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Supplier quotes will occasionally contain no-charge line item(s). The line item(s) must
be listed on the purchase order in order to assure they are provided by the supplier
and accounted for upon receipt. There is a setting on the purchase order to indicate

cost as $0.00.
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To correct and set to no-charge, navigate to the respective line item in the bottom
Details section. Go to Related Documents tab and uncheck box for Invoice Expected.
Repeat for other lines that are no charge.
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Check the Free Indicator on line item. Repeat for other lines that are no-charge.
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Note: The departmental Shopper or Requisition creator does not have the option to

set

line item cost to $0.00 on the Shopping Cart or Requisition. They must enter a cost of

$0.01 and place a header note to the Purchasing buyer that the item is free. The
Purchasing buyer finalizes the actual no-charge status during processing of the
purchase order.




