
Job Aid for Sales Tax on Purchase Orders 

 

Intended For:  

 PO Department Buyers / PO Department PO Processors 

Purpose: 

This Job Aid provides users with instructions on how to handle tax exempt purchase orders.  

FI$Cal is configured to calculate sales tax on the PO automatically based on tax code for the ship-to 

location of the order.  If the entire PO or specific lines on a PO are non-taxable, the tax exempt flag 

needs to be selected to prevent sales tax from being applied. 

 

1. If the entire PO is non-taxable (e.g. labor/services), the Buyer/PO Processor will need to set the PO 

Header to non-taxable.  Navigate to the Maintain Purchase Order page as shown below.  Navigation:  

Purchasing > Purchase Order > Add/Update POs.   After entering the vendor, buyer, etc. click on the 

“Header Details” link. 

 

 

  



On the PO Header Details page, check the “Tax Exempt” box and enter the tax exempt ID or 

enter a description to denote why the PO is tax exempt as shown below. 

 

 

2. If some PO lines are taxable (e.g., goods) and some are non-taxable (e.g., installation labor) in an 

order, the user will need to set the non-taxable lines to “Tax Exempt.”   

Navigation:  Purchasing > Purchase Order > Add/Update POs.   After entering the vendor, buyer, etc.  

click on the “Schedule” link.  Line 2 -  Installation Labor is non-taxable in the example below.

 

 

  



Select the “Sched Sales/Use Tax” Icon

 

 

On the Tax Applicability field, select “Item is Exempt”

 

 

 


