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Requisition Approval  

Objective 
This document provides instruction for approving released requisitions. It is intended for 
personnel responsible for approving requisitions. 

Overview 
The Workflow Detail Web part, in conjunction with the Workflow business rules, establishes an 
electronic approval process for requisitions. When a requisition is released in Munis, the 
requisition is submitted to an approval process. The requisition must be approved by all 
necessary approvers in order for it to be converted into a purchase order or contract. This 
document describes the approval process using the Tyler Dashboard Workflow Detail Web part.  
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Procedure 
Munis Workflow transactions are approved using the Approvals card on Tyler Hub. 
Note: If a subordinate tells you they released their transaction for your approval but you do not 
see any change in the Approvals image, click on Home or press F5 on your keyboard to refresh 
your screen and pull any items pending approval immediately into your screen. 
 

 
To approve an item: 

1. Double-click the Approvals card to list all items currently awaiting approval.  Use the By 
Date or By Process Code options to sort the items.  
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2. Review the items awaiting approval.  
3. To view additional information, click the Detail link to view the item in the applicable 

Munis program. 
 

 

The View Details option  
Once you click on the blue link, you are able to view more details for the item within the Web 
part and provide a very simple overview of the transaction.  

Mid Del Schools prefers that you use this option, which allows you to view the item in the 
associated Munis program. 
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1. The program opens the Requisition Entry program, with the selected requisition as the 
active record. 

 
2. Review the requisition, paying careful attention to details included in the General Notes. (If 

vendor quotes are associated with the requisition, it can be found in TCM by clicking .) 
To view the line detail for each line item, select Line Items in the menu ribbon.   

3. From this screen, you have 4 choices: 
o Approve.  This approves the requisition as recommended and forwards to the next 

approver. When all approvers have approved, Purchasing personnel are notified. 

o Reject using the buttons on the bottom of the screen. If you reject the requisition, you 
must enter a comment or reason why. Please be as explanatory as possible, 
instructing the originator on how to correct the requisition or asking them to delete it.   
Change the status of the requisition to Rejected. Munis requires that you add a 
comment for your action. When you click OK to save your comment and reject the 
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requisition, the program notifies Purchasing personnel of the rejection and the 
reason.   
The status of rejected requisitions is changed from 6–Released to 1–Rejected. The 
status of approved requisitions remains at 6–Released until the approval of the final 
step in the approval process. At that time, the status changes to 8–Approved. 
Requisitions with a status of 8–Approved are eligible for conversion to purchase 
orders. Rejected requisitions may be corrected by the originators, and resubmitted to 
the approval process. 

o Forward to another approver.  The program prompts you to provide a comment for 
your action. To complete the forward, select the Workflow approver from the list and 
then provide a comment in Comment box. When you click OK to save the forwarding 
information, the program forwards the requisition to the new approver. 

o Hold for future review.  If you hold the requisition, you must enter a comment or 
reason why. Please note that requisitions in a status of hold are still reserving the 
monies on the requisition and these monies cannot be used elsewhere.  A status of 
Hold allows you to keep the requisition in your approval queue. A comment is 
required for this action. To place a requisition on hold, enter a comment and then 
click OK to hold the approval process.  
The held requisition will remain in the Workflow Requisition Approval folder until 
action is taken. 

 
4. When you have completed the requisition review, close the Requisition Entry program and 

return to the Tyler Hub.  
5. Repeat these steps until all items have been reviewed and appropriate action taken. 
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Forwarding All Transactions to another approver 
If you will be unable to approve transactions for one or more days, you can globally forward all 
transactions to another approver. 

1. To turn forwarding on, click on Settings on the Workflow Approvals.   
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2. On Approval Settings you are able to select whom you would like to forward all of your 
approvals.  

•  You can also use Selective and Schedule Forwarding for your approvals. 
3. You will notice on your Tyler Hub tile that Forwarding is On 
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Turn off Forwarding by clicking on Reset Forwarding. 
 

 

 

Click Save  
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