K KEWILL

Updating the standard VAT rate used within the Argos
application

Following the announcement that Standard rate VAT will change to 15% from 1 December 2008,
this document explains the actions that Kewill has taken to update the Kewill Argos Module for
the change and the actions that users will need to take for themselves. During the transition
period the onus is on users to ensure that invoices are raised with the correct VAT rate.

Kewill have produced a new release of the application to provide the ability to alter
the standard VAT rate.

Getting the Update:

You must download a software update before you can change the VAT rate in the Argos system.
Please do following:

1. Open your web browser, such as Firefox or Internet Explorer.

2. Please enter the following URL:

3.  http://www.support.kewill.com/Documentation/VAT%?20Rate%20Changes/Argos/ARG.EXE

4. Once you have entered the above link and pressed enter, the following will be displayed:

Open File - Security Warning x|

The publisher could not be verified. Are you sure you want to
run this software?

MName: ARG.exe
Publisher: Unknown Publisher

Type: Application
From: X:\WAT Rate Changes\Argos

Run | Cancel I

publisher. You should onty run software from publishers you trust.

@ This file does not have a valid digital signature that verifies its
How can | decide what software to un?

5. Choose Run
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6. The following will then be displayed:

WinZip Self-Extractor - ARG.exe Ed
To unzip all files in ARG .exe to the specified folder _
press the Unzip button.

Run Windp |
Unzip to folder:
Browse... | Close |
W Overarite files without prompting Ahout
Help

7. Choose Unzip
8. The following will then be displayed:

WinZip Self-Extractor

1 file(s}) unzipped successfully

9. Choose OK

10. You will then be returned to the following options:

W Overarite files without prompting aut

To unzip all files in ARG .exe to the specified folder Unzip |
press the Unzip button.
Run Windp |
Unzip to folder:
Browse... | Close I
_ o |

Help

11. Choose Close

12. You will then be able to run the Argos system and change VAT rates.
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How to change VAT Rate in Argos Windows:

From version 5.05.9.1 when creating invoices within the Argos Windows software, the VAT rate
defined against the relevant product is used for that invoice line. It is therefore important to
update your products with the correct VAT rate before invoicing.

There are three places to change VAT rates within the software, as follows:

1. Defining Standard and Reduced VAT rate within Site Information.
2. Amending the default VAT rate for existing suppliers.
3. Amending the VAT rate for existing products.

Defining Standard and Reduced VAT rate within Site
Information:

1. If a new supplier is added to the system, the supplier’s default VAT rate will be set to the
system default (for Standard rate). To set this system default, follow the instructions
below.

2. From the main Argos Windows screen, click the ‘Utilities” button. Enter the system
password.

3. From the Utilities & Housekeeping menu, click the ‘Setup’ button.

4. From the Site Information screen, click the ‘VAT' tab. The rates to use for Standard and
Reduced rates will be shown, as illustrated below:

Argos - Site Information F !E x!
.__ Print Windaw ? Help
@

Abort

Company details T Metwork T System Flags T Frinting T VAT

Standard VAT Rate:  [12.000
Reduced VAT Rate: 7.500
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5. To change either VAT rate, enter the number into the appropriate field.

6. Click the ‘Save’ button to save the changes. The Site Information and Utilities &
Housekeeping screens can then be closed.
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Amending the Default VAT Rate for existing Suppliers:

1. New products loaded onto the system will take their VAT rate from the supplier’s default
VAT rate setting. To set this, follow the instructions below:

2. Go to the 'Utilities & Housekeeping’ screen as per previous instructions, click the
‘Suppliers’ button.

3. The Suppliers screen will open, as shown below. For every supplier record listed, the
VAT rate field can be amended to the appropriate value.

B
LCloze | Print \findow Help
| ) [ [ [ e e e T
Fax Mumber |Tel Mumber | Pastcode |Settlement Discount| WAT Rate |Booking Ma | Deszpatch Mo | lhvoice Mo =~
Bl |HRG 5DR oo 15; ' L.}

' u 15

4. Click the tick icon to save changes. The Suppliers and Utilities & Housekeeping screens
can then be closed.

Amending the VAT rate for existing products:

1. Setting the VAT rate for a product will cause any new invoice raised against that product
to use the new VAT rate. To change the VAT rate for a product, follow the instructions
below:

2. Go to the ‘Utilities & Housekeeping’ screen as per previous instructions, click the
‘Products’ button.
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3. All products will be listed, as shown below. Here the VAT Percent and VAT Code fields
can be changed as necessary.

Argos - Products

i i Sort by : 1 ?
L ==
Catabgus Mo~ — &

Close FPrint Report | Print Sfindaw Help

I ] - | L2 + ] = ‘ o

Catalogue Mumber | Suppliers Own Code |ANA Mumber | Frice | Drescription

T 1T T=[ T T 1

4. Please note when changing the VAT Code field, the VAT Percent field will be
automatically updated with the value from Site Information. For example, if 'S’ is
selected, and you have updated the Standard VAT Rate in Site Information to 15%, then
VAT Percent for the product will be updated to 15. The VAT Percent field can be
manually updated without changing the VAT Code field.

5. Click the tick icon to save changes. The Suppliers and Utilities & Housekeeping screens
can then be closed.

Important Notes:

1. Please do not send invoices with mixed standard VAT rates e.g. A line with 15% and a
line 17.5%. This will cause your invoice to fail.
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