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EP.020.610 - Creating and Using Personal Templates
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to create and use Personal Templates. Templates, which consist of sets of items that are frequently ordered together, are used during order entry to add items to a requisition. While the Favorites list is used for storing single items, Templates are used for storing sets of items.

After a Template has been added to a requisition, you can change the quantity of any item, delete items, or add additional items to your requisition. Personal Templates are private and accessible only to the user who creates them.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Define what a Personal Template is.
- Describe the difference between Favorite items and a Personal Template.
- Describe how a Personal Template is created.
- Create a Personal Template.




	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

For this topic, imagine that you are tasked with equipping all new hires with some basic supplies for their cubes. You decide to create a Personal Template for this order, since you know you’ll be ordering this set of items on a routine basis. Two of the items, calculators and organizers, are already on your Favorites list. You need to add a Pen/Pencil Holder and a Dry Erase Marker Board to your Favorites list and to the Template as well. Let’s see how this is done.

	Step
	Action

	1. [bookmark: ID0x00000209] 
	Click the eProcurement link.


	2. [bookmark: ID0x0000020A] 
	Click the Create Requisition link.


	3. [bookmark: ID0x0000020B] 
	Enter "AHARDER" in the Requester field. 

	4. [bookmark: ID0x0000020C] 
	The only way you'll get this page is if you don't specify a Requester in your User Preferences. Otherwise, you will be taken directly to Creating an ePro Requisition. Then you can proceed with this business process.

Remember: The advantage of not specifying a Requester in the User Preferences is if a User is creating ePro Reqs for multiple Requesters (like an administrative assistant who is creating requisitions for several individuals and needs to keep track of which person needs the purchases). Of course, if a Requester is specified as the user in User Preferences, the business process may be that they annotate within the comments, etc., who they are ordering for. This is a means to allow flexibility for the users to functional as needed for their operations.

	5. [bookmark: ID0x0000020D] 
	Click the OK button.


	6. [bookmark: ID0x0000020E] 
	Templates may contain items from the Favorites list or new items.

	7. [bookmark: ID0x0000020F] 
	Click the Special Request checkbox.


	8. [bookmark: ID0x00000210] 
	Click the Special Request checkbox.


	9. [bookmark: ID0x00000211] 
	Click the Add button.


	10. [bookmark: ID0x00000212] 
	Click the Special Request tab to add additional items.


	11. [bookmark: ID0x00000213] 
	Click the Special Item link.


	12. [bookmark: ID0x00000214] 
	Enter "Pen/Pencil Holder" in the Item Description field. 

	13. [bookmark: ID0x00000215] 
	Enter "2.99" in the Price field. 

	14. [bookmark: ID0x00000216] 
	Enter "1" in the Quantity field. 

	15. [bookmark: ID0x00000217] 
	Enter "01000" in the Category field. 

	16. [bookmark: ID0x00000218] 
	Enter "ea" in the Unit of Measure field. 

	17. [bookmark: ID0x00000219] 
	Click the Add Item button.


	18. [bookmark: ID0x0000021A] 
	Enter "Dry Erase Marker Board" in the Item Description field. 

	19. [bookmark: ID0x0000021B] 
	Enter "19.99" in the Price field. 

	20. [bookmark: ID0x0000021C] 
	Enter "1" in the Quantity field. 

	21. [bookmark: ID0x0000021D] 
	Enter "ea" in the Unit of Measure field. 

	22. [bookmark: ID0x0000021E] 
	Enter "01000" in the Category field. 

	23. [bookmark: ID0x0000021F] 
	Click the Add Item button.


	24. [bookmark: ID0x00000220] 
	Click the 3. Review and Submit link.


	25. [bookmark: ID0x00000221] 
	Click the Pen/Pencil Holder checkbox.


	26. [bookmark: ID0x00000222] 
	Click the Dry Erase Marker Board checkbox.


	27. [bookmark: ID0x00000223] 
	Click the Add to favorites button to add the new items to your Favorites list.


	28. [bookmark: ID0x00000224] 
	Click the Close button.


	29. [bookmark: ID0x00000225] 
	Enter "New Hire Order" in the Requisition Name field. 

	30. [bookmark: ID0x00000226] 
	Click the Save as Template checkbox.


	31. [bookmark: ID0x00000227] 
	Remember: You must enable the check box to the left of "Save as Template" in order for the 4 line items in this ePro Requisition to be used into future ePro Requisitions for re-orders. 

	32. [bookmark: ID0x00000228] 
	Click the Save & submit button.


	33. [bookmark: ID0x00000229] 
	Click the Create Requisition link.


	34. [bookmark: ID0x0000022A] 
	Enter "AHARDER" in the Requester field. 

	35. [bookmark: ID0x0000022B] 
	Click the OK button.


	36. [bookmark: ID0x0000022C] 
	Click the Templates tab.


	37. [bookmark: ID0x0000022D] 
	Here is the New Hire Order template that was just created.

Note: The Template Description was saved as the auto-assignment Requisition ID unless you specified a Requisition Name on 1.Define Requisition page (tab).

	38. [bookmark: ID0x0000022E] 
	Congratulations. You have just completed the Creating and Using Personal Templates topic. Below is a summary of the key concepts of this lesson:

- A Personal Template consists of a set of items that you frequently order together. A Favorite item is a single item that you order frequently.
- You can add items to a Personal Template from your Favorites list and from the Special Request page.
- Personal Templates are created by creating a requisition with all the desired items and then clicking the Save as Template box. 
- Template Description is the same as the Requisition Name.
- Once you add a Personal Template to a Requisition, you can edit the quantity of any item, delete items, or add additional items to your requisition.
End of Procedure.
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