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This guide explains how to create new templates. It is intended for general users.

To streamline repeated processes, you can create templates for orders, invoices, shipments,
purchase orders, purchases, and campaigns. You can build a new template in two ways:

e Manually populating the needed information
¢ Populating the information from an existing record

This guide uses orders as an example.

Manually Populating a Template

1. Navigate from Main Menu > Order Setup > Templates.
2. Inthe menu bar, click New. Select the desired template type (e.g. order).
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3. At the new record's detail view, enter the template details

https://aaceé.knowledgeowl.com/help/overview-of-templates) AS needed.
4. Click Save and Activate.

Populating a Template from an Order
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1. Navigate from Main Menu > Order Setup > Templates.
2. Inthe menu bar, click New. Select the desired template type.
3. Atthe newrecord's detail view, click Actions > Build Template from Order.
4. Inthe Orders Selector screen, use the Quick Search bar to locate the desired order and
select it.
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Order Daite Title: AsgnTo Customer ©.  Customer PO Grand Total Balance StartDate Ship Date Tracking Status  Status
Orders Selected Orders
SDOM ]”l;JI"O&I'HIl'B ah;ME [Education Solutions, Inc. o CLOSED - . . -
50000-1 12/18/2019 Internal - Sales & Marketing CLOSED
S0000-2 9/17/2020 AACME Education Solitions, Inc. CLOSED
50001 11/06/2019 Mishawaka Schoal District James Corcoran CLOSED
S0001-1 S/14/2020  Fall 2020 Tablet Campaign CLOSED
50002 11/06/2019 aACME Education Solutions, Inc. CLOSED
50003 11/06/2019 Southglen High Schoal Nikki Huang CLOSED
50004 11/06/2019 aACME Education Solutions, Inc. CLOSED
50005 01/27/2020 Request for Information Fiona Watsan CLOSED
50006 01/28/2020 Request for Information Anna Klamper CLOSED
50007 11/21/2019 Regina Cownty Area School District Lauren Padilla CLOSED
50008 11/25/2019 Covered Bridge High School Phyflis Evans CLOSED
50010 01/26/2020 Centerville High School Katherine de Berg CLOSED
50011 11/25/2019 Cowvered Bridge High School Phyllis Evans CLOSED
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5. Edit the template as needed (see above).
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