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 Confirm you have the Requesting Location 

needed in the Basic tab 



 

 Select the Template Tab from the top 

toolbar 



 

 Select Location Templates 



 

 Select the Location Template 

Needed 

 Stock – Will fill from CMS 

 Non-Stock – Will fill from the 

vendor via Purchasing 



 

 All of your items 

ordered in the last 

6 months from 

should appear in 

your template 

 The order, UOM, 

& quantity all can 

be customized as 

needed 

 Orders are placed 

from the template 

in the same way 

they are placed 

through the 

Search Catalog 

tab 



 


