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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 Requisition. 
 
 

 
 

2. From the select .  
 

The following screen will appear: 
 

 
 

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. 

 

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

 
1. To access the Requisitioning screen: 
 

 
 
The following screen will appear: 
 

 
 

1. From the Tools Menu select . The following screen will appear: 
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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. 

 

 
 
 

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

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

 
 
Any errors see details and amend accordingly 
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