
How to Use Templates in Escape 

For this example, we’ll be using the HOTEL TEMPLATE. 

To access the template, simply do the following: 
 
From Vendor Requisitions, click on "Template Reqs?", then click the drop-down arrow to the right. 

 
 
Double-Click on "Organization". 

 
 
Click "Go". 

 



Single-Click on the desired template. 

 
 
Click "Copy". 

 
 
Correct the "Order Location" (if necessary) and fill-in the “Comment” information requested. 

 
 
 
 
 
Under the "Items" tab, click the down-arrow to the right of “Description”. 



 
 
 
Fill-in all of the information requested, then click “OK”. 

 
 
Your requisition can now be completed as you would any other requisition. 
 


