TEMPLATE CREATION
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1. From the Activity tab, click on the Description hyperlink of the file you would like to use to create a Template.
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2. Scroll to the bottom of the page and click the Save as Template button.
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3. Create a Name for the Template.
« Assign it to a group(optional).

« Add Amount limits (optional)

Assign it to Users

Make any edits needed

+ Click Save
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4. Go to the Templates tab and find it in your list. Use the template going forward.
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