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[bookmark: _GoBack]Changing the Tax Status on Dispatched POs 1.0

Supplemental Job Aid

Date: 12/10/2013 

Target Audience:  PO Processors and Buyers

Purpose: This Supplemental Job Aid provides PO Processors and Buyers the instructions for changing the tax status on dispatched Purchase Orders (POs) at the Line and Header Levels.

Changing the Tax Applicability (Tax Status) on Dispatched POs at the Line Level:
In this example, we need to change the tax applicability (tax status) of a single Line to tax exempt on a dispatched PO. The Line we need to change is Line 3 of the PO.
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Step 1: Navigate to the Add/Update POs page:
· Navigation: Main Menu  Purchasing  Purchase Orders  Add/Update POs
· Click on “Find an Existing Value” tab 
[image: ]
Step 2:  Click the “Find an Existing Value” tab, enter the PO ID and click “Search”



At this point, notice the “Account Summary” section lists the Freight/Tax/Misc. charges of $842.50 and the Total Amount of the dispatched PO as $11,742.50.
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Step 3:   In the “Lines” section of this page, click on the “Statuses” tab	
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Step 4:  For Line 3, click on the “Change Line” icon
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Step 5:  Click on the “Details” tab and then click on the “Schedule” icon for Line 3
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Step 6:  On the Schedules page, click on the Sched Sales/Use Tax icon  
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Step 7:  On the Sales/Use Tax Information for Schedule 1 page, click on the Tax Applicability drop-down menu and select “Item is Exempt” and click “OK”
[image: ]Step 8:  On the Schedules page, click “Save” and then click “Return to Main Page”
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Step 9:  The PO Status now displays “Open”, a “1” is displayed in the “Change Order” field and the “Account Summary” section has been updated to reflect the tax applicability changes made in Line 3. The Freight/Tax/Misc. charges are now $280.00 and the Total Amount of the PO is now $11,180.  
[image: ]
Step 10:  Click on the green check mark at the top of the page to submit the Change Order to Approval Workflow.

You have now successfully changed the tax applicability (tax status) for the item(s) in Line 3 to tax exempt on a dispatched PO.








Changing the Tax Status on Dispatched POs at the Header Level:
In this example, we need to change the tax status of all Lines on a dispatched PO to tax exempt. This is done at the Header Level.  
[image: ]Step 1: Navigate to the Add/Update POs page:
Navigation: Main Menu  Purchasing  Purchase Orders  Add/Update POs 
· Click on “Find an Existing Value” tab, enter the PO ID and click “Search”




At this point, notice the “Account Summary” section lists the Freight/Tax/Misc. charges of $28,125.00 and the Total Amount of the dispatched PO as $403,125.00.
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Step 2:  Click on the Change Order Triangle icon at the top of the Maintain Purchase Order page
[image: ]

Step 3:  In the Header section, click on the “Header Details” link
[image: ]
Step 4:  On the PO Header Details page, click the “Tax Exempt” box and enter the Tax Exempt ID in the “ID:” field

Please Note: The Tax Exempt ID field is a free-form field which can be an assigned number or description of why item is tax exempt.
[image: ]
Step 5:  Click “OK”























Notice the PO Status now displays “Open”, a “1” is displayed in the “Change Order” field and the “Account Summary” has been updated to reflect the tax exempt status changes made in the Header Details of the PO. The Freight/Tax/Misc. charges are now $0.00 and at the Total Amount of the PO is now $375,000.  
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Step 6:  Click “Save”
[image: ]

Step 7:  Click the green check mark at the top of the page to submit the Change Order to Approval Workflow.  


You have now successfully changed the tax status of all Lines on a dispatched PO to tax exempt at the Header Level.  
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