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Working notes: 6 – tax code changes. 

 

 

1) Open the system tab (you will need to be a Supervisor to do this) 

Click on System Defaults 

 

 
 
2) Click on vat codes 

Change the VAT code to the required one (if already set) 

Click Update 

Click on Save 

 

 

 

  

 
3) To set a new VAT Code, select an unused Code and enter the % in the field to the right 

Click Update 

Click on Save 

 

 

4) Now Click on the Toolkit option 

 

 
 

 

   



5) Click on the Database tab and update the Default Tax Code to match the Code 

selected in option 2 above (this may take a few minutes) 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


