K KEWILL

How to update the VAT rate on the EasyTrade Web Edition
(ETWE) solution

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 prepare EasyTrade Web Edition for
the changes 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.

The default Standard VAT rate in EasyTrade Web Edition will change from 17.5% to
15% at 00:01 on 1°* December 2008.

How to change VAT in ETWE:

The VAT rate for an invoice is taken from the order line if specified. Otherwise the VAT rate is
taken from the product database if the product exists. Otherwise the VAT rate is taken from the
customer record.

There are two methods when changing the VAT rate in EasyTrade Web and they applied under
the following circumstances:

1. If you already have orders in your system
2. For any new orders
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(1) Changing VAT on Current Orders:

If the order is already in the ETWE system and you wish to invoice at 15% you must change this
when you create the invoice. Create an invoice as normal.

1. Create the invoice as normal

2. At the ‘Edit Invoice’ details screen, here you will have the lines that may need the VAT
amount changing.

Customer /o, duct| Product |Pack|{Ordered|ASN|  Invaice Unit OF Unit Price | -"®
Supplier Discount

"% Product Code Amount

By Measure Measure | (ex VAT)

[ 4rv

1 ass73rizaes ase7 | T 1 1000 o [Quamity o) [000 | ~ 7 |poo Standard v| 7750 134750 904750

Product 1

3. To change the VAT, click in the VAT %’ field

VAT Code WAT %

| Standard v | 17.50)

4. Enter the VAT rate that you require in the ‘VAT %’, for example 15%. Do this for each of
the lines that you wish to change on the invoice.

5. To view the changes, please click on the ‘Calculate’ button at the bottom of the ‘Edit
Invoice Details’ screen.

6. You will now see the amended values reflected in VAT Amount, Line and Invoice’ Totals.

7. Click ‘Save’ to finish the invoice amendments.

8. Then send the invoice as normal.
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(2) For New Orders:

To set the VAT rate for all new products in the system please do the following:
1. Click on the ‘My Account’ page.
2. Then click on ‘Trading Relationships’

3. This lists all of the companies that you trade with on EasyTrade Web.

e Tesco Dema Supplisr
19T 631 TESTTEOOOD

Customer S ie e Supplier EAN Email Notification? Edit Details

Tesco Stores Lid 665544 BT65432122222 es Edit

4, Click on the ‘Edit’ button and the following page will be displayed.

v | @] bt i, demo. tradeFarms. kewil. net fscripts/runisa, dIFFORMSINEOR, 66580: EDITRARTNER 14396080 % | | 49| | X | | Live search =IE|
= ! !

File Edit “ew Favorites Tools Help

woadr ‘ﬁ'KEWJ"-EdIt Trading Relationship

rl @ - @  |izh Page ~ @Tguls- =

’ '\"\:PU are“ingg&d on as:

Help Back EECO e SRR ERE) EASYTRADE WEB

Email Notification

2SN [nike hall @hewill.com
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5. Change the value in the ‘Default VAT Rate’ field. Please note that you are not selecting
the ‘Default VAT code’ from the drop down box.

6. Now save the changes. Please do this for each of your customers.

You will then need to set the VAT rate for individual products in the ‘Product Admin’ section of
ETWE, remembering that this VAT rate will only be applied to new orders. See section 3.

(3) Changing the VAT at Line Level

1. Go to the ‘Products’ page.
2. Select the item that you wish to change by click on the ‘Edit’ button on the product line.

Inner Product

Customer Product | Supplier Product T p——

Status? Product Code Code Code Code =
vll | /
Updated 1020120 102818191 Carriage 1 80.00  Standard ez

3. The following page will be displayed.

2]

G@; - e http:ﬂfwww.demu.tradeforms‘kele.nEtfs:r\ptsﬂrumsa.\:III7FORMSPRODUCTSB4238:EDIT:14396080475"lH’Ii! x| ||--v».- search

Fle Edt View Favortes Tools Help

| O

S ‘ & Kewill - Edit Product Detals

P Nolrair oges o e
Tesco Demo Supplier (EXT) EASYTRADE WEB

Help Back

oduct Cods|
customer Product Code | [NPEREIER
Supplier Product Code
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4. Click in the VAT Rate’ field and type the new VAT%. Do not change the drop down.

5. Once changed click on the ‘Save Changes’ button at the bottom of the page. You must
do this for each of the products that you wish to change.

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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