Templates / Favorites — Add, Delete, Share
eProcurement

Update As Of: July 2024

Core-CT Financials

Templates / Favorites — Add, Delete, Share

Requesters have the ability to manage personal templates. These users may add item templates,
share templates with other requesters, view item details within each template, and copy
templates that are created by other users.

Creating Personal Templates

There are several ways to add a template throughout the requisition process: on the Create
Requisition page, On the Checkout-Review and Submit page, on the Catalog items page, and
through left hand navigation.

Create a Personal Template through the Create Requisition Page

Navigation:

Nav Bar

Nav Bar > Menu > Core-CT Financials > eProcurement > Create Requisitions
OR

Select Core-CT Financials

Click the eProcurement tile

Click Create Requisitions tile

Core-pif | @ Menu Search in Ment

COre-CTFinanciaISvI < 20f6 >
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Approvals Create Requisition Manage Requisitions
0
My Raceipts AddiUpdate Receipts Requisition Accounting Entries

Convert Req To Contract Requesters Workbench Sourcing Workbench

¥ %

.

1. Click the Templates link

<0 9 Q n : @
Create Requisition

Requisition Default A=) Checkout

[ catalog Catalog
&, Web Suppliers

&) Special Requests
3 Fixed Cost Service
G Time and Materials
E3L Variable Cost Service

|E Templates

) Favarites. D

2. Click the Manage Personal Templates link

Create Requisition

Requisition Defaults A= Gheckout
@ catalog Templates
Note You have no templates. Templates can be made on the Requisition Gheckout page

@, Web Suppliers

&) Special Requests

3 Fixed Cost Service
G Time and Materials
£} Vvariable Cost Service

3 Templates.

Q Favorites D

3. Click the W icon to add an additional template
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Personal Templates appy|
1 row

“Template Name “Description

[ \ ] Share Details -]

Copy Personal Template Retum to My Profile

4. Enter the Template Name and Description
Note: These are required fields
5. Click Done

Personal Templates Apply ml

2rows
*Template Name *Description Allow Sharing
1 ITest Template I ITesﬂ I Hj No | ‘ Share Details Details | ‘ | — |
2 ‘ | | ‘ [ No | Share Details Details | ‘ | — |

Copy Personal Template Return to My Profile
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Create a Personal Template through the Checkout — Review and Submit Page
Navigation:

Q Search in Menu ﬁ

Nav Bar

Nav Bar > Menu > Core-CT Financials > eProcurement > Create Requisitions
OR

Select Core-CT Financials

Click the eProcurement tile

Click Create Requisitions tile

Core-of | © © Menu Search in Men
Core-CT Financials - I < 20f6 > }
eProcurement Procurement Contracts Supplier Contracts Purchasing
oo @
Accounts Payable General Ledger and KK Accounts Receivable Billing
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Approvals Create Requisition Manage Requisitions
) b=k &=
0
My Receipts Add/Upeate Recsipts Requisition Aceounting Entries

Convert Req To Contract Requesters Workbench Sourcing Workbench
= * 3
—/ =_ 4

Procedure:
Add items to the cart and then checkout to view the Checkout — Review and Submit page.

1. Select the lines that will be added to the Template
2. Click the Add to Template(s) link from the Actions menu

® < Q o : @
Create Requisition
Requisition Defaults
Order Total 8.93 USD
~ Requisition Summary

Business Unit DASM1 Dept of Administrative Svcs Priority | Medium v

Requisition Name | Enter a Requisition name
Requisition Type | Requisition v
Requester
Currency USD Dispatch Method | Print  ~

Obligatien Amount
[A Header Comments

Card Number v

Expiration Date

Use Procurement Card || No
Actions %
v Justification Commenf
Add to Favorites
Add to Template(s)
Delet
v Requisition Lines Ove| o5
O Select All Mass Change
1 row
Line1  Catalog ltem
BANDAGE STRIP ADHESIVE 1 X 3 INCH - FIRST AID REFILL 100 PER PACKAGE MFG # 010050 MSC 00412825
E‘ Item 1D CM_2157_8013573 Quantty Uiy of Measure Price  Currency  Total (2 ScheduleDetails | > |
Supplier MSC INDUSTRIAL SUPPLY CO 1 | PK 803 usD 8.3 UsD .

[ Line Comments | | f Delete

Order Total 8.93 USD
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3. Enter the Template Name
4. Enter the Description
5. Click OK

Add Selected ltems to Template(s)
Add Selected Items to Template

Add a new template

Template Name IFirSt Aid I

Description IBandage{ I
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Create a Personal Template through the Catalog Items Page
Navigation:

Q Search in Menu ﬁ

Nav Bar

Nav Bar > Menu > Core-CT Financials > eProcurement > Create Requisitions
OR

Select Core-CT Financials

Click the eProcurement tile

Click Create Requisitions tile

Core-of | © © Menu Search in Men

Core-CTFinanciaIs~| < 20f6 > }

Accounts Payable General Ledger and KK Accounts Receivable Billing
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Approvals

~©

My Receipts

i

Create Requisition

o=

oo

Add/Update Recsipts

Dg

Manage Requisitions

@

Requisition Accounting Entries

Convert Req To Contract

u

Requesters Workbench

Sourcing Workbench

R
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Add items to the cart and then checkout to view the Checkout — Review and Submit page.

1. Click the Catalog link

|0 QO

Create Requisition

[ catalog

@, Web Suppliers

£ Special Requests
3 Fixed Cost Service
G Time and Materials
K3} Variable Cost Service
[ Templates

Q) Favorites

Requisition Defaults

A= Checkout

2. Search Catalog
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Advanced Search X

Search Name ‘ Q, | Search Tips

Save Search Criteria

Advanced ltem Search

*Search Contains | All v| of the following search fields entered.

Description | Contains Any V| |

Manufacturer | Contains Any V| |

Supplier | Contains Any v| |

% Supplier ID | Contains Any V| |

|
|
Manufacturer ID ‘ Contains Any V‘ ‘ ‘
|
|
|

Item ID ‘ Contains Any V‘ ‘

UPNID | Equals v| | |

Category ID | Contains Any V| |

Manufacturer Item ID | Contains Any V| |

|
Supplier Item ID ‘ Contains Any V‘ ‘ ‘
|
|

Category | Contains Any V| |

3. Select item
a. Click the arrow on the right of the line, and click the Add to Templates button
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Create Requisition

Item Details

Item ID
Supplier
Supplier ltem ID
Unit of Measure
Price
Item Category
Location
Attributes
Preferred Supplier

Other Suppliers

Supplier
Supplier Item ID
Unit of Measure
Price

Item Category
Lacation

Attributes

ACCORDION EXPANDING FILE POCKET - LEGAL - 8.50 INCH X 14 INC

CM_2157_4412100

W B MASON COMPANY INC
UNV15242

Box

26,53 USD

Office Equipment and Accessori
MAIN

SUBURBAN STATIONERS INC
BSNG5793

Box

54.17 USD US

Office Equipment and Accesson
MAIN

Defauits Checkout
« Item Category ) ePro Home
Oftice Equipment and Accessori
@ Ttems 1 through 7 of 7
N Items
+Manufacturer Name Compare SortBy | Descripon v
WE MASON (4) CM_2157_4412100 @ v conmact $26.53 —
SPARCO PRODUCTS (2) [ACCORDION EXPANDING FILE POCKET - LEGAL - 8.50 INCH X 14 INC Bor Supper Hem 10
BUSINESS SOURGE (1) Supplier W B MASON COMPANY INC
¥ Preferred Supplier W Add to Cant
 Supplier Name
CM_2157_4412100 @ v Contact $54.17
W B MASON COMPANY INC (4) ACCORDION EXPANDING FILE POCKET - LEGAL - 850 INCH X 14 INC o
SUBURBAN STATIGNERS INC Supler SUBURBAN STATIONERS ING >
@ D W Addto Cant
+ Category Path CM_2157_1650952 @ v Conract 51222
HEAVY.DUTY ACCORDION FILES WITHOUT FLAP - LETTER - B.50 INCH o
b STATE(T) >
Supplier W B MASON COMPANY INC
v Preferred Supplier Frelortad Suspli W Addta Can
Yes (4) CM_2157_1650951 @ v Contract 599 11
No (3) HEAVY.DUTY ACCORDION FILES WITHOUT FLAP - LETTER - 8.50 INCH o
Supplier W B MASON COMPANY INC ’
Preferred Supplier e
CM_2157_1650953 (2} o Contract 516.88 Suppr 1D
HEAVY.DUTY ACCORDION FILES WITHOUT FLAP - LETTER - B.50 INCH o
Supplier SUBURBAN STATIONERS INC = ’
W Add to Cart
«~ | 0O <Q @
Create Requisition E
0 ~
Requisition Defaults w T

Manufacturer WB MASON
Manufacturer's tem 1D UNV15242
UPN Type
UPN ID
Lead Time 1

Add to Favorite

Manufacturer’s Item ID BSNB5793
UPN Type
UPNID
Lead Time 1

10
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Managing Personal Templates

Navigation:

Nav Bar

Nav Bar > Menu > Core-CT Financials > eProcurement > Create Requisitions
OR

Select Core-CT Financials

Click the eProcurement tile

Click Create Requisitions tile

Core-CT Financials ~ I < 206 >
Procurem Procurement Contracts Supplier Contract Purchasing
[elie] [\%
Accounts Payable General Ledger and KK Accounts Receivable Billing

8
i
e
6@

Assat Management Invento ry Customar Contracts Grants Manage:

v :ﬁ “& @

3
|

11



Templates / Favorites — Add, Delete, Share
eProcurement

Update As Of: July 2024

Core-CT Financials

© <

eProcurement

Approvals Create Requisition Manage Requisitions

L E'-* [
0= S
Convert Req Te Contract Requesters Workbench Sourcing Workbench
= % [y
= _ 5

1. Click Templates on left hand menu
2. Click Manage Personal Templates link

Create Requisition

@ Catalog Templates

@ Web Suppliers
Description Quantity
£ Special Requesls ——
Bandage w Add || >

E2 Fixed Cost Service

g Time and Materials

E7} Variable Cost Service

[ Templates.

Q) Favorites n

From the Manage Personal Templates page, users can add / edit Template Name or add / edit a
Description. Both are required fields.

Existing templates will be listed.

Update the existing Template Name
Update the exiting Template Description
Update the Share Details button

Update the Details button

BN =

12
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Personal Templates Apply m
1 row
*Template Name “Description Allow Sharing
1 IFirstA\d I IE!andage I |: No | IShare Details I I Detai\sl | + ‘ ‘ - |
Copy Personal Template Return to My Profile

Add / Remove Templates:

1. Click the Plus icon to add an additional template
2. Click the Minus icon to remove an existing template

Personal Templates Apply m
1 row
*Template Name “Description Allow Sharing
1 ’FirstA\d l ‘Bandage | |: No | | Share Details ‘ | Details ‘ E
Copy Personal Template Return to My Profile

Allow Sharing:
Users have the ability to share templates with other requesters.

There are two items to note when sharing. These options are accessible from the Manage
Personal Template page:

» Allow Sharing — checking this box indicates that the template can be copied by
other requesters. If it remains unselected, the template cannot be copied.

» Share Details — Select Share with Requesters to share this template with specific
requesters.

1. Allow Sharing by switching the Allow Sharing flag to Yes

Personal Templates Apply m
1 row
*Template Name *Description Allow Sharing
1 |First Aid | |Bandage | I Yes [:]l ‘ Share Details | ‘ Details | ‘ + | | —_ ‘
Copy Personal Template Return to My Profile

2. Configure Share Details by clicking the button

13
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Personal Templates Apply m
1 row

*Template Name *Description Allow Sharing
1 |First Aid | |Bandage | Yes [:] IShare Detailsl ‘ Details | ‘ + | | -_— ‘

Copy Personal Template Return to My Profile

3. Enter the User ID
4. Click Done

Share Details E

Requester
Template Name Test Template

Description Eyewash

Share with All Roles and |'[—-|

Requesters "— No |

1 row

Role Name 1L Description 7L

1 a| + =

UserID TL Description TL

5. Details- Details page displays items in the template

14
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Note: Items can be removed from the page, but not added

Personal Templates Apply m
1 row
*Template Name “Description Allow Sharing
1 | Test Template ‘ |Eyewash ‘ Yes E] | Share Details | | + ‘ | — ‘
Copy Personal Template Return to My Profile
6. Click Done
View Details [ oone |
Requester
Template Name Test Template
Description Eyewash
1 row]
Item Description T Supplier 1. Status 7. are‘:;:.llre 1L Price 7L Currency 7. Quantity 7L

1 EYE WASH REFILL BOTTLE SPERIAN SIZE 32 OUNCE FOR USE WITH PORTABLE EYE WASH STATIONS NOBLE SUPPLY & LOGISTICS LLC  Active

| 1.0000] ‘E|

Adding / Deleting Favorites

Navigation:

15
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Core-[1

Nav Bar > Menu > Core-CT Financials > eProcurement > Create Requisitions

OR

Select Core-CT Financials

Click the eProcurement tile

Click Create Requisitions tile

Core-ilf | @ ©

Core-CT Financials - |

Nav Bar

< 20f6 >

eProcurement

(o]
[e}

Accounts Payable

B

Asset Management

Pracurement Contracts

E:%

General Ledger and KK

E

Inventory

=/

Supplier Contracts

=

Accounts Receivable

e

=

Customer Contracts

N
9
-

Purchasing

*

Billing

Grants Management

(e

® <Q

eProcurement

Approvals

=@

My Receipts

i

Create Requisition

o=

oo

Add/Update Receipts

7]

o=

Manage Requisitions

&:

Requisition Accounting Entries

Convert Req To Contract

u

Requesters Workbench

Sourcing Workbench

R

16
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Items can be added to the favorites list during a requisition entry. To add an item to a users’
favorites, use the Catalog Item Search Results Page Review and Submit page, or Left-hand
Navigation.

Adding to Favorites List: Catalog Item Search Results Page

1. Click the Catalog and search for an item
“loo 0000 e ] o i ®

Create Requisition

=

@, Web Suppliers

v
Requisibon Defaults A= Checkout

£ Special Requests
E3 Fixed Cost Senice
G Time and Materials
ER} Variable Cost Serviee

[ Tempiates

Q) Favorites D
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Advanced Search X

Q, | Search Tips

Search Name

Save Search Criteria

Advanced ltem Search

*Search Contains | All v| of the following search fields entered.

Description | Contains Any V| |

Manufacturer | Contains Any V| |

Supplier | Contains Any V| |

% Supplier ID | Contains Any V| |

|
|
Manufacturer ID ‘ Contains Any V‘ ‘ ‘
|
|
|

Item ID ‘ Contains Any V‘ ‘

UPNID | Equals vl |

Category ID | Contains Any V| |

Manufacturer Item ID | Contains Any V| |

|
Supplier Item ID ‘ Contains Any V‘ ‘ ‘
|
|

Category | Contains Any V| |

2. Select Item by clicking the arrow on the right

18
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Create Requisition
L]
Requisition Defaults w Checkout
 ltem Category a
Cles E t and St I
) Gleaning Equment nd Supple s 1 through 1035
- Domesiic Appliances and Suppl ltems
(83) #1.|[©a Compare Sort By | Description
~ Manufacturer Name CM_2157 9014488 @ v Co 524674
#17L GLASS CLEANER AND PROTECTOR 6/2LTRSICASE 599804 oo
1 3 CORPORATION (191) Supplier C & C JANITORIAL SUPPLIES INC ’
| SPARTAN CHEMICAL N W Addto Can Wm0
~ COMPANY INC. (132) rofarred Supgier
T) NEWELL RUBBERMAID (107) M7 1 )] Comn o
£ GOJO INDUSTRIES ING (56) #1A GLASS CLEANER 4/ 5GAL/CASE 858439 =
L NSI INDUSTRIES LLC (48) Supplier C & C JANITORIAL SUPPLIES INC Manutacture: M CORPORATION ’
| NSS ENTERPRISES INC  (40) n i Preried Suppist W Addlo Cart L L
+J HOSPECO 38) CM_2157_9014393 (&) 4
2157 ® s
Y TERPRI 142.58
) (hay T ENTERPRISES ING #1L GLASS CLEANER 6/2LTRSICASE 233579 cae
1 PROTEAM ING. (37) Supplier € & C JANITORIAL SUPPLIES INC v ’
J KUTOL PRODUCTS COMPAKY Prefered Suppter e
(38)
CM_2157_9014366 &) v ¢ 54149 47 Supser 10
M Y ©
! #24A 3-IN-1 FLOOR CLEANER 4/ 5GALCASE 858347 -
~ Supplier Name Supplier C & C JANITORIAL SUPPLIES INC Manutacturer ’
Preferred Suppeer e it N
 ©&C JANITORIAL SUPPLIES
~ ING (931 CM_2157_9014347 © Contract $159.98 suppler
) BOB BARKER CO NG (#1) #24H 3-IN-1 FLOOR CLEANER B/LTRS/CASE 235535 case suppte
1 TASB TEXTILES G2} ING (26 Supplier C & C JANITORIAL SUPPLIES INC ;
£ CN WOOD ENVIRO LLG (18) st Suppier W Addto Cart e—

3. Click Add to Favorites button

Create Requisition

Preferred Supplier

I Add to Favorites I B Add to Template(s)

Requisition Defaults L=} Checkout
Item Details
#1AGLASS CLEANER 4/.5GALICASE 858439
ltem 1D CM_2157_8014485
Supplier € & € JANITORIAL SUPPLIES INC
Supplier tem ID 858439 Manufacturer 3M CORPORATION
Unit of Measure Case Manufacturer's tem ID 858439
Price 15849 USD UPN Type
Item Category Cleaning Equipment and Supplie UPNID
Location MAIN Lead Time 1
Attributes

4. A message appears to confirm that the item has been added to the favorites list

19
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ancel Confirmation

The following item(s) with supplier will be added to your favorites:
Item ID: GM_2157_9014485, Suppiier: 0000012872, Supplier Name: C & G JANITORIAL SUPPLIES ING

[0 Do not show this message again

Adding to Favorites List: Left Hand Navigation

1. Click the Favorites link on the left-hand menu
clo o s o a : ®

Create Requisition

Requisition Defaufts A=) Checkout
I

[ cataiog Catalog

&, Web Suppliers

£ Special Requests
E3 Fixed Cost Service
C Time and Materials
7} Variable Cost Service

[ Templates

[ Favories n

Adding to Favorites List: Checkout — Review and Submit page

1. Select the items to be added to Favorites
2. Click the Actions drop down
3. Click Add to Favorites

Create Requisition

Requisiion Defaults
Order Total §4.17USD

~ Requisition Summary

Business Unit DASM1 Dept of Administrative Svcs Priority | Medum
Requisition Name |Enier a Requisition name
Requisition Type | Reguisition v
Requester

Currency USD Dispatch Method | Print v

Obligation Amount
[ Header Comments
Card Number v
Expiration Date
Use Procurement Card No
o Actions %
~ ion Commer

Add to Favorites.

Add to Template(s)

Delete
v Requisition Lines Ove|
O Select All Mass Change

row

Line1 Catalog lem
ACCORDION EXPANDING FILE POCKET - LEGAL - B.50 INCH X 14 INC

tem ID CM_2157_4412100 Quanetty Unit of Measure Price Currency Total ¢4 ScheduleDatails | | >
Uy [+

o
s Supplier SUBURBAN STATICNERS INC 1 5417 usD 5417 USD

[ Line Comments | | T Delete

Order Total 54.17 USD

Adding to Favorites Group:
20



Templates / Favorites — Add, Delete, Share
eProcurement

Update As Of: July 2024

Core-CT Financials
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Create Requisition

Requisition Defaults w Checkout

s

[J) Catalog Catalog

@, Web Suppliers

£ Special Requests
3 Fixed Cost Service
G Time and Materials
KR} Variable Cost Service

[ Templates

O Fevortes n

4. Select Item(s) from Favorites List
5. Select Add to Favorites Group

o @ O ®
Create Requisition
1
Requisition Defaults ‘Q m
[ Cataiog Favorites
» Favorites Groups
£ Special Requests Favorites - Ungrouped ltems L
W Add Add to Favorites Group(s) | 1 Add to Template(s) || [T Delete Selected
3 Fixed Cost Service
item Description Supplier Name Price Currency UOM Quantity
G Time and Materials ¢ o
”\g C JANITORIAL SUPPLIES 158 .49 usD CA W Add B Delete »
K3l Variable Cost Service
RDION EXPANDING FILE POCKET - LEGAL - 8.50 INCH X 14 INC SUBURBAN STATIONERS INC 5417 uUsD BX W Add | | Delete | | >
3 Templates
BOTTLE SPERIAN SIZE 32 OUNCE FOR USE WITH PORTABLE EYE WASH s
R R A II\JLOC_BLE SUPPLY 8LOGISTICS 449 57 uUsD cA w add | | Delete | | >

) Favorites m

6. Select Favorites Group
OR

Enter Group Name and Description to create a new favorite group 6.
Click OK
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Add Selected ltems

Favorites Groups

Favorites Groups

Group Name

Description

O

Fav Group

Test

Add to a new favorites group

Group Name l|

Description |

Note: When an item is added to a favorites group, it no longer appears as an ungrouped
item within the favorites list.

Deleting Items on Favorites List:

1. Select the Item(s) in the favorites list

Create Requisition

@ Catalea

£ Special Requests
& Fixed Cost Service
G Time and Materials.
KL Variable Cost Service
[ Templates

) Favorites

Favorites

> Favorites Groups

Favorites - Ungrouped Items

Requisition Defaults

| W Add || Add 1o Favortes Group(s) || [ Addto Templatefs) H 1 Delete Selected

Item Descriptien Supplier Name
[m]#~ 6Lass cLEAnER 4 seaLCASE 858430 C& C JANTORIAL SUPFUES
ACCORDION EXPANDING FILE POCKET - LEGAL - 8.50 INCH X 14 INC SUBURBAN STATIONERS INC
EYE WASH REFILL BOTTLE SPERIAN SIZE 32 OUNCE FOR USE WITH PORTABLE EYE WASH NOBLE SUPPLY & LOGISTICS

LLC

D — STATIONS

Price

158 49

5417

103 27

Currency UOM Quantity

UsD  CA | | w Add
uso  bx | | | pca
uso  ca | | [ 2oa

fif Delete | >

i Delete | >

i Delete | >

2. Click Delete Selected
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Create Requisition

1W
Requisition Defaults w

[ catalog Favorites
> Favorites Groups
£ Special Requests Favorites - Ungrouped Items 3 ron)
Ey—— ‘ W Add || B Add to Favorites Group(s) H [ Add to Templata(s) ‘I ) Delete Sala:lsdl
3 Fo ervice
[ Item Description Supplier Name Price Currency UOM Quantity
(g Time and Materials
#1A GLASS CLEANER 4/ 5GAL/CASE 858439 ﬁ“gc""”'m“‘“ SUPPLIES 45849 usD  CA ‘ ‘ w Add | | @ Detete ‘ >
E7} Vanable Cost Service ]
() ACCORDION EXPANDING FILE POCKET - LEGAL - 8.50 INCH X 14 INC SUBURBAN STATIONERS INC 54 17 usD  Bx | W Add | | fif Delete ‘ ‘ >
[ Tempiates —
. e
o EYE WASH REFILL BOTTLE SPERIAN SIZE 32 OUNCE FOR USE WITH PORTABLE EYE WASH NOBLE SUPPLY & LOGISTICS  yp5 57 usD CcA ‘ W Add 1 Delete ‘ N
© Favorkes D STATIONS LLC

3. Click Yes

Are you sure you want to delete the selected line(s)?

Deleting Favorites Groups:
1. Expand Favorites Groups
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Create Requisition ;

Requisit

[ Cataiog Favorites

£ Special Requests

3 Fixed Cost Service

1 row
Favorites Groups T Description 11
(3 Time and Materials
@
Fav Group Test >
£ Variable Cost Service
Favorites - Ungrouped Items 3 rows
3 Tempiates
W Add Add to Favorites Group(s) || [ Add to Template(s) || [f) Delete Selected
O Favorites m Jtem Description Supplier Name Price Currency UOM Quantity
#1A GLASS CLEANER 4/ 5GAL/CASE 858439 ﬁ\g”"‘“TOR‘“LSUP“'-'ES 15849 usD CA W Add | | Delete | | >
ACCORDION EXPANDING FILE POCKET - LEGAL - 8 50 INCH X 14 INC SUBURBAN STATIONERS INC 5417 usD BX W Add | | [ Delete >
SH REF 30TT SPERIAN SIZE 32 OUNCE FOR USE WITH PORTABLE EYE WASH
SH REFILL BOTTLE SPERIAN SIZE 32 OUNCE 3 ORTABLE EYE WA II:JLOCBLESUPPLY&LOG\STICS 103 27 USD cA W 7cd | [ @ Detete | [ >

2. Click Manage Favorites Groups

T EEREh}YESTST

Create Requisition ;

v

[ Cataiog Favorites

+ Favorites Groups

£ Special Requests

3 Fixed Cost Service

1 row

Favorites Groups 11 Description 11
(3 Time and Materials

Fav Group Test >
£ Variable Cost Service

Favorites - Ungrouped items 3 rows
3 Tempiates

W Add Add to Favorites Group(s) || [ Add to Template(s) || [f) Delete Selected
O Favorites m Jtem Description Supplier Name Price Currency UOM Quantity
#1A GLASS CLEANER 4/ 5GAL/CASE 858439 ﬁ\g”"‘“TOR‘“LSUP“'-'ES 15849 usD CA W Add | | Delete | | >

ACCH

SUBURBAN STATIONERS INC 54 17 usD BX w Add B Delete >

NOBLE SUPPLY & LOGISTICS 103 27 usD  ca W add | | & Oetete | | >

3. Click the Minus icon from the row of the item that you wish to delete

Favorites Groups m

1 row

*Group Name *Description Allow Sharing

1 |Fav Group Test \_I

: No | | Allow Access ‘ ‘ Details ‘ | + ‘ E

Copy Favorites Group

4. Click OK
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Delete current/selected rows from this page?
The delete will occur when the transaction is saved.

OK l Cancel l

25



	Creating Personal Templates
	Create a Personal Template through the Checkout – Review and Submit Page
	Create a Personal Template through the Catalog Items Page

	Managing Personal Templates
	Adding / Deleting Favorites

