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Adding Sales Tax for Out of State Ship To Locations on 
Purchase Orders 1.0

Supplemental Job Aid

Date: 7/10/2014 
[bookmark: _GoBack]
Target Audience: Department PO Buyers

Purpose: This Supplemental Job Aid provides FI$Cal Buyers Adding Sales Tax for Out of State Ship To Locations on Purchase Orders.  


Purchase Orders - Adding Sales Tax for Out of State Ship To Locations on Purchase Orders:
Step 1: Navigate to the Manage Purchase Orders page:
· Navigation: Main Menu  eProcurement  Buyer Center  Manage Purchase Orders
· Enter the Business Unit information in the Business Unit field. Click the Search button.

[image: ]

Step 2:  On the Manage Purchase Orders page, click the PO ID number
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Step 3:  On the Maintain Purchase Order page, click on the Schedule icon.
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Step 4:  On the Maintain Purchase Order, Schedules page, click on the Miscellaneous Charges icon.
[image: ]
Step 5:  On the Maintain Purchase Order, Miscellaneous Charges for Schedule 1 page, click the Add a New Row button (+ icon).[image: ]
Step 6:  Use the Charge Type lookup button and select “MISCPR” (Miscellaneous Charge Prorated.
· Manually research the tax rate for the out of state city. 
· Enter the tax rate in the Value % field, in this example “8” was entered for the tax rate.
· Click the OK button.
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You have now successfully changed added sales tax for an out of state, ship to location on a purchase order.
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