Creating Templates 
(Only Use with AD700s with the current version 2.9.111)
· Select Search
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· Do a search to find the requisition needed to create a template.  Select that requisition and click Create Template.
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· Type in a name for the template and select OK.  The following pop-up box will be displayed.
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· To use the template just created, choose Data Entry, then New From Template from the CATS Main Menu.
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· A list of templates will appear as follows:
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· Select the template desired and click OK.
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· The Account Selector screen will then appear.  Choose the Management Unit and Sub Account (if desired) that this requisition will be obligated to.  Select OK.
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· An AD700 is displayed.  This is a copy of the original requisition that was used to create the template.  Changes can be made to this requisition if needed since the status of the new AD700 is set as Working.  Once changes are made, click Save.  This will save the requisition with a new number, coinciding with the MU chosen on the Account Selector screen.
