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Step #1: Click on the “Taxes/S&H” tab  

 

Step #2: Click the “Edit taxes, shipping and handling for all line items 

in this group” 
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Step #3: The Shipping drop-down box should be set to “override” 

Step #4: Fill in the shipping amount for the order in the “per PO” field. 

Step #5: Click “Save” 

 

This is what the requisition will now look like with the shipping charges 

added: 

 


