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How to Save and Use a Template in Requisitions 

  Also, see Job Aid, How to Save and Use Favorites in Requisitions, for the steps 
to save specific requisition lines to your Favorites folder and use them to create new 
requisitions.  

   

 
 This job aid describes how to save and use a template 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 the steps to 
create a requisition.   
 
Note:  You must save and submit the requisition to save the template. 

  Templates allow the Operator to save an entire requisition to their Templates folder 
at the time the original requisition is created, which they may then use again to 
create new requisitions.  

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

• The vendor that was originally assigned to the Template.  
• The category and the account code  
• The original budget that was charged at the time the Template was created 
• Line Comments 

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

• Any information from the UMass Req Info page.   
• Header 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. 
 

HOW TO SAVE A REQUISITION AS A TEMPLATE: 

 
Navigate to the following path: 

eProcurement  Create Requisition  Review and Submit 

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 only way you will have to identify the requisition in your Templates folder for use 

on future requisitions is by the Requisition Name.  Make sure that you name your 
requisition something memorable, to help to locate the Template later on. 

 

Step 3.   
The Create Requisition (Review and Submit) page opens. 
 
Select the Save as Template checkbox. 

 
Step 4. Click the  button 

 
The Confirmation page opens. 
 

 
 

Save as Template 
checkbox 
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The Requisition ID is generated.  If you do not Name your Requisition, the Template will 
be saved with the Requisition ID.  

  HOW TO USE A TEMPLATE 

Step 5. Navigate to the following path: 
 

eProcurement  Create Requisition 
 
The Create Requisition (Define Requisition) page opens. 
 

   

Step 6.  Define Requisition page: 

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

Click the button 

 

   

UMass Req Info link 
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  The Define Requisition page redisplays. 

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

 
 
Step 7.  Click the Add Items and Services link. 

 
The Create Requisition – Add Items and Services (Special Request) page opens. 
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Step 8.  Click the  tab. 

 
The Create Requisition – Add Items and Services (Templates) page opens.  All 
your saved templates display. The Description field = the Requisition Name that the 
original requisition was saved under when you created the Template. 
 
Scroll down the page until you locate the desired template (the most recently saved 
template displays at the top – in this example it is unnecessary to scroll.)  
 

 
 
Step 9.  Click the Expand Section  icon next to the Requisition ID. 

 
The Requisition Template expands and displays the items contained in the template. 
 

   
Step 10.  Insert a Quantity of 1 in the Quantity field and Click the  button. 
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Note: You may change the Quantity of the whole template.  However, a quantity of 2 
would double the quantity of each item.  You cannot change the quantities of the individual 
items until you go to the Review and Submit page.  

   

 
 Templates cannot be deleted.   

   
Step 11.  

Click the  hyperlink tab 
   
  The Review and Submit page opens.  The items from the template display: 

 
   

 
 You may edit the requisition:  Quantity, unit prices, budget, descriptions, etc., in 

accordance with your end user training for entering/editing a requisition.      
   
Step 12.  

Scroll down the page and Click the  button to save the requisition 
and submit it to workflow: 
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Step 13.  The Requisition Confirmation page opens.   

Scroll down to the bottom of the page and Click the  button.    

 
 
  The Budget Check status should show Valid. 
   
  End Job Aid 
 


