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PURCHASING USER MANUAL

FISCAL CODING: USING THE LINE ITEM MENU

Click Menu next to a line item.

Add Item Coding Complete

Total: $158.00

Menu D Awaiting Fiscal Coding 123
Dedate Line tem
Duplicate Line ltem Awaiting Fiscal Coding 456
Create Freight lem
Show History
Shiow Full Description
Request Price Check
Edit Ship-To Address
Edit Bill-To Address

The menu functions include:

e Click Delete Line Item to delete the line item.
e Click Duplicate Line Item to create another row that is a duplicate of that line.

e Click Create Freight Item to create another row to enter freight charges
separately. This line will be associated to the line item selected. The purchaser will
not have to select this row to add to a purchase order — it will be part of the
requisition line item.

e Click Show History to view the actions taken on the requisition.

e Click Show Full Description to see the complete text of the Description field.
You can also double-click the Description field to show the complete description.

e Click Request Price Check to send an alert to a purchaser to verify the cost of that
line item.

e Click Edit Ship-To Address to select a specific shipping address from a list that is
maintained by your agency’s Purchasing administrator. Only required if you do not
want to use the default address or if no default address is present.

e Click Edit Bill-To Address to select a specific billing address from a list that is
maintained by your agency’s Purchasing administrator. Only required if you do not
want to use the default address or if no default address is present.
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