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1. Procedures for Requisition Entry
1. Select Tyler Menu> Financials> Purchasing> Purchase Order Processing> Requisition Entry.
2. To add a requisition, select Add (+) icon.

3. On the MAIN tab:

a. Your DEFAULT Department code will auto-populate in the Dept./Loc field.

b. Fiscal Year and requisition number will default in/auto-populate.
c. Tab, General Commodity field, (no entry at this time), Tab
d. General Description field: Enter a brief summary of the overall purchase.  For office supply

orders, please detail the highest valued item to lowest (i.e. TONER, PAPER, PENS).

NOTE: If you have access to more 
than one Dept./Loc. to change the 
department, click on the (…) and 
select the Department you would 

like to use. 
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NOTE: for a larger Board authorized purchase, please enter the Resolution number and 
provide a short description. 

e. Needed by field, please enter the delivery date. (NOTE: In the event, delivery is not identified
on the quote, please use the last date prior to the quote expiration.  For office supply orders,
this is 2 days after the order placement.)

f. Project Accounts Applied box will be checked (UNCHECK this field, if necessary).

g. Tab to Vendor Information.

4. Vendor Information
Enter the vendor number OR If you don’t know the vendor number select (...) to pull up the
drop down field to search for a current vendor (see instructions below). 

Type in the vendor number; 
if you are unsure of the 
correct vendor number, 

click the … box to search. 
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Vendor Search: 

 
1. Type in part of the vendor name in CAPS. 

 
2. Click the Accept button. 

 
3. To select a vendor from the list, double-click on the vendor you would like to select. 

 
In the event the vendor you are looking for is not listed, please download to the ‘New Vendor Packet’ 
on the County website and send to your contact at the vendor for completion.  Upon receipt, please 
forward the packet to Fiscal Services, Amy Cook, Accounting Assistant, acook@livgov.com for 
processing.  Once all vendor entry requirements have been met, a vendor number will be returned 
to you. 
 

4. Once the vendor is selected, the Vendor Name, PO address, and Delivery Method fields will default 
in. (*NOTE: Should you need to select another PO mailing address from the vendor profile, select 
the field help for the PO mailing field to view the addresses available.) 

 
 

  

Vendor Information 
will populate in the 

vendor fields from the 
Vendor Profile. 

1. Type in part of the vendor’s name 
in CAPS. 

2. Click the green check mark to accept and search. 
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5. Tab to Shipping Information. 

 
a. “Ship To” field will default in based on the department selected.  
b. To select a different “Ship To”, click on the ‘…’ and select from the drop down box.  
c. Tab to Email field and verify your email address. 
d. Tab to Reference field and enter your name in CAPS. 

 
TERMS/MISCELLANEOUS tab 

6. Select the Terms/Miscellaneous tab (upper left hand side of the screen).  Please note the tab you 
are on is in blue and you can toggle between the two entry screens. 

 
 

7. The Terms section will auto-populate all required sections.  

 
 

In the Reference field, in 
CAPS, enter your NAME. 

NOTE: This is linked from the 
SHIP TO set up on the MAIN tab.  
This can be changed by selecting 

the ‘…’ from the field help.. 
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8. In the Miscellaneous section, select the correct PO type from the dropdown menu. 

 
 

9. In the Contract section, enter the contract number.

 
If using the “…” search option, to view all contracts, select Search and then Accept. 

 
• To find the correct contract from the list, double-click on the Description or Vendor to put the 

list in vendor order OR use the Search/Filter icons at the bottom left-hand side of the screen. 
• To select the contract, double-click on the contract (the highlighted contract will be selected) 

OR click the Accept button. 
 

10. If applicable, enter the work order number for LETS or Facility Services. 

 

  

There are two types you will most commonly use:  
• Normal = This is the default as most purchase 

orders are quantity based.  
• Blanket = Blanket Purchase Orders.  This is for 

multiple purchases with the same vendor. 

OR select the corresponding 
contract from the ‘…’ field help. 

OR select the 
corresponding contract 
from the ‘…’ field help. 
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11. Return to the MAIN Tab, select the MAIN tab (upper left hand side of the screen). Select Accept. 

 
 

12. To add a line to a requisition, select Add (+) icon. 

 
 

A. Requisition Entry for Standard Purchase Orders 
1. See Procedures for Requisition Entry, steps 1-12 

Select Tyler Menu> Financials> Purchasing> Purchase Order Processing> Requisition Entry.  
2. To add another line to the requisition, select Add (+) icon. 

 
3. The Fiscal year, Number and Line fields will auto-populate.  
4. For standard requisitions (quantity based), enter the Quantity from the quote.

 

  

9.15.2021 7 of 49



5. Tab to Description field; please used the below format to describe the product or service in detail.  
For additional detail beyond 3 lines, select the Add’tl Desc/Notes box and enter the additional 
detail, as needed.  The vendor will see this description on the purchase order.

 
 

6. Tab to Unit Price and enter the price per unit.  

 
7. Tab to UOM (default is EA = each OR select from the “…”). 

 
8. Tab to Freight.  Please do not use this field and add a line to enter the freight/shipping & handling 

amount on a separate line.  NOTE: If the freight amount is not known at the time of order, enter an 
estimate.  If the estimate is low to add freight, a Purchase Order Change will be required and will 
need to be finalized prior to processing the invoice. 

 
9. Tab through the Discount Percent and Credit fields, please do not use these fields.  Please enter 

the quote amount including the credit or discount (i.e. net of the credit or discount percentage).  
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10. Tab through all fields in the “Miscellaneous” box until you reach the allocation area at the bottom 
of the screen. This information is auto-populated from the MAIN tab. 

 
11. Project Account – enter the project account (AKA project string), if applicable.   

 
12. Tab, to the Org (Org - FUND/DEPT) field, this is based upon the department selected on the MAIN 

tab, and will auto-fill.  

 
13. Tab to the Obj (Object) field – Enter the applicable object code (6 digits). 

 
14. Tab to Project field– Enter the Project Code.  If not applicable, tab to the next field.   

 
15. Tab through the Description field as it will auto-fill based upon the object code selected. 

 
16. In the Amount field, enter the amount to be allocated to the org/object (i.e. general leger account). 
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NOTE: If more than one code is used on a single line item, tab to the next allocation line to allocate 
each applicable project string, org, object codes until the full amount of the line is allocated. 

 
17. Select Accept. 

 
 

18. Repeat steps 2 thru 17 for all receivable items or services on the quote. 
 

19. Select Back to return to the previous screen (Main tab screen). 

 
 

20. On the Main entry screen, once allocations are complete, the status changes to 4-Allocated. 

 
 

21. Next, in TCM, in accordance with the Procurement Policy, attach any required sourcing 
documentation (i.e. quotes, sole source form and/or resolution authorization). Please go to Section 
E. Requisition Documentation: TCM Attachments. 
 

22. Upon completion, select release to start the approvals process.

 
23. To verify, the status will change to 6-released.  
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B. Requisition Entry for Blanket Purchase Orders 
1. Select Tyler Menu> Financials> Purchasing> Purchase Order Processing> Requisition Entry.  
2. To add a requisition, select Add (+) icon. 

 
3. The Fiscal year, Number and Line fields will auto-populate. 
4. For blanket requisitions, enter the total amount of funds to be used for the year as the quantity. 

 
5. Tab to Description field; please used the below format to describe the product or service in detail.  

For additional detail beyond 3 lines, select the Add’tl Desc/Notes box and enter the additional 
detail, as needed.  The vendor will see this description on the purchase order. 

 
6. Tab to Unit Price and enter $1.00. 

 
7. Tab to UOM, and verify EA is selected. 

 
8. Tab through Freight, Discount Percent and Credit fields.  
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9. Tab through all fields in the “Miscellaneous” box until you reach the allocation area at the bottom 
of the screen.  

 

 
10. Project Account – enter the project account (AKA project string), if applicable.   

 
11. Tab, to the Org (Org - FUND/DEPT) field, this is based upon the department selected on the MAIN 

tab, and will auto-fill.  

 
12. Tab to the Obj (Object) field – Enter the applicable object code (6 digits). 

 
13. Tab to Project field– Enter the Project Code.  If not applicable, tab to the next field.   

 
14. Tab through the Description field as it will auto-fill based upon the object code selected. 

 
15. In the Amount field, enter the dollar amount to be allocated to the org/object.
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NOTE: If more than one code is used on a single line item, tab to the next allocation line to allocate 
each applicable project string, org, object codes until the full amount of the line is allocated. 

 
16. Select Accept. 

 
 

17. Select Back to return to the previous screen. 

 
 

18. On the Main entry screen, once allocations are complete, the status changes to 4-Allocated.

 
 

19. Next, in TCM, in accordance with the Procurement Policy, attach any required sourcing 
documentation (i.e. quotes, sole source form and/or resolution authorization). Please go to Section 
E. Requisition Documentation: TCM Attachments. 
 

20. Upon completion, select Release to start the approvals process.

 
21. To verify, the status will change to 6-released.  
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C. Requisition Entry for E-Procurement Purchase Orders
1. Select TYLER MENU>Financials>Purchasing>Purchase Order Processing>Requisition Entry

2. Select Add.

3. Update with your Dept/Loc. (or select from menu ‘…’)

4. For office supply orders, enter 1283 for Staples (or 1566 for Amazon) in the Vendor
Information Box and Tab to the Shipping Information Box.

5. In the Shipping Information box, enter your name in the Reference in CAPS.
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6. Select Accept

7. Select Shop Online button.

8. Click to highlight the vendor (in this example, Staples) and select Accept.  (NOTE: If you do not have a 
County Amazon account, please contact the Procurement Coordinator for set-up prior to entry.)

9. Shop per usual by selecting your items and adding them to your cart.  Once complete, select Submit Order.

10. If the website does not go back to MUNIS, select the Line Items tab at the top of your screen.
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11. Then select Continue. This will pull the items in your cart into MUNIS.

12. Then select Mass Allocate.

13. Tab, enter your project string (if applicable), the org and object.

14. Select Accept.

15. Select Process.

16. Once complete, the below will appear in the lower left corner of the screen.
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17. Select Back and select Back again to take you back to the MAIN entry screen.

18. Select Update.

19. Enter a summary of the ordered items by highest to lowest value in the General Description box.

20. Select Accept and then select Release.

21. To verify, the status will change to 6-released.
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D. New Year, New BPO - How to Duplicate Requisitions for Blanket Purchase Orders 
1. Go to Tyler Menu/Financials/Purchasing/Purchase Order Processing/Requisition Entry 
2. To find the requisition you would like to duplicate, select the Search Icon 

 
Then, enter the Requisition number and select Accept. 

 
3. Then, select Copy on the right-hand side of the screen.

 
4. The Fiscal Year is defaulted as N and Entry Date to MM/DD/20NN.

 
(NOTE: In the event requisiton entry is occurring in December, this will need to be updated to the 
first working day in January (i.e. 01/04/20NN).  Otherwise, the encumbrance will be held in the 
prior year vs. the next year.) 
 

5. In the event this is a carry-forward purchase order, write down the requisition number for step 11. 
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6. Select Accept. 

 
7. Next, update the line item detail by selecting Line Items.   

 
8. Select Update. 

 
9. Then, update the line detail with the current allocation amount and year information. 

 
10. Upon completion, select Accept. 

 
11. Then, upload any necessary documentation in TCM (see E: Requisition Documentation: TCM 

Attachments).  For requisition duplications for prior year carry-forward purchase orders, import 
TCM attachments from the previous year requisition and upload within TCM in the current year 
requisition (req. # from step 5):  

a. Search for the previous year requisition (see Step 2) and select Attach (the paperclip icon) to 
find the required supporting documentation (i.e. quote tabulation, sole source form and/or 
resolution authorization). 
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b. Select Requisition Attachment by double clicking OR selecting View Documents. 
c. Select Export icon. 

 
d. Under Format Options, select PDF and Export to your desktop.

 
e. Save to the desktop 

 
12. In the current year requisition, click Save.  

 
 

13. To exit, select ‘X’ on the right-hand side of the screen.

 
 

14. Search for current year requisition # (# recorded in step 5). 
• Select Search icon 
• Enter requisition # 
• Select Accept 

 
15. To view previous documentation, select the Attach icon and View Documents. 
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16. To add back-up to TCM, select ‘+’ icon. 

 
17. Select Import icon. 

 
18. Then, Drop files (drag/drop files) OR ‘Choose File’ to select files.  Then, select import.

 
19. In TCM, select the Save icon. 

 
 

20. Then, close TCM. Select ‘X’ on the right-hand side of the screen.

 
 

21. Select Release icon (right of center). 
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E. Requisition Documentation: TCM Attachments  
1. Click on Attach (the paperclip icon) to attach required supporting documentation (i.e. quote 

tabulation, sole source form and/or resolution authorization). 

 
Some examples of items used to document compliance with the Procurement Policy include: 
• Quote or Quotes with the Quote Tabulation Form (optional) 
• Sole Source Form 
• Authorized Board Resolution 
• Any other supporting documentation detailing compliance with the Procurement policy. 

 
2. Select Requisition Attachment by double clicking OR selecting View Documents. 

 
 

3. Select New.  

 
 

4. Select Import.  
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5. Click either Choose File OR drag and drop the file to be attached. 

 
 

6. Select the file the be imported and click Open. 

 
 

7. Select Import.  

 
8. Select the Save icon. 

 
 

9. Repeat Steps 3 to 8 for each document. 
 
 

Search, select document 
and click Open. 
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10. Once all documents are imported, click Close to go back to the main Requisition Entry page.  

 
 

11. Click Release to begin the workflow approvals process. Once selected, the requisition status 
changes to 6-Released.  
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F. Requisition Sent Back? - How to Modify / Activate a Returned Requisition 
1. In the event a requisition is returned to you for revision, an email notification is automatically sent 

with the reason or an email with a link email was sent to you from the Approver.   
 

2. Go to: Tyler Menu>Financials>Purchasing> Purchasing Order Processing> Requisition Entry 
 

3. Select the Search icon.

 
 

4. Enter the Fiscal Year and Requisition number from the email notification; then select Accept.

 
 

5. The status is 1- Rejected.
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6. Select Activate.

 
 

7. Once activated, the status changes to 4 – Allocated. 

 
 

8. Revise the requisition, as needed (i.e. upload supporting documentation, update the allocation 
codes, change the unit amount or add missing lines).  
 

9. Once complete, select Release.  This will restart the workflow approval process. 
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2. Purchase Order Change Orders: How to Close, Cancel and Liquidate 
A. How to Close a Purchase Order 
1. Go to Tyler Menu>Financials>Purchasing>Purchase Order Processing>Purchase Order Change 

Orders 
 

2. Look up the PO: Select the Search Icon and  

 
3. Next, enter the PO number and select Accept.

 
4. To Close a PO, select the Close PO button.  (This is used when the PO has no funds on the PO i.e. 

fully liquidated.)  

 
5. Select Yes.  Once complete, the status of the requisition will change to 0-Closed. 
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B. How to Cancel a Purchase Order 
1. Go to Tyler Menu>Financials>Purchasing>Purchase Order Processing>Purchase Order Change 

Orders 
 

2. Look up the PO: Select the Search Icon and  

 
3. Then enter the PO number and select Accept.

 
3. To Cancel a PO, select the Cancel PO button.  (This is used when the PO has a balance (i.e. 

encumbered funds on the PO).   

 
4. Enter a Journal Description. 

 
NOTE: Prior to year-end close, generally, from Jan – March, use 12/31/YYYY of the prior year to 
close out prior year purchase orders. 
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5. Select Accept. 

 
 

6. Select Yes. 

 
 
7. Select Save.  Then, select OK.  (This will change the status to 0-Closed on the Main Tab and Fully 

Liquidate the Held/Encumbered Funds.) 
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C. How to Create a Purchase Order Change Order 
1. Look up the PO: Select the Search Icon and  

 
2. Then enter the PO number and select Accept.

 
3. Select Line Items. 

 
4. Then select Update.   
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5. The Year, Period and Effective date will auto-populate.  NOTE: Prior to year-end close, generally, 
from Jan – March, use 12/31/YYYY of the prior year to close out prior year purchase orders. 
Then enter a Description stating the reason for the change. 

 
 

6. Then, select Accept. 
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D. Quantity Change? - How to Revise the Purchase Order Quantity 
1. Look up the PO: Select the Search Icon and  

 
2. Then enter the PO number and select Accept.

 
7. Select Line Items. 

 
8. Then select Update.   
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9. Select Accept. 

 
 

10. Then enter the revised amounts in the New Quantity & Unit Price boxes. 

 
 

11. Then TAB through the fields so the quantity and amount are updated.  Then, select Accept.  

 
 

12.  Select Return. 

 
 

13. Select Release. 

 
NOTE: To document the reason(s) for the change(s), you can attach documents to the Purchase 
Order in TCM under Purchase Order Attachment.  
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E. Item No Longer Needed? - How to Remove a Line on a Purchase Order 
1. Look up the PO: Select the Search Icon and  

 
2. Then enter the PO number and select Accept.

 
3. Select Line Items. 

 
4. Then, go to the line you would like cancelled/removed by using the < or > icons at the bottom of 

the page. 

 
5. Once on the line to be cancelled, select the Canc PO Line button. 
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6. Select Yes. 

 
7. Enter the Description.  This is the reason for the change detailed in the Journal. 

 
8. Select Accept. 

 
9. Select OK. This change order will cancel and liquidate (i.e. release the held funds) the PO line.  For 

this step, do not select save as this will not create a record of the change order.

 
10. Then select Return. 

 
NOTE: To document the reason(s) for the change(s), you can attach documents to the Purchase 
Order in TCM under Purchase Order Attachment.  
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3. Approval Procedures for Requisition and Purchase Order Change Orders 
A. Requisition (REQ) Approvals from Tyler Dashboard 
1. From the Tyler Dashboard, click on the Approvals tile  

 
 

2. From the tile, select the grey navigation arrow icon to open the requisition 

 
 

3. For REQ approvals, select ‘Line Items’ icon. 

 
 
4. Then, review the allocation information (i.e. org/object and/or project string) located at the bottom 

of the screen. 
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5. To navigate through all line items in the requisition, please select the > of < icons located at the
bottom of the screen.  Please note the double arrow icons will take you to either the beginning or
the end of the record set.

6. After you review the line items, select the back arrow icon.

7. To determine if there is back up attached in TCM, please review the Attach, paper clip icon.  This
will provide the number of attachments in parenthesis.  Please note not all requisitions require 
documentation to comply with the Procurement Policy.  For example, office supply orders 
from Amazon and Staples will not include a quote because the requisition is the quote from 
the website.

8. To review the requisition back up, select the TCM icon.

9. To review the attachment(s), select Requisition Attachment to highlight in blue and click on View
Documents.
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10. In the Documents box, you will find all of the uploaded documents within the requisition to 
document the sourcing process.  To determine which record is being viewed the records will be 
highlighted and the related file will appear in the middle box to view.  Please note each file may 
contain multiple pages. In this example, there are 6 pages that can be viewed using the navigation 
arrows.  

 
 

11. Exit out of TCM, by selecting the X icon on the far right of the screen. 

 
 

12. Next, determine your workflow action by going to the Workflow icons.  These are located on the on 
the bottom left-hand side of the requisition.  If acceptable to you, approve.  If not, select reject to 
deny or hold to request more information.  

 
 

13. Move to the next requisition repeat steps 3-12 (including TCM) until all requisition approvals are 
complete. 

 
14. Exit by selecting the Back icon  
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B. Requisition (REQ) Approvals from Tyler Menu 
1. OR Go to Requisition Approvals: From the Tyler MENU Go to >Financials>Purchasing>Purchase 

Order Processing>Requisition Approval.   

 
 

2. After reviewing the requested item(s) allocation(s) and related documentation, you can either 
select from the icons on the bottom of the dashboard OR from within the Main tab of the 
Requisition Entry module at the bottom of the screen. 
 

3. Select the requisition to review (click on the requisition; then click Select).

 
 

4. To go to the requisition, Select ‘View Requisitions’.

This will open each of the requisitions awaiting review and approval in the Requisitions Entry 
Module. 
a. To View the back-up, select the Attach icon.  
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b. To view the line items, select Line items.  To review the Allocation, scroll to the bottom of the 
screen to verify the allocation matches the item or service requested. 

 
 

c. After reviewing the requisition, at the bottom of the screen select one of the options. 

 
 

d. To go to the next requisition, select the > arrow to move the next requisition. For completed, 
approvals, the approval options will not be available.

 

 
2. Move to the next requisition repeat steps 3-12 (including TCM) until all requisition approvals are 

complete. 
 

3. Exit by selecting the Back icon  
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C. Purchase Order Change Order (POM) Approvals from Dashboard 
1. From the Tyler Dashboard, click on the Approvals tile  

 
2. From the tile, select the grey navigation arrow icon to open the requisition 

 
3. For POM approvals (change orders), select ‘Line Items’ icon.  

 
4. For POM approvals (change orders), please find the description of the change within the Journal 

description located at the top right-hand side of the screen. 
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5. To navigate through all line items in the change order, please select the > of < icons located at the 
bottom of the screen.  Please note the double arrow icons will take you to either the beginning or 
the end of the record set on the purchase order. 

 
 

6. After you review the line items, select the back arrow icon. 

 
 

7. To review the change order (POM) back up, select the TCM icon. 

 
 

8. To review the attachment(s), select PO Attachment to highlight in blue and click on View 
Documents.  
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9. In the Documents box, you will find all of the uploaded documents within the purchase order 
change order to document the requested change.  To determine which record is being viewed the 
records will be highlighted and the related file will appear in the middle box to view.  Please note 
each file may contain multiple pages. In this example, there are 6 pages that can be viewed using 
the navigation arrows.  

 
 

10. Exit out of TCM, by selecting the X icon on the far right of the screen. 

 
 

11. Next, determine your workflow action by going to the Workflow icons.  These are located on the on 
the bottom left-hand side of the purchase order change order.  If acceptable to you, approve.  If 
not, select reject to send the POM back to the requestor or hold to request more information.  

 
12. Move to the next change order (POM) approval repeat steps 3-12 (including TCM) until all POM 

approvals are complete. 
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D. Return to Sender – How to return a REQ or POM Approval 
1. To send the requisition or change order approval back to the requestor, select the Reject button. 

a. Select the Reject button.  This will send the requisition or purchase order change order 
approval back to the requester for revision (i.e. quantity change, price change, documentation 
request (i.e. quotes, sole source form or resolution), allocation (org/obj) change or the item is 
no longer needed). 

 
 

b. Enter a reason and select Accept.

 
NOTE: There is a space limit for the comment field.   
 
If you would like to provide additional detail for the returned change order or requisition, you 
can send an email with a link of the requisition or change order.  Please see: E. What character 
limit? - How to send emails with links from Munis. 
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E. What character limit? - How to send emails with links from Munis 
1. Within the requisition or change order main screen, select the Email icon. 

A pop-up window to Outlook with the link will open on your screen.   
As an example: 

 
 
2. Add the reason for return or clarification.   

Here are some common reasons for returning a requisition to the entry person. 
• Duplicate Request: I noticed the below requisition appears to be a duplicate. If so, please 

delete. 
• Allocation Change: I noticed the below requisition is allocated to org. 747000, please revise to 

726000 for supplies. 
• Item Not Needed: I noticed the below requisition has an item <name> we do not need this at 

this time.  Please remove and resubmit. 
• Additional Item: I noticed the below request includes 2 cases of paper.  Please increase the 

quantity to 4 and resubmit. 
 

3. Enter the requisition entry person’s email address. 

4. Review email. 

5. Select send. 
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4. Purchase Order Next Steps Reference
A. Where is the PO? - How to Pull a PO from TCM

1. Go to Tyler Menu>Financials>Purchasing>Purchase Order Inquiry and Reports>Purchase Order
Inquiry

2. Select Search

3. In the PO number field, enter the PO number. Please note e-procurement PO’s do not need to
be emailed to the vendor because they are submitted when the PO number is assigned 
(i.e. Amazon, Staples, Nichols, et. al.).

4. Select Accept.
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5. Select ‘Document Mappings’ from the drop down menu. 

 
6. Click on the ‘Purchase Order’ document title and select ‘View Documents’. 

 
7. There are two files in the ‘Documents’ menu box.  Select the PO file marked ‘vendor copy’.  This 

file is marked ‘Vendor Copy’ at the bottom of the page and includes the purchase order terms 
and conditions. 
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8. Select the ‘printer icon’

 
9. Select ‘Print’. 

 
10. Select ‘Save As PDF’. 

 
11. Name the file the PO number and select Save. 

 

9.15.2021 48 of 49



B. What to say? - PO to Vendor Email Template 
1. Within Outlook, open a blank email. 

2. Attach the PO. 

3. Enter the PO number in the Subject line. 

4. Template EMAIL body below: 

Hello <name>, 
 
As a follow up to your quote <#> dated MM/DD/YYYY, please proceed with the attached 
purchase order as soon as possible. 
 
As a reminder, please coordinate/notify <dept contact name> at (517) 540-<xxxx> of the 
estimated delivery and installation schedule(s). 
 
In addition, please reference PO YY00NNNN on any invoice and forward to <contact name and 
email> for processing. 
 
Thank you in advance for your assistance with these matters. 
 
<signature block> 

 
SAMPLE EMAIL:

 
5. Enter the vendor email address. 

6. Review email. 

7. Select send. 
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