that was entered. 

 

 

• Continue following the Requisition entry instructions to complete your order.  

 

If you have any questions or need help please contact Purchasing for assistance.  

 

 

 



Requisition to Purchase Order Process 
 

 Page 20 
 

Contract Orders 
 
16. By referencing a contract on a Requisition, the purchase amount will decrease the total open 

amount of the contract. 
 

• In the Contract section you can type the contract number or use the lookup field  to search 
for open contracts.   

 

 

 
• Click Search.  

 
 

 

 

• Enter the Vendor name in the Find field, click arrow to open selection from the In field and 
select vendor, click Accept. 

 

• Select the Contract, Click Accept to return to the requisition. 
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• The Contract Description will default. Click Accept or use the Tab key to go to the lines. 

 

 

 

• Continue with Adding Lines to a Requisition instructions on page 9 to add line detail.   
 

The Org and Obj Codes used on the line must be an existing accounting line on the Contract.   

• If an account does not exist or if there is not enough money available on the contract, you will 
receive a hard stop message. The Contract Specialist must be contacted in order to continue 
with this entry. Send details for the changes or addition to be made to an accounting line on 
contract. The request will be reviewed before changes are made.  
 
 
 
 
 
 
 
 
 

• You may receive this Message, click Yes.  

 

 

 

 

If you have any questions or need help please contact Purchasing for assistance.  
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Requesting a Budget Transfer 

17. If you are in the Requisition Entry screen and the following Budget Check dialog box appears, you 
need to request a budget transfer. Talk with your Supervisor and Budget Team for budget transfers 
within your department. They will instruct you on this process. 

 

 

 

 

 

• Once the budget has been transferred, you can retrieve your Requisition to complete the line 
allocation and Release for Approval.  
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How to Print a Requisition 
 
18. Requisition printing or saving as a PDF is not required, but some departments choose to have a 

copy for their records and tracking.   
 

• From Requisitioin Entry, Search for the the requisition you want to print. Click PDF.  

 

• Choose Req Format from pop-up box. Click OK. 

 

 

 

 

 

• Select Org/Obj. Remove check from Print authorized by signature line. Click Accept. 

 

 

 

 

 

 
 

 

 

 



Requisition to Purchase Order Process 
 

 Page 24 
 

This is an example of the Requisition.  This is for internal use only for department to use for internal 
tracking purposes. This is NOT to be used to place an order with the Vendor. The signed Purchase 
order, Vendor Copy must be sent to the Vendor to place the order. 
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Requisition Status  
 
This list indicates the definition of the status of Requisitions: 

• 1- Rejected: The Requisition has been rejected by an approver. The Requestor will receive an 
email with basic information of the rejected order. Click the Approvers button to view the 
rejection comments. To update a rejected Requisition, click the Activate button in the Menu 
section of the Ribbon. 

• 2- Created: The Requisition header details have been entered, but no accounting, ORG or Object 
code have been entered on the line detail.    

• 4- Allocated: The requisition has been entered and has been allocated (charged) to an ORG and 
Object codes, therefore money is being taken from available budget. The Requisition has not 
been released into Workflow. A Requisition must be in a status 4-Allocated to be released into 
Workflow; click Release to initiate the Workflow process. 

• 6 - Released: The Requisition has been released into Workflow and is awaiting approval. Click 
the Approvers button to see the current approval status and history. 

• 8 - Approved: The Requisition has been fully approved in Workflow and is ready to be converted 
to a purchase order.  

• 0 - Converted: The Requisition has been converted to a purchase order. The PO number is listed 
in the Miscellaneous section on the Requisition. 

*To Delete a Requisition the order status must be in either a 2 – Created or 4 – Allocated Status. 

 

Rejected Requisition 

1. To update a Rejected requisition, you will need to Reactivate the order by clicking Activate in 
the Ribbon. This will change the Status of the order to Allocate. The Requestor can then make 
the necessary changes requested by the Approver and release the requisition restarting the 
approval workflow.  
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Unit of Measure  

19. Most Commonly used Unit of Measure (UOM) 
 
• Requisition Line Item defaults to EACH for Unit of Measure (UOM). Change to the UOM that 

best fits what is being purchased.   
• Here are the most commonly used UOM which can be found in the UOM dropdown selection on 

the Requisition line: 
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