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When creating a Special Request requisition for frequently ordered items, the end-user can choose to save the 
requisition as a “template” for future use.  Note – templates should not be used for catalog or “punchout” web 
requisitions. 
 
To Create a Template: 
 
 
After all line items have been added to the requisition, click the Review and Submit hyperlink. 

 
 
 
 
Optionally, in the Requisition Name box, enter a description that will enable you to easily identify this 
template for future use. 

 
 
 
Click the Save as Template box: 

 
 
 
Save the requisition as appropriate by clicking Check Budget, Save & Submit, or Save & Preview Approvals. 



To Create a New Requisition Using a Saved Template: 
 
Pathway:  eProcurement > Create Requisition > Find Items > Templates 

 
 
 
Click the Add button next to the appropriate Template. 

 
 
 
Click the Review and Submit hyperlink. 

 
 
 
Make changes to the new requisition as appropriate (quantity, add/delete items, funding, etc.) 

 
 



To Delete Existing Templates: 
 
Pathway:  eProcurement > My Profile 
 
Click the Manage My Request Templates hyperlink. 

 
 
 
Click the Delete Template button next to the appropriate template to be deleted. 

 
 
 
Notice the status changed to Inactive.   

 
 
 
Click Save to confirm. 

 
 
 
When you return to this page the next time, the deleted template will no longer be visible. 

 


