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From your Tyler Home screen select ‘Requisition Entry’ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

From the Requisition Entry screen click on ‘Search’ 
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To Search for your Requisitions, you can search by your Tyler User ID. Enter it here. 

Then, click ‘Accept’ here. 

 

 

 

 

 

 

 

 

 

 

OR ….. 

 

 

If you know your Requisition Number you can search on that by entering it here.  

Then, click ‘Accept’ here. 
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You will then see a screen similar to that shown below. If your Requisition has been approved and 

converted to a Purchase Order you would see that Status indicated here. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You will see your system assigned Purchase Order Number here. Make note of this PO Number. 
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From your Tyler Home screen select ‘Purchase Order Central’ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You will then see a screen similar to that shown below. From the Purchase Order Central tab, you can 

enter your Purchase Order Number here. Then click the Search icon. 
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Your screen should appear similar to that shown below. 

You can now see a brief overview of your Purchase Order. 

To view a PDF version of your Purchase Order click the TCM icon.  

 

 

 

 

 

 

 

To see a Detailed Summary of your Purchase order, click on ‘Details’ here. 

Your screen should appear similar to that shown below. 

To view a PDF version of your Purchase Order, click the TCM icon.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You can also inquire on Approvals, Attachments and Invoices from this screen. 
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Your Purchase Order will open as a PDF formatted document and should appear similar to the 

document below. 
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From this screen you can also:  

SAVE your Purchase order, or…. 

 

 

 

 

 

 

 

 

 

 

 

 

 

ATTACH your Purchase Order to and Email, or…. 
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PRINT your Purchase Order for delivery to your vendor. 
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