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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.

Imrn 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:

e The vendor that was originally assigned to the Template.

e The category and the account code

e The original budget that was charged at the time the Template was created

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

e Any information from the UMass Req Info page.

e Header Comments

e The Requisition Name

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

entered.

v 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 2 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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h 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.

‘Requester: |Instructor2 Q, Instructor2 ‘Currency: UsD
Requisition Name: |Smith-0fﬂce Splys for Class Hold From Further Processing Priority: IMedium 'l

Requisition Lines
Description

- 1 Contoured Mouse Padwith Built-In Wrist Rest CORPORATE EXPRESS 40000 Each 19.900 70.60 I-EI%Q
2%10-204":1", Black

Vendor Hame

Line

b 2 Model 58 Half-Strip Desk Stapler, Black CORPORATE EXPRESS 4.0000 Each 14.950 s9.80 B0

DAL 4"—"—"—[’1”:‘98%“;? iDiS enserforTape Reflls ~oppoRatE ExPRESS 40000 Each 7.420 2068 B O
with 1" Care, Blac

[ SelectAll/ Deselect All Total Amount; 169.08 USD
L # Addto favorites | 52 Modify Line f Shipping / Accounting | ﬁDe\etel

Justification/Comments

Save as Template
checkbox

" Show at Voucher

I
Save & submit | anSave & preview approvalsl ¥ cancel requisition Find more itermns

emplate

= ,
Step 4 ek the (B Save & submit | button

The Confirmation page opens.

i Confirmation

Requested For: Instructorz Mumber of Lines: 3
| Requisition Name: Srrith - Office Splys for Total Amount: 169.08 USD
I Class
Requisition ID: RO00000335
Business Unit: UIMAMH
Priority: Mediurm
Budget Status: Mot Checked
Department Approval
= Line 1:Fending [F]start Mew Path

Contoured Mouse Pad with Buit-In\Wist Rest, 8"10-3i4"x1", Black

Department Approver - Dist 01

Pending Not Routed
Multiple Anprovers 4, Multiple Approvers
GPO Dept Approver 1 - Dist 1 _E_' PO Dept Appraver 2 - Dist 1 -E

= Line 2:Pending [F]start Mew Path
Model S5 Hali-Strip Desk Stapler, Black

Department Approver - Dist 01

Pending Not Routed
o huiltings Anhrowers = L Multinds dnnrers = =l
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h 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 2 Create Requisition

The Create Requisition (Define Requisition) page opens.

Create Requisition
‘ E‘ 1. Define Requisition E!’# 2. Add Items and Services \& UMass Req Info link

Specify requisition name, requester, and other information that applies to the entire reguisition.

Business Unit: WAl A Untass Amharst UMASS Req Info
‘Requester: [kengland G kengland "Currency:

Requisition Name: | Priority: | Medium ,:i

} Line Defaults

Continue

Step 6. Define Requisition page:

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

click the 9K |button

UMASS Req Info

Business Unit: UM AMH Requisition ID: NEXT

‘Contact Name: |Elr0wn,Mary *Contact Phone:  |413/545-89955
‘Department A0B0800000 | Q CivillEny Engin

Special Contract Info

| Confirming Order

* Does not Apply [ Blanket Order
 Sole Source [~ state PO Flag
" Other

QK | Cancel |
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The Define Requisition page redisplays.

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

Create Requisition
||_=|. 1. Define Requisition E‘; 2. Add Hems and Services \& 3. Review and Submit |

Specify requisition name, requester, and other information that applies to the entire reguisition

Business Unit: UtiakH S UMass Amherst UMASS Req Infi
‘Requester: [Instructarz Q Instructor2 ‘Currency:  |USD

Requisition Name: ‘ Prioritv: Medium =

¥ Line Defaults

Continue |

Step 7. Click the Add Items and Services link.

The Create Requisition — Add Iltems and Services (Special Request) page opens.

=
Create Requisition
‘E‘ 1. Define Requisition E‘\; 2. Add lems and Services \é 3. Review and Submit |
Add lines to the ition, specifying the m ary to procure each item or senice

Search: | @ Search

Catalog [ Favorites [ Templates [ Forms [ Weh | Special Request

Select a Request Type

Special ltern Request an item that is not listed in the Catalog.
Fixed Cost Service Requesta one-time service for a flat fee

Variahle CostService  Requestasemvice farwhich the fee is based onthe time worked

Time and Materials Request a service for which the fee is based on the time worked and materials used

Review and Submit
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Step 8. click the Ll UEIEE 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.)

Create Requisition
‘ If‘ 1. Define Requisition Eh; 2. Add Items and Services \g 3. Review and Submit |

Add lines to the requisition, specifying the information necessary to procure each iterm aor service.

Search: | Q, Search |

Templates

{F:,)Smnh-omce Splys for Class B add |

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

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

Web | Special Request

Favarites | Templates | Forms

De=cription

~ Bmith - Office Splys for Class [ Eam|
Description i {
Elﬂll;dcil 58 Half-5trip Desk Stapler, E}?EIESS%ATE cacEnluss | ammn s

&=
Step  10. Insert a Quantity of 1 in the Quantity field and Click the EAdd | pyreon,

ICreate Requisition
E‘ 1. Define Requisition El‘%: 2. Add Items and Services \i‘ 3. Review and Submit ‘

kdd lines ta the requisition, specifying the infarmation necessary to procure each item or service,
bearch: | C Search |

cial Request

Forms

Templates

= Bmith - Office Splys for Class [ EAi\ﬂd |
Description i ¥
2 rgg:éil 58 Half-Strip Desk Stapler, ESF?;SSRSATE 14.950 USD 4.0000 Each
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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. \& 3. Review and Submit ‘
Click the L hyperlink tab

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

Create Requisition
E‘ 1. Define Requisition E‘Q; 2. Add Items and Services \& 3. Review and Submit ‘

Review the details of your requisition, rmake any necessary changes, and submit it for approval.

Business Unit: LindAndH Uhlass Amherst
'Requester: Instructarz @ Instructar2 "Currency: UsD
Requisition Name: | Hold From Further Processing [~ Priority: lm

Requisition Lines
Description

" 1 Contoursd Mouse Pad with Built-in Wist Rest - o0 ooate urRESS 20000 Each 18,800 7060 B OO
81 0-374"1", Black

Line Vendor Hame

| 2 Model S Half-Sirip Desk Stapler, Black CORFPORATE EXPRESS 4.0000 Each 14.950 £0.80 %Q

- 3 Dfaluxe Desk Tape Dispenser for Tane RIS o opsoate EvpRESS 20000 Each 7430 2068 B OO
with 1" Core, Black

[T Select AllJ Deselect All Total Amount: 169.08 USD

\__'_” Add to favorites | E‘gnﬂudifyLinefShippinngEcuuntmg I EDE\EIEI

Justification/Comments
H®
| 4

I sendto Vendor [ Show at Receipt [ Show at Voucher

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.
Save & submit

Scroll down the page and Click the button to save the requisition

and submit it to workflow:

Requisition Lines
Description

[~ 1 Contoured Mouse Pad with Built-ln Vrist Rest, CORPORATE EXPRESS 3.0000 Each 19500 5070 [ '
8"10-3/4"1", Black

[T 2 Model 58 Hal-Strip Desk Stapler, Black CORPORATE EXPRESS 4.0000 Each 14,950 sa.80 00

- 3 Di:]u;(?geskg?niDisnensermrTane Refills CORPORATE EXPRESS 1.0000 Each 7.420 742 [z%@
wi ore, Blar

[ Select All/ Deselect All Total Amount: 126.92 USD
L ® ddtofavorites | 53 Modify Line { Ghipping / Accounting | 7] Delete |

Justification/Comments

Ll
tal

" sendtoVendor [~ Show at Receipt [~ Show at Voucher

lis Check Budget |
[” save as Template

Savm,% submit | A Save & preview: appmvalsl x Cancel requisition Eind roore iterms
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Step  13.  The Requisition Confirmation page opens.
. Check Budget
Scroll down to the bottom of the page and Click the button.
Confirmation
Requested For: Instructor? Number of Lines: 3
Requisition Name: RO00OO03496 Total Amount: 12692 UsD
Requisition I0: RO00000396
Business Unit: UMAMH
Priority: Medium
Budget Status: Mot Checked
Department Approval
= Line 1:Pending [#]start Mew Path
Contoured Mouze Pad with Buit-In Wizt Rest, 8"x10-3/4"¢1", Black -
Department Approver - Dist 01
Pending Not Routed
Multiple Approvers =, hiultiple Approvers
GPO Dept Approver 1 - Dist 1 _E_’ PO Dept Approver 2 - Dist 1 _E
= Line 2:Pending [#start Mew Fath
Model 56 Half-Strip Desk Stapler, Black -
Department Approver - Dist 01
Pending Not Routed
Ty Multiple Approvers —J#]—p | g, Multinle Approvers N
The Budget Check status should show Valid.
End Job Aid




