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

 
Following the announcement that Standard rate VAT will change, this document explains how 

users of the EasyTrade Web Edition system can manually update the rate used for invoicing.  
Kewill will update the default standard VAT rate following any announcements and this will be 

notified on the login page to the system. 
 

How to change VAT in ETWE: 
 
The VAT rate for an invoice is taken from the order line if specified, if not 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  
 

Below is an explanation of these changes. 

 

(1) Changing VAT on Current Orders: 

 
If the order is already in the ETWE system and you wish to invoice at the non-default rate 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. 
 

 
 

3. To change the VAT, click in the ‘VAT %’ field 
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4. Enter the VAT rate that you require in the ‘VAT %’, for example 17.5%. 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. 

 

(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.  

 

 
 

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

 
 

3. The following page will be displayed. 
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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. 

 
 

 
 


