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How to Save and Use Favorites in Requisitions 

  Also, see Job Aid, How to Save and Use a Template in Requisitions, for the steps 
to save an entire requisition to your Templates folder and use it to create a new 
requisition. 

 
 This job aid describes how to save and use a Favorite in requisitions.  The end user 

must first create a requisition with line items and then navigate to the Review and 
Submit tab.  Please see the eProcurement for End Users guide for instructions on 
how to create a requisition.   

Note:  Save the Favorite before you Click the Save and Submit button. 

  Favorites allow the creator to save one or more lines on a requisition to a special 
folder, which they may then use again to create new requisitions.  

When a Favorite is used to create a new requisition, each Favorite line carries 
forward the following information: 

• The vendor that was originally assigned to the Favorite.  
• The category and the account code  

A Favorite does not carry the following information forward into a new requisition: 

• The budget that was charged  
• Any information from the UMass Req Info page 
• Line Comments   
• The Requisition Name 

This information must be added to the new requisition at the time it is data 
entered.  

 
 Do not use Marketplace requisitions to create templates or favorites.  They do not 

lend themselves well to the hard coded pricing and descriptions that are inherent 
with Marketplace purchases.  

 
Step 1. Log into the e*mpac Application with your Username and Password. 
 

CREATE A FAVORITE 

 
Navigate to the following path: 

eProcurement  Create Requisition  Define Requisition  

Step 2.  Complete the Define Requisition, UMass Req Info, and Special Items pages as 
you would normally do. Make sure that you have completed all the steps, and that 
your requisition is ready to be saved.  When you get to the Review and Submit 
page, proceed as follows:     
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The Create Requisition (Review and Submit) page:  
 

 
Step 3.  Select the line(s) you wish to add to your Favorites by clicking in the checkboxes 

next to the desired lines. 

 
 
Step 4.  

Click the  button. 
 
A Confirmation box opens in a new window. 
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Step 5.  

Click  the . button 
 
Return to the Create Requisition (Review and Submit) page. 
 

 
Step 6.  Click the Add Items and Services page link. 

 
The Create Requisition (Add Items and Services) page opens. 
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Step 7.  Click on the  tab. 

 
The Create Requisition – Add Items and Services (Favorites) page opens. 
 

 
 

 
Note:  The line item(s) selected as favorites are now in your Favorites page for future use. 
Return to the Review and Submit tab.  Save and Submit and Budget Check the requisition.  

  How to Use Favorites 

  Enter a New eProcurement Requisition: 

  Navigation:   

eProcurement  Create Requisition 
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Step 8.  Define Requisition page: 

Complete the UMass Req Info sub-page on the Define Requisition tab 

  

 

Step 9.  Click the  button. 

  Do not enter any additional information on the Define Requisition page:  

Step 10.  
Click the  button 
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Step 11.  User is taken to the Add Items and Services page. 

Add Items and Services page: 

Click the Favorites tab: 

Step 12.  The Favorites page opens.  All the Favorites for the Operator are displayed. 

Select the items that you want to purchase by clicking in the checkbox next to the 
desired line.  Update the quantities, if necessary: 

 

Step 13.  
Scroll down to the bottom of the Favorites page and Click the  button to 
add selected lines.   

Step 14.  

Click the  link under the Add button. 
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Step 15.  The Review and Submit page opens: 

Complete the Requisition Name field, if desired.  Make any additional edits deemed 
necessary to the line(s) (unit price, description, quantity).  

Select All Lines (if all lines are to be charged to the same budget).    

Click the    button 

 

 
 If more than one budget needs to be charged to a single line, the split must be done 

at the line level, not through Modify Lines/Shipping/Accounting.  

Step 16.  Insert the SpeedChart number for the budget to be charged in the SpeedChart Key 
field: 

Click the  button to apply the budget to the selected lines.  
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Step 17.  
Click the  button to save the requisition and submit it to workflow. 

Step 18.  
Click the  button.  The system will display Processing until the 
budget checking process is complete.  Check the budget status at the top of the 
page to make sure that the status shows Valid.    

  End Job Aid 
 


