
Buyers Work Centre Orders Select dropdown ->
New Search

Enter order number in
the Order field

Select Go
Select the

hyperlinked order
number

Select Update
Change dropdown to
Change Amount and

select Go

Select Save
Change dropdown to

Manage Tax and
select Go

Select Additional Tax
Information

Update the relevant
Tax Classification

field

Select Apply
Select the Return to

Update Standard
Purchase Order link
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Submit

Select Approval
Options

Enter Approval Path: 
XX_Purchasing

(where XX is your
department code)

Choose a relevant
Approver

Select Submit
Document

Order approved by
approverTax update complete



  

