
E-Procurement: Tyler Menu > Financials > Purchasing > Purchase Order Processing > Requisition Entry 

Begin by entering a Normal Requisition. Click Add and Type in your normal information: Department, 
General Description, Vendor and select your shipping address.  

 

Click the and select your department and double check the address.  

 

Then click and it will kick you over to the Line Detail. 

 



 

In the top right corner by the green return arrow. You will click  

 

Then it will confirm what vendor you want and you select and click   

 

(Once we get more customers signed up and working with E-Procurement they too will show up. Please 
make sure you are selecting the correct customer.) 

 

 



 

Once you click it will punch you out to the staples website.  

 

  

              

 

 

 

 

 

 

 

 

**** PLEASE BE AWARE THAT 
STAPLES HAS AN ORDER 

MINIMUM OF $35.00 **** 



 

Once you have hit your Order Minimum you want to Click Submit Order. 

 

 

 

 

 

 

 



Staples will close and you will see a webpage that matches this.  

 

  

 

Once you get back into MUNIS click  

 

 

 

 

 

 

Click the web tab x to close 
and go back to your MUNIS 

Requisition Screen. 



 

 

And everything from your punch-out will pull back into MUNIS. 

 

 

Click and add your Allocation Codes 

 

 

 

 

 

 

 



*** IF YOU HAVE MORE THEN ONE ITEM. *** 

 

Click if you added more than one product the quantity will be down on the bottom by the    
  
 arrows.  

 

Scroll through Click  and then click into the allocations 

 

Then click  

 

Once you have updated all your lines and have given them an Allocation Code and proceed 
like normal and  

 

You will then receive a confirmation Email from e.procurement@co.monroe.wi.us sometime 
throughout the day.  
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