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VAT CHANGE F.A.Q.

If you use AdminBase to export Sales Invoices to your accounts package
please read and note question 6 before making changes as detailed in
questions 1 to 5.

1. How do | change the Default VAT value that will be used by any
new Finance Lines?

Options > Contract Settings > Finance

antract Detailz  Finance ]Deliveries] Fittirig ] Eommissinnsl Job
W at 20 X
Depogit (10 4

[v Create default finance lines for every new contract

If you also have the checkbox “Create default finance lines for every new contract” (see
above) ticked, then you will also need to ensure that the default finance lines for your contract
types have the correct VAT rate defined.

Options > Contract Type Defaults

Expand the Contract Type tree in the left hand pane until you reach the Contract Types.
Then, in the right hand pane, click on the Finance tab, where you can change the VAT rates.

Program Options
B

Company Details ] Lead Settings ] Misc Settings ] Contract Settings] MNumbering Setings ] Accounts Program  Contract Type Defaults ] Wi Lit 4 | »

=I- Cantracts General] Products & Dellvenes] Checklist  Finance ] Eventsl Eommlsslon] JobCet | »
=] Supply & Fit
+ Retail Conservatory [ Invoice per Contract [ Unticked will Invoice per Customer]
+)- Fascia's and zoffits
+- Retail Windows & Doors Default Payment kMethad | j
+- Service call
+- Retail Windows & Doors [ Contract Administration Fee
+- Supply Only
Account Ref. Prefis [Prefix cannot apply to A4AAD00T fomat)

Line Detailz Met Amount Wat  |Wat Mar i~
Mo Charge Paid Code |Rate Coc
1| Deposit Charge T1

2| Deposit Papment
3| Balance Charge T1 20
4| Balance Payment
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Note that if you have fixed charges set up in your Contract Type Defaults finance lines; such
as a Callout Charge for a Chargeable Service Call, you will need to manually split the VAT for
the new VAT Code.

Line Dietails [ et .ﬂ-.n'!-:uunt Wat o [Wat  |Wat |
Mo Charge |Pad Code [Rate [Amount|l
!_ 1 Service Call Out Charge 20 T1 20 )
2| Contract Y alue T1 20 1]

3 Final Fayment

2. What do | need to do for contracts where | have already entered
the Contract Value and that will be invoiced after the change in the
VAT rate?

For each of the Finance Lines that have not yet been invoiced, simply change the value in the
% VAT column. Selecting a different line will recalculate the £ VAT value, and as a
consequence, the £ Gross value. Make sure that you use an invoice date of 4" Jan 2011 or
later when you raise invoice the item if you are not doing that at this point.

BEFORE

Line - £ £ Vat |% £ £

No Date Details ‘Ehalged Paid de-tiat A '\|Emss |

1/23A12/2010 | Contract ¥ alue £4,347.83 T 15 EER217 5.000.00

b 223A12/2010 | Deposit Paid £500.0 : £500.00
AFTER

Line - £ £ Vat |% £ £

Mo Dlslie Laidle Charged [Paid _—~ e [Vat Yabl — ——Gross
| 123fas2ma | Conbract alue £4.166.67 T1 20 £833.33 5.000.00
L 212312/20010  |Deposit Paid £500.00 #£0.00 £500.00

3. | have a contract with Stage Payments in the Finance Lines.
How do | handle this?

If you are accounting for VAT at each stage payment you need to make sure that payments
received before 4/1/2011 are invoiced at 17.5% and payments received after 4/1/2011 need
to be invoiced at 20%. This may mean that you have the two VAT rates on one contract. We
recommend that if the contract you are editing has additional stage payments after the one
you are editing that you update these too.

BEFORE

boe Lkl Ehalged IEaid 1';zliat 1fl'at Emss ::?I; Igl:[f
L 2312/2010 | Deposit Charge £425.53 17.5 £74.47 £500.00 12345
_123412/2010 | Deposit Received £500.00 i £0.00 £500.00
_|2312/2010 | Survey Charge #£851.08 175 £14834  £1.000.00
_|2312/2010 | 2nd Stage Payment £1.70213 175 £297.87  £2.000.00
| |2312/2010 |Final Stage Charge £1.276.60 17.5 £223.400  £1.500.00
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AFTER

Date Details Eharged I*'E‘aid \;zli'at ‘E’al Eruss :{II; I!'I'It'::"l‘l’ll
23127200 | Deposit Charge £425.53 17.5 £74.47 £500.00 12345
23127200 | Deposit Received £500.00 £0.00 B
L 1040142011 | Survey Charge £851.06 20 E170.21)  £1.021.27 12357
_|10/01/2011 | 2nd Stage Payment £1.70213 20 £340.43 E204256
1040172011 |Final Stage Charge £1.276.60 £255.32

4. We use stage payments and account for VAT at each stage
but raise the invoice for all the stages at the end.

In this case follow the instructions above and amend your lines as above. You will however
have one invoice number in all the lines. AdminBase can handle different VAT rates on one
invoice so the invoice total will be adjusted automatically. You must however make sure you
have a charged line for each of the stages rather than a single line for the total contract value.

5. | have raised an invoice already for a job that will be fitted after
1/12/2008. What do | need to do?

Raise a credit note to reverse the incorrect invoice and re invoice with the new VAT Rate.

II\_II:E e sl Eharged Eaid ﬁat ‘E’at Emss
| 112312/2010 | Contract Yalue £851.08 175 £148.94)  £1,000.00
| 2)2312/2010 | Credit For [ncarect WA T -£851.06 176 -£14894 -£1,000.00
l 31 23M2/2010 | Contract Value £833.33 20 £166.E7| £1.000.00

6. How does the change affect exporting to my Accounts
Package?

You must check with your accountant and the accounts software that you use for their
recommendations but IF THEY RECOMMEND A SEPARATE TAX CODE for the temporary
VAT rate you will need to use the an AdminBase update dated on or after 27/11/08.

IF YOU ARE NOT CHANGING TO A DIFFERENT TAX CODE then you do not need to apply
the update before your next export of sales invoices and can instead update when most
convenient to you.

In the update we have made some adjustments to AdminBase to cater for exporting sales
invoices with different VAT Codes. The new version will enable you to make use of the VAT
codes already provided for Purchase Invoice exporting and these will be able to be set
against individual lines in the Finance page. This means that you can set a different tax code
in your accounts package for the temporary rate and reflect this in AdminBase. This will also
make it easier to switch back to the 17.5% rate if required in the future. When following the
instructions above in questions 1 to 5 selecting the appropriate tax code from the new drop
down in the finance lines will update the VAT rate.

i) After applying the update you need to set the default tax codes in Options Accounts Program. Right
click on the default fields will give access to the tax code table. If you have default Finance lines that
are created for new contracts these will also need to be edited and a Tax Code added to the default
lines.
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WAT Code for Sales Charges (Std. Frate] |||

WAT Code for Sales Payments l

B

Standard

LItiliby
Temporary

ii) There will be a new field in the Finance page for the VAT code. You may need to drag this field from
the end into the position that is most convenient to you. New lines will use the default set in Options or
can be changed here.

Line q £ £ Yat |% 3 3 Invy No/
No |Date Deiztz Charged |Paid Code[vat |wat Gross  |CB Ref
=i |02A2/2008 Gt Vel £4347 63 13 16 £65217| £5.000.00

iii) When you export your Sales Invoices there may be some lines that do not have a Tax Code set
against them. You can enter one in the export screen so long as the invoice was created with the
correct VAT rate. If not you need to exit the Export screen and amend the line in the finance page
before continuing with the export.
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