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Incode Purchasing

Tyler's Incode® Purchasing manages requesting, ordering, approving, invoicing and
reporting of goods and services. Its flexibility allows approval workflows that meet the
needs of your organization. It provides easy access to vendor data and invoice history
and provides theability to directly email purchase orders to vendors and internal staff.
Purchasing interfaces with Incode General Ledger, Accounts Payable, Project Accounting
and Inventory.

Information and Reports
• Allows users to transfer items on a single requisition to another new, separate

requisition for the purpose ofcreating a separate purchase order for those items that
may be purchased from a separate vendor.

• Integrates commodity codes with each item.

• Generates multiple standard reports based on user-defined parameters: Requisition
Summary Report, Requisition Audit, Requisition Approval Report, PO Status Report
As Of, PO Receipt Register, PO Aging Report, PO Activity Report and Encumbrance
& Reserve Reports.

• Calculates, tracks and reports sales tax on taxable goods and services, with the
option to include shipping costs associated with the purchase.

• Offers drill-down on inventory parts during the requisition process so inventory
quantities on order and already requisitioned can be viewed.

• Provides budget-checking at the individual account or group budget segment level
during requisition inputwith override capabilities.

• Exports report results to other data formats including Adobe* PDF, Microsoft* Excel*
and Word and text.

• Provides the ability to view bid/quotes associated to a requisition on the Requisition
Summary Report

Transaction Efficiency
• Utilizes vendor templates for recurring orders to quickly load details during

requisition input.

• Allows configuration of approval workflows on various aspects of the requisition,
including department, GL account, commodity code and project account.

• Integrates with Incode Inventory toautomatically update items on order, on-hand
changes in the unit quantity and price information at the appropriate steps in the
orderingand receipt processes.

continued on reverse

For more information, visit

www.tylertech.com

or email info@tylertech.com

For more information, visit www.tylertech.com Empowering people who serve the public* % • iyi6l
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Incode Purchasing

• Tracks project expenses related to purchases through integration with the Project Accounting module.
• Determines and accounts for variances between purchase orders and invoices received.
• Supports multiple vendor setsfor separate taxpayer ID numbers.

• Provides complete encumbrance accounting including partial or full liquidation of encumbrances.
• Generates pre-encumbrances to be used as part of the budget checking feature.

• Provides sales tax split distributions to multiple separate general ledger and/or project accounts.
• Provides ability to track and manage bids and quotes from multiple vendors on requisitions and identify which bid was awarded

the purchase.

• Provides analysis of open, closed, or voided POs, as well as printing or reprinting of PO forms.
• Provides ability to roll purchase orders forward to the next fiscal year and redistribute encumbrances accordingly.

Transaction Efficiency
• Accommodates changes after creation of apurchase order with the purchase order change process and captures complete audit

trail of changes.

• Provides flexible system security, allowing for user-defined restrictions to various features such as add, edit, view and delete
capabilities, department level security, requisition approvals, et al.

• Allows users to search requisitions and purchase orders to inquire of their status.

• Interfaces the requisition system with Microsoft Exchange for email notification during the requisition approval process.
• Attaches and organizes documents associated with the procurement function for quick retrieval through integration with document

management software.

Microsoft and Excel are registered trademarks of the Microsoft Corporation, registered in the U.S. and other countries
Adobe isaregistered trademark ofAdobe Systems Incorporated.

For more information, visit www.tylertech.com Empowering people who serve the public* %• iVIwr


