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	Changing Sales Tax on a Purchase Order Job Aid

Changing Sales Tax on a Purchase Order
		Job Aid 

Target Audience: 
PO Department Buyers and PO Department PO Processors
Purpose:
This Job Aid provides users with instructions for indicating when items in a purchase order are tax exempt. 
FI$Cal is configured to calculate sales tax on the PO automatically based on the 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.
Removing Sales Tax from the Entire PO
If the entire PO is non-taxable (e.g., labor or services), set the PO Header to non-taxable.  

Purchase Order page
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Step 1: Navigate to the PO Purchase Order page.
· Navigation: Main Menu  Purchasing  Purchase Orders  Add/Update POs   Add 
Step 2: Complete the PO as usual, entering the vendor, items, etc.  
Step 3: Click the Header Details link to navigate to the PO Header Details page.
PO Header Details page
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Step 4: Check the Tax Exempt checkbox and enter the tax exempt ID or enter a description to indicate why the PO is tax exempt. 
Step 5: Check the OK button to save the change and return to the Purchase Order page. 




Removing Sales Tax from a Single Line Item
If some PO lines are taxable (e.g., goods) and some are non-taxable (e.g., installation labor) in an order, set the non-taxable lines to “Tax Exempt.”  
Purchase Order page
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Step 1: Navigate to the Purchase Order page.
· Navigation: Main Menu  Purchasing  Purchase Orders  Add/Update POs   Add 
Step 2: Complete the PO as usual, entering the vendor, items, etc.  
Step 3: Click the Schedule button corresponding to the item that should not be charged sales tax to navigate to the Schedules page.




[image: ]Schedules page

Step 4: Click the Sched Sales/Use Tax button to navigate to the Sales/Use Tax Information for Schedule 1 page.
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[bookmark: _GoBack]Sales/Use Tax Information for Schedule 1 page

Step 5: At the Tax Applicability field, select “Item is Exempt.”
Step 6: Click the OK button to return to the Schedules page.
Step 7: Click the Return to Main Page link to return to the Purchase Order page.
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