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Note: Only add shipping where it is a  

total charge against the purchase  

order and it is not already included

➢ With the Invoice open

1. Select Header level shipping

2. Click on Add to Header

3. Select Shipping Cost

➢ The Shipping cost section will  

open

4. Enter the Shipping Amount

5. Click on Update

➢ Click again on Add To Header

6. Click on Shipping Tax

➢ The Shipping Tax section will be  

displayed

7. Confirm or select the correct tax

Category

➢ The total for the tax rate selected

is displayed
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1 Select ‘Header Level 

Shipping’

1

Under ‘Add to Header’, 

click on ‘Shipping Cost’.
2

2
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1 A new ‘Shipping Cost’ 

section will open.

1

Enter the shipping amount 

before tax and the shipping 

date.

2

2
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1 Select ‘Line level tax’ for 

the invoice so that you can 

add header level shipping 

tax.

1

This step 

is only applicable 

when adding shipping to a 

Non-PO. Tax will only 

need to be entered at the 

line level when 

you've added shipping 

and shipping tax at the 

header level.
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1 Under ‘Add to Header’, 

click on ‘Shipping Tax’.2

1
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1 A new ‘Shipping Tax’ 

section will open.

1

Select the tax category 

from the drop down menu.
2

2
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1 Select the line item to take 

action.

1

Select ‘Tax’2

2

This step is only 

applicable when adding 

shipping to a Non-PO. Tax 

will only need to be 

entered at the line level 

when you've added 

shipping and shipping tax 

at the header level.
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1 Click on the drop down 

menu to select tax type.

1

Select ‘Sales Tax’ unless 

an alternate tax applies. 
2

2

This step is 

only applicable when 

adding shipping to a Non-

PO. Tax will only need to 

be entered at the line 

level when you've 

added shipping and 

shipping tax at the header 

level.

Adding Shipping to an Invoice- Non-PO only


