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Adding a Header Level Discount 
1. A header level discount is one that will be applied to all line items on the 

purchase order. To add, scroll down to the line items, and select the icon to 
the right of where the supplier’s name is listed. Then, select Edit Discount.  

 
2. The Edit Discount box will appear. In the Discount field, select the radio button 

next to Amount and then enter your discount. Click Apply. 

 
3. The discount will now be subtracted from your order total. The discount will be 

applied to each line item on a weighted basis.  
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Adding a Line Level Discount 
1. To add discount to a specific line item, scroll down to the line items, and select 

the icon to the right of where the line item is listed. Then, select Add 
Discount. 

 

 
2. The Add Discount box will appear. In the Discount field, select the radio button 

next to Amount and then enter your discount. Click Apply. 

 
3. The discount will now be subtracted from your order total. The discount will only 

be applied to that specific line item. 

 


