
Exportmaster for Windows 
Changing VAT Rates for 01-January-2011 

\\ariel\vol3\DISTRIB\EMWIN\VAT Rate Change 2011.doc 
Last Revised 14/12/2010 15:38:00 

Introduction 
In Exportmaster, VAT percentage charge rates are held on each individual sales order (aka 
contract, shipment, consignment, etc.). The rates to be applied are copied from the central 
VAT table at the time the order is first keyed into Exportmaster. Splitting an existing order for 
part shipments does not update VAT rates – the rates are copied from the original order 
being split. 
 
The main UK rate of VAT is changing with effect from 1st January 2011. Any sales invoices 
created in Exportmaster for customers who are charged VAT on or after that date must use 
the revised rates.  

Planning the Changes 
Identification of three key things should be considered:- 
 

1. When to change the central VAT table, thereby affecting any new orders keyed in 
after that point. 

2. When to refresh rates on orders/shipments already in Exportmaster, which will be 
invoiced on or after 1st of January 2011. 

3. How to identify un-invoiced UK orders/shipments which should have their VAT rates 
refreshed.  

Performing the Changes 

Update the central VAT table 

From the system‟s main menu, select HousekeepingVAT Rate Maintenance. A window 
like the one below will be displayed:- 
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Unless you have a special system configuration, the only entry you will be interested in is the 
UKC – UK Chargeable analysis code. Highlight UKC and the current rates will be displayed 
in the Rates box below. As far as we know, at present, only rate 01 is changing, from 17.5% 
to 20%. To change it, highlight the entry for Charge rate 1 and click the Change... button on 
the right hand side, or just double-click on Charge rate 1. A window like the one shown 
below will be displayed. 
 

 
 
Enter the new rate (20%) into the Charge rate entry field and click OK when done. That‟s all. 
 
>> This rate will now be used on any NEW sales orders keyed into Exportmaster. The 
change does NOT affect any existing sales orders/shipments already present within the 
system.<< 

Refresh VAT rates on orders/shipments 

Any domestic orders/shipments already present in Exportmaster before changing the central 
VAT table that will be invoiced after the new rate is effective (midnight on the morning of 1st 
January 2011) must have their VAT rates refreshed from the central VAT table. This may be 
done from within the order editing module. 
 

1. Open an order which needs its rates refreshing and select the Pricing page using the 
„tabs‟ across the top. The pricing and VAT information will be displayed, as shown in 
the screen-shot below. 
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2. Refresh the VAT rates by clicking the Update button on the right-hand side. Verify the 

new rate 1 is now present and save the order back to file. These rates will now be 
used on any invoice created from this order. 
 

Identifying un-invoiced UK orders 
 

 
 
Exportmaster‟s data search facility, found in the Housekeeping menu, can be used to identify 
orders for UK customers (where VAT should be charged) which have not yet been invoiced. 
 
The example screen shot above shows the search tests and search values which will do 
this. You need to search in Sales order headers. You are interested in three data columns – 
invoice number, the „In processing‟ indicator and the VAT code. The three search fields have 
been shown together here, usually they are at different places in the list. Enter the tests and 
search values as shown. Tests are easily selected by clicking into the relevant cell in the 
“Test” column, pressing the space bar and selecting the test from the pop-up menu. When 
you execute the search, the results may be printed or saved as a CSV file, which can be 
opened in Excel. Saving as a CSV file is an option in the print dialog. 
 
The data columns which you want to appear in the results can be refined by right-clicking in 
them and choosing Print columns... from the pop-up menu. 


