HLMSW: Making changes to the USA Tax
Rates

Note this tutorial requires HLMSW version 3.6 or later.

Step 1: Check Current Status
Before making any changes to a tax value, you should first check to see if you have any existing clients
that require this tax rate.
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If NO Clients are found, create a NEW entry and enter the values in the City and State fields, otherwise
select an existing client and EDIT it.

Step 2: Enter the Select Tax Rate Screen

On the Detail tab click on the Tax Search Icon = to enter into the Select Tax Rate Screen (you may
need to press it twice)
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Step 3: Select the correct City and Rate
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If HLMSW can find the city (and there is only one), the screen will look like the above, otherwise a list
of cities will be displayed.
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Step 4: Select or ADD the City Details
When a list is presented, you should either find the correct City in the list, and if you are sure it is not
there, you can add a new Tax Item by selecting the ADD Button in the Tax Code Properties Screen
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NOTE: BEFORE YOU ADD A NEW TAX ITEM YOU SHOULD ADD THE TAX CODE FIRST IF IT IS NOT ALREADY IN THE
SYSTEM

Step 5: ADD or EDIT the Tax Code (if required)
If the Tax Code you require is NOT in HLMSW, then select the ADD Tax .
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If the Tax Code is already displayed, then you can edit the Details using | -
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the EDIT J key.

Step 6: Change the Tax Code (if required)

[~
If the WRONG tax code is displayed against a Tax Item, edit the Tax Item using the key and select
the correct tax code from the list and press the E key.
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Step 7: Save the Tax changes
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entry to match the City entered in this screen.

If you are editing an existing account, then SAVE your changes, otherwise you may cancel the entry of
the new account (the tax changes have already been saved).

Step 8: Change other accounts

If only the tax rate was changed, all accounts will now reflect the new tax rate. If you added a NEW tax
rate, then you should also now change all of the accounts from the same locale to the new tax rate. The
easiest way to do this is with the Group Edit feature using the items found in Step 1.

Select all of the accounts to change by holding the Control Key while selecting the browse lines (or with
the SHIFT key to select a range of items) and press the Group Edit button.
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Select the correct Tax code from the list (it helps of you can remember the 5-digit code) and press F10
to save the changes.
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If the Group Edit screen, make sure that the correct Tax Code and Records are displayed and pres on the
Continue button and the Yes to All to save the changes to all accounts.

How to Make Multiple Tax Rate changes
Follow the steps 1 and 2.

When the Tax Rate window is displayed, CLEAR any value in the CITY column and check the Sort by Tax
Code option and the screen should look like this:
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Now scroll through the list and when you come across a Tax Code that must be

b
edited, on the Tax Code Properties screen click on the Edit Button J to edit,

enter the new rate and click on the save Button Eto commit the changes

Repeat the process for all of the rates and when finished, exit from this screen
(the tax changes have already been made).

Peter Grimshaw
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