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Edit a VAT Rate 
 

To add a new VAT code, press the VAT tab then the Current VAT rates button. 

 

 
 

 

This will bring up a list of the current VAT rates. Press Select next to the desired 

VAT code. 
 

 

 
 

 

Change the details as required on the right hand side, then press Insert to finalise the 

alterations. Press Cancel if you don’t want to save the changes. 
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Notes: 

 

Code- Select the unique code for the new VAT rate. 

 

Input/ output- Select whether it is an input (purchases), output (sales) or not 

applicable.  

Rate- Enter the VAT rate.  

 

Description- Enter a description of the VAT rate. 

 

Net box- This is the box on the VAT return that the net amount will go into. 

 

VAT box- This is the box on the VAT return that the VAT will go into. 

 

Type- Select the VAT type from the drop down menu. 

 

Use in Sales- Tick if you want it available in Sales. 

 

Use in Purchases- Tick if you want it available in Purchases. 

 

VAT registered number- Select your VAT registered number from the drop down 

menu. 

 

 

 

 
 


