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Adding Sales Tax for One-Time Ship-To Address on Purchase Orders 1.0
[bookmark: _GoBack]
Supplemental Job Aid

Date: 7/10/2014 

Target Audience:  Department PO Processor, Department PO Buyer, Department Advanced Buyer

Purpose: This Supplemental Job Aid provides FI$Cal Buyers the instructions for adding or changing Sales Tax charged to a line item based on a one-time ship-to address on purchase orders.


Title: Purchase Orders - Adding Sales Tax for One-Time Ship-To Address 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 and click the Search button.
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Step 2:  On the Manage Purchase Orders page, click the desired PO ID number to view the Maintain Purpose Order page.
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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 Sched Sales/Use Tax icon.
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Step 5:  On the Maintain Purchase Order, Sales/Use Tax Information for Schedule 1 page, the Tax Applicability field is defaulted to “Sales Tax Applicable”. In this example, the default Tax Code is: “CAC-1381”(Acampo-San Joaquin).
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Step 6:  On the Maintain Purchase Order, Sales/Use Tax Information for Schedule 1 page:
· Click the Tax Code lookup button.
· Select a new tax code. In this case CAC-0005 (Adin-Modoc) was selected.
· Click the OK button.
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You have now successfully changed the sales tax of a line item based a one-time ship-to address on a purchase order.
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