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WEBREQ13: Using Template Requisitions

When raising a Requisition Agresso Web has the capability to allow the user to create template Requisitions
which can then be used for a new Requisition using the details of the template requisition.

WEBREQ13.1: Creating a Template Requisition

1. Raise the Requisitioning as per instructions in WEBREQ1 but do not save Reqguisition.

Clear Qpen Print preview Export Log book Copy requisition Start from template Save as template

el

Save as template =
2. From the select !

The following screen will appear:

Save as template

Template name Template Examplel

Ok Cancel

3. Enter the name of the Template

4. Select

5. The Status of the requisition will change to template and the requisition will be saved
but not go for approval.

v The requisifion is saved with requisition number 2636032

B Successfully saved

Requisition EHJTY Requisition details Punchout
Requisition numi§er
2636032 H
Requisition Default supplier & c«
* Requisitichgr * Supplier
lan Brown = 28022
155239 ¢ THORLABS LTD
Status THORLABS LTD, 1 SAll
Template -

Contact

6. Your template has been created.
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WEBREQ13.2: Using a Template Requisition

1. To access the Requisitioning screen:

Procurement

Select Menu Option
Select Procurement

Select Requisitions -Adwvanced

Requisitions

Requisitions - advanced

Workflow enguiry - Requisitions

ol bl B

Own requisitions

The following screen will appear:

P1 Requisitions - advanced X

Requisition entry  Requisition details Punchout

Requisition number

0
Requisition Default supplier & contract
* Requisitioner * Supplier
lan Bros x | =
155239
* Status
Active - Contact
External reference
Message Default GL analysis
* Sub-Project Code * Invoice Address
= X24-01
¥24 Finance Office
* Procurement Process Type * Delivery Address for Goods
~ =
Additional Note
- H
Punchout

Go shopping | Generate to requisition

Save Clear

1.From the Tools Menu select

Print preview Export

Log book

Start from template

Copy requisition

. The following screen will appear:

template Save as template
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Value lookup

Search criteria

¥ Advanced
Search

Requisition number Contact Mame

2002234 Supplies Team
2453537 Bottomline

26836032 Template Examplel
Close T

Mumber type

LA
LA
LA

2. Click once on the required Requisition, which will then populate the details onto the screen.

3. Check or amend any details of the requisition as required.

" Changes on requisition 2636033 have been saved

Requisition entry  Requisition details

Requisition number

26360323 B
Reqguisition

* Requisitioner

lan Brown
1552329

* Status
Active

Punchout

Default supplier & conire

* Supplier
29022
THORLABS LTD

THORLABS LTD, 1 SAINT T

[ PR

Save
4. To Save the Requisition Click on the Save button at the bottom of the screen -

pen Print preview Export Log book

Copy requisition Start from template

Save as template

Once saved the user will get a requisition number. This will then go for approval.

« Changes on requisition 2636033 have been saved

Requisition entry  Reguisition details

Requisition number

2636022 B
Requisition

* Requisitioner

lan Brown
155239

* Status
Active

Any errors see details and amend accordingly

Punchout

Default supplier & contrs

* Supplier
29022
THORLABS LTDy

THORLABS LTD, 1 SAINT T

[ P
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@) Please correct the following:
" « Delivery Address for Goods: This field must contain a value.
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