
HLMSW: Making multiple changes to the California Tax Rates 
1. Create a NEW Account record and enter CA into the State field (Do NOT enter anything 

in the City field) 

2. Go to the Account tab and click on the Tax Search Icon to enter into the Select Tax 
Rate Screen (you may need to press it twice)  

3. Click on the Sort by Tax Code option and the screen should look like this:

 
 

4. Now scroll through the list and when you come across a Tax Code 
that must be edited, on the Tax Code Properties screen click on the 

Edit Button  to edit, enter the new rate and click on the save 

Button to commit the changes 
5. Repeat the process for all of the rates. 
6. When finished, exit from this screen and cancel the New Account 

because the tax changes have already been made. 


