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MUNIS TYLER ERP

Reguisition Bntry Process



Training Goals

m Standardize Requisitions between Departments
-  We are issuing more PQO’s than ever - over 600 per year!
- Make processing and approvals easier/faster

m Consolidate our changes to Requisition Entry procedures
- Formalize changes made over the years so there are no “surprise” corrections




What is a Requisition?

m A request to purchase goods or services
m Results in a Purchase Order once fully approved

m Flows from your Department to Finance to Procurement




What is a Purchase Order?

m Formalizes our intent to purchase goods or services
m Once issued, a PO is a contract - they made an offer, the PO accepts their offer

m There are a set of basic terms and conditions on the Vendor Copy of the PO
- Those apply if we have no written agreement.

-  We can also add terms and conditions through reference to another
agreement (i.e., “REFERENCE CONTRACT #23B23’).

We agree to pay the vendor if they do what the PO asks.




Munis - Tyler Hub

Mohave County utilizes Tyler Technologies Munis
Financial Management Software for our internal
procurement automation system. In the Munis
system, the End User Departments submit online
Requisitions which are routed for internal
approvals and provide online status updates.

Users may access MUNIS from their desktop via a
MUNIS (Tyler Hub) shortcut icon or by visiting the
county website,

— go to the Employees link at the bottom right
corner of the page.

To get a Munis (Tyler Hub) shortcut Icon for your
desktop, please follow the instructions in the next
slide or contact Information Technology’s
helpdesk line by calling extension 4357.
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Creating a Munis Shortcut Icon

ConnectWithUs ( £ (80 (>

Employees
m On the Mohave County website, go to the = ' 5o

Employees link at the bottom right corner POLICIES & PROCEDURES
of the page.

m Right click on the Munis hyperlink and E—\  Microsoft 365
copy link address. goggc Microsoft 365 Training
365

Email Quarantine

m Rightclick in an open area on your
desktop

Eagle Recorder
Eagle Treasurer

m Select New and then Shortcut

Laserfiche WebAccess

m Rightclick in the box and select paste
- Select Next
- Name your link
- Select Finish

O
[ Accela Automation
%

’ﬁ " 7
¢ Munis

What item would you like to create a shortcut for?

This wizard helps you to create shortcuts to local or network programs, files, folders, cond
Internet addresses.

Type the location of the item:

https://tylerhub.mohavecounty.us/| Browg

Click Next to continue.




Munis -Tyler Hub

m The Requisition Entry program = . Enterprise ERP Landing Page
accepts and processes
Requisitions, which are e Mohave County, AZ - PROD
department purchase requests f
that precede purchase order . f E
issue. |
m You must have the appropriate PP S
permiSSionS to enter Tyler Menu Favorites /i
Requisitions. If these 3
permissions have not been Q sear e ’
established, contact Information A Enterrise ERP -
Technology’s helpdesk line by T B

calling extension 4357.

System Administration

v
v

~ Reports
v Help Purchase Order Inquiry

Vendor Inquiry

m The current screenshot
displayed shows a sample of print Purchase Orders
one User’s personalized Menu, Purchase OrderEntry
depending on permissions your Requisition Conersion
Menu may differ. Requition pprovals

Purchase Order Change Orders
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Before You Begin- Requisition Entry o

e DO NOT COPY A PAST
REQUISITION - This is how bad/old
information continues to get through

the process!! Supporting
Documents

e Be sure that your quote is complete.
Are taxes and shipping/freight added?

e Be sure you have all your supporting Funds Available
documents available to upload as
attachment(s)!

o Be sure that you attach everything
you are listing in the general notes as
backup!!
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Getting Started - Requisition Entry

":::'. Enterprise ERP Landing Page

m To enter a requisition, go to the
Tyler Menu and type
Requisition Entry, this will
display the Requisition Entry
link below the search bar, and
clicking on it will bring you to Tyler Menu { Favorites /i

the ReC]UISItIOH entry page- Qs _ Recent Activity N
~  Enterprise ERP Asset Inquiry

m Similarly, you can use the Erverree S
Search bar at the top of the Sttt Reustion _
Tyler Hub page or add it to your

~  Purchasing

Approvals Notifications

favorites card, as shown in the S — e o
screenshot. tem Markeplace #
ltem Order Form Requests prd purchase Orcer Enty
m  While your Tyler Hub Menu
may differ from the screen e Feistion gpols
displayed, Requisition Entry is Requision mport #
where you need to be to enter Pt i .
a new Requisition, or to search pucsse e tgpocls &
fOI’ a pl’eVIOUS|y entered Purchase Order Chanae Orders <

Requisition.




Requisition Entry

.-- Requisition Entry [MOHAVE COUNTY]
€ Q B E X & @ B A E e @ & ~ o Q o o 0 e o
&
& B
&
Jendor |
A -
Line
Line odity m Invitem loc  Inv trantype | Description Vendor Qty Unit price ight Disc %
rkflow
My Approvals Approve Reject Approvers
Asterisk indicates that additional notes exist for the line item

m The Requisition Entry window appears.

m  When entering in the fields use all CAPITAL LETTERS as certain fields are case sensitive.




Requisition Entry

"E:ET' Requisition Entry [MOHA’4 COUNTY]
€« Q @ B & = B

Search  Browse Add ReadyForms  ReadyForms Delivery Email  Schedule
Definitions

MAIN  TERMS/MISCELLANEOUS

m Click on the “t+” tool Sign to Create
a New Requisition.

m The fields of the Main Tab open for
data entry.

m Some fields are required, others are
optional. Required fields must be
completed; you can press Tab on
your keyboard to move past optional e
fields.

Line | Commodity Inv item Inv item loc | Inv tran type | Description Vendor

My Approvals Approve Reject Forward Hold Approvers




Requisition Entry

s Requisition Entry [MOHAVE COUNTY]

€ Q + B X = = d B EE

Rack Search Browse Add Update Delete Output Print Display PDE

= |

MAIN  TERMS/MISCELLANEOUS

Main Information

Dept/Loc *
Fiscal year * Current Next

[—

Requisition number *
General commodity

General description
[ General Notes




General Notes

%+ General Notes

Print On PO Import

Requisition Entry [TRAIN DATABASE 52024] = General Notes =

Note

Requisition 2025 25565
Date/Time 2025-

Created By Spoon




Requisition Entry

& = Ec) @~ s s R
pbrms Delivery Email Schedule Switch Form  Line ltemy®” Releass
finitions

Status
Needed by £
Entered * g "By
PO expiration ]
Receive by Quantity Amount

Vendor Informatio

Vendor | = Committed

Name

PO mailing

Delivery method = Print =| Fax = E-Mail

Remit L

B3 Vendor/Sourcing Notes O Vendor Quotes (0)
Line ltems
Line | Commodity Inv item Inv item loc  |Inv tran type | Description




Vendor Notes

"2 Vendor Sourcing Notes

L}
‘ Acoept Cance Print On PO Import

Back

Requisition Entry [TRAIN DATABASE Oct 15 2024] = VenggeSourcing Notes = #

Mote

Requisition 2025 #065

Date/Time #75-04-21 09:35 0

Created By Spopft

/




Requisition Entry

Shipping Information

Ship to *

Email -

Reference —




Requisition Entry

Requisition Entry [MOHAVE COUNTY]

X | a m| + /2 0 & © @2 8 B & ©o|8t. . © 06 6 0 © 06 0 o0 ©
Close Search  Browse Add Update  Delete Output Print Display POF Save ReadyForms  ReadyForms Delivery Email  Schedule Artach SwichForm  Lineltems  Release  Activate Mass Notes Copy = 6L Summary Gale Training
Definitions Allacae Allocations Sales/UseTax  Course
Requisition Entry [MOHAVE COUNTY]
Main Terms/Miscellaneous
Terms Miscellaneous
Discount % Allocation
Freight % [ Buyer
Sales tax group Sales tax % = Review
Use tax group Use tax % = Type
Purchase order
Freight meth/terms
Bill to
Bill to email
Special handling -
Contract Work Order
Number Number
Description Description

Task




Requisition Entry

Line Items

é‘\/e

Accept Gameel

Requisition Entry [TRAIN DATRRASE Oct 15 2024] > Line ltems > Vd

Requisition
Fiscal year| 2025 Number 25566 Line
Detail
Quaniy - Uit prce | ‘s0000
Commodity [ -] (m] oM+ [ EacH
Inventory item [ - () Freight [ E
Location [ Discount percent ‘ .00 |

O Pick ticket Taxable amount [
Type ;

o Purchase Sales tax amount tax gro

Credit [ A
— Line item total

Description *

UNKNOWI

[ Add'l Desc/Notes

Miscellaneous

Manufacturer ‘ Bid ) | [I]
er item no. \ Dept/Loc \ 2700 - PURCHASING
Vendor ‘ - | Required by ‘ o] ‘
PO mailing [ - | Requested by [ -]
Delivery method Print Receipt notification to ‘
Fax Capital asset N
E-Mail WO number [ E]
WO task 0
E-Procurement
_— Notify buyer
Remit [ 0 - @ O

0O vendor/Sourcing Notes

Vendor item no (

1099 box (

Seq Org Obj Project Description A nt GL Bud




Requisition Entry

U ADD your next line and complete the same steps in Line

YOUR REQUISITION SHOULD MIRROR YOUR QUOTE.




Requisition Entry

Requisition Entry [MOHAVE COUNTY]

me+/‘iEﬁ@@BB¢®“@J e o0 (] o ® 6 6 6 o0 o

v ‘
Close Search  Browse Add Update  Delete Cutput Print Display POF Save ReadyForme  ReadyForms Delivery Email Schedule tach SwitchForm  Linektems  Relgase  Activate Mass Allocate Notes Copy GL GL Summary cale Training
Definitiona Allocate Allocations Sales/Use Tax Course

Requisition Entry [MOHAVE COUNTY]




What happens after release?

m “Release” sends the requisition through
approvals

m Generally, the approval flow will be:
- Your Dept (can be several steps)
- Finance
- Procurement Officer

- Procurement Director

m You can check where it is at with the
“Approvers” button, scroll all the way down

Total amount

Workflow

( My Approvals |

* 10
= By source business rule
McDaniel, Nathan
Smart, Stephen
Willistein, Jeremy

w 20

Status

Complete (Approved)

- Any Group Complete

Complete
Auto approved by: McDanN
Auto approved by: McDanN

Complete (Approved)

= By source business rule - Any Group Complete

McDaniel, Nathan

- 43

Complete

Complete (Approved)

= By source business rule - Any Group Complete

Gholson, Dawn
Jaramillo, Sonyia
Ralph, Sheryl

Toledo, Judy

Auto approved by: jarams
Complete
Auto approved by: jarams

Auto approved by: jarams

Activated Date

08/07/2024
08/07/2024

08/07/2024

08/07/2024

08/08/2024
08/08/2024
08/08/2024

08/08/2024

Approvers

Activated Ti




Questions or Concerns?
Don't hesitate to contact us, we're here to help.

m Morgan Michaels, Procurement Supervisor m  Shelli Whaley, Procurement Officer
- MichaM@mohave.gov - WhaleS@mohave.gov
_ x4347 o AAsTe

_ _ m Barbara Spoonhour, Procurement Officer
m Dusty Lewis, Procurement Officer
-  SpoonB@mohave.gov

- LewisD@mohave.gov

- x4321
- el m Josh Kant-Wood, Procurement Technician
m Teresa Garrett, Procurement Officer - KantWJ@mohave.gov
- GarreT@mohave.gov - X4458
-  x4412 Tara L. Acton, NIGP-CPP, CPPB, Director of

Procurement and Central Services
- ActonT@mohave.gov
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