Purchase Order Line Price Adjustments
This guide reviews the steps to enter a Price Adjustment on a Purchase Order. You cannot enter a negative amount as the unit price on a PO line item; negatives must be entered as price adjustments. You cannot enter price adjustments for a catalog item unless the item is flagged to allow price adjustments; most items are not so flagged.

Price Adjustments might include a special discount for a QPA line item or a special increase or discount in the price of one PO line item. You may enter more than one adjustment for each PO line. Price adjustments will not be separately printed on a purchase order; only the net adjusted price will be printed.
You will need to navigate to the Line Schedule (


) for the item you need to adjust the price.
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When you click on the Schedule icon you will be taken to the Schedules screen.

On the Schedules screen you will need to click the Value Adjustment icon (

) to be taken to the Price Adjustments for Schedule 1 screen.
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The screen below is the Price Adjustments for Schedule 1 screen and you will see the current base price of the item as the default information.  To add price adjustments you will need to click the blue + sign to add a new line for adjustments.  
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Once you have added the value adjustment line you will need to enter four (4) pieces of information.

1. Type

2. Other description

3. Adj Meth

4. Adjustment Amount
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1.  Type


This should default to “OTH”.  This stands for other and is currently the only type of 

adjustment allowed.

2.  Other description


Enter the reason for the adjustment. 

3.  Adj Meth


You will need to choose the type of adjustment method to be applied to this line.  You


have two options: “Amt” or “Pct”.
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Choosing “Amt” will keep open the field “Adjustment Amount” to enter the amount of the adjustment to the PO line.
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4.  Adjustment Amount


This is the amount of the adjustment in dollars and cents.  This can be a negative amount


if required.

Choosing “Pct” will open up 2 new fields “Pct” and “Price to Base Percentage On”, it also will close the “Adjustment Amount” field to data entry.
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You will need to enter the Percent to be adjusted and then how the percentage should be applied.  The percentage can be a negative if you want a discount.  If you choose “Base”, the percentage adjustment is applied to the base price of the line.  If you choose “Calculated”, the percentage will be adjusted based on the price after each change entered for this item.

• For example, suppose that you have a base price of $100 and two percentage adjustments of -10% each.  If you select Base, the system applies each adjustment to the base price and totals the adjustments for a total adjustment of -20 and an adjusted price of $80.
• If you select Calculated, the system applies the adjustments incrementally according to the adjustment sequence number. The first adjustment of -10% is applied to the base price of $100 for an adjustment of -10 and an incremental price of $90. The second adjustment is applied to the calculated incremental price of $90 for an adjustment of -9 and an adjusted price of $81.
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To verify that the price adjustments have been made correctly click the “Refresh” button and the Adjusted Price will reflect the price that will be saved to the PO.  If the Adjusted price is correct, then click the “OK” button to be taken back to the Schedules screen to save the PO adjustment.
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