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Villanova University

Web Requisition

Guide to Using Templates
Using Templates to Simplify the Purchase Requisition Process

A significant benefit of the Web-Based Requisition form is the ability to save information entered on a purchase requisition in a requisition template.  This template can later be retrieved to create a new requisition.

Any information frequently entered by departments, such as common vendor IDs, ship codes, and accounting information can be saved as a template, eliminating the need to look up or re-enter these fields.

Saving Information as a Template:

There are two ways to save information as a template:  1. Save all information on a completed purchase requisition.  2. Save some or all of the information before the requisition is completed.

To save all information upon completion of the requisition:

1. Enter a name for the template in the [Save as Template] field.
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2. Click the [Complete] button to complete the requisition and save as a template for later retrieval.  

To save some or all of the information without completing the requisition:

1. Enter any field (such as Vendor ID, Ship Code, etc.) you want saved for later retrieval.

2. Enter a name for the template in the [Save as Template] field.

3. Click the [Save Template Only] button to save as a template for later retrieval.

4. You can now continue with the requisition or exit the form.









Retrieving a Template

To retrieve a saved template:

1. Select a template to retrieve from the drop-down list.

2. Click on the [Retrieve Template] button.
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Deleting a Template

To delete a saved template:

1. Select the template to delete from the drop-down list.

2. Click on the [Delete Template] button.

3. Repeat this process for all templates to be deleted

Note:  Once deleted, a template can not be recovered.  
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