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

OR  

Select Core-CT Financials  

Click the eProcurement tile 

Click Create Requisitions tile 

 

Nav Bar 
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1. Click the Templates link 

 
2. Click the Manage Personal Templates link  

   

3. Click the  icon to add an additional template  
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4. Enter the Template Name and Description  

Note: These are required fields 

5. Click Done 
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Create a Personal Template through the Checkout – Review and Submit Page  
Navigation:  

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

OR  

Select Core-CT Financials  

Click the eProcurement tile 

Click Create Requisitions tile 

 

Nav Bar 
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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 
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3. Enter the Template Name  

4. Enter the Description 

5. Click OK 

 

 
 

 

  

 

 



Templates / Favorites – Add, Delete, Share  

      eProcurement  

Update As Of: July 2024  

Core-CT Financials  

 
  

7 

  

Create a Personal Template through the Catalog Items Page  
Navigation:  

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

OR  

Select Core-CT Financials  

Click the eProcurement tile 

Click Create Requisitions tile 

 

Nav Bar 
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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  

 

 

2. Search Catalog 
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3. Select item 

a. Click the arrow on the right of the line, and click the Add to Templates button 
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Managing Personal Templates  
 

Navigation:  

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

OR  

Select Core-CT Financials  

Click the eProcurement tile 

Click Create Requisitions tile 

 

Nav Bar 
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1. Click Templates on left hand menu 

2. Click Manage Personal Templates link 

 

 

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.   

1.   Update the existing Template Name  

2. Update the exiting Template Description  

3. Update the Share Details button 

4. Update the Details button 
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Add / Remove Templates:  

1. Click the Plus icon to add an additional template 

2. Click the Minus icon to remove an existing template  

 

   
  

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 

 

 
 

 

 

 

 

2. Configure Share Details by clicking the button 
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3. Enter the User ID   

4. Click Done 

 

 
 

 

         

5. Details- Details page displays items in the template 
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Note: Items can be removed from the page, but not added 

 

 

6. Click Done 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

Adding / Deleting Favorites   
Navigation:  
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Nav Bar > Menu > Core-CT Financials > eProcurement > Create Requisitions 

OR  

Select Core-CT Financials  

Click the eProcurement tile 

Click Create Requisitions tile 

 

 

Nav Bar 
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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  
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2. Select Item by clicking the arrow on the right 
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3. Click Add to Favorites button 

 

 

  

     

  

4. A message appears to confirm that the item has been added to the favorites list  
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Adding to Favorites List: Left Hand Navigation  

1. Click the Favorites link on the left-hand menu  

 
 

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  

 

Adding to Favorites Group:  
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4. Select Item(s) from Favorites List 

5. Select Add to Favorites Group   

 
  

6. Select Favorites Group   

 

OR  

  

Enter Group Name and Description to create a new favorite group 6. 

Click OK  
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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 

 

   

2. Click Delete Selected 
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3. Click Yes  

  

 

 

 

 

 

 

 

 

 

 

 

 

  

Deleting Favorites Groups:  

1. Expand Favorites Groups 
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2. Click Manage Favorites Groups 

 

 
 

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

 
4. Click OK  
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