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A Tax Group is linked to one or more Tax Tables and is assigned to a Customer’s Site. By default, the tax-ability of items invoiced is
determined by the Tax Group assigned to the Site record. The Tax Group defaulting into an Invoice or Credit Memo may be overridden
on anindividual basis if necessary.

There a four separate setup forms [tabs] in the Tax Group setup, each of which will be described below.

Taxes Tab

First create the Taxing Group; enter up to 25 characters into the Taxing Group field, then press the tab key on your keyboard to move to
the Description field. The Description will auto-fill with the same information entered into the Taxing Group field; you may modify this if
desired.

Next link the appropriate Tax Table codes to the Taxing Group by checking the box to the left of each Tax Code (tax table) in the lower
tier of the form. When finished, click the Apply button to save. Repeat these steps until all Tax Groups needed have been created.
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US Geo Linking Tab

Using the US Geo Linking is optional, however, it makes the chore of selecting the correct Tax Group for a Site effortless. There is a bit of
setup involved, but once put in place, the User should not have to decide which Tax Group to select when setting up a new Site.

The Tax Group Geo Linking form is designed to link a Tax Group to a method of how sales tax is determined and reported for the
jurisdiction; this is referred to as the Geo Taxing Level.

Depending on the Geo Taxing Level assigned to each State in the Geographic setup table (State), fields will be displayed on the US Geo
Linking form to validate information which is used to default the appropriate Tax Group when creating a Site. There are eight pre-
defined Geo Taxing Levels from which you would select; these are:

e None

e State

e Postal Code Only

e County Only

o City Only

e County + Postal Code
e City + Postal Code



e City + County

When a new Site is created, depending Geo Taxing Level, once the Site Address information has been entered, the application will
attempt to fill in the appropriate Tax Group and Cycle Tax Group into the Site setup form. If the application does not find a Tax Group
with the matching criteria from the Site Address information, the Tax Groups will default to the company's default Tax Group
(SedonaSetup/Data Entry Defaults CM).

Example #1: City + County Geo Linking

The following is an example of how to use the Tax Group Geo Linking for City + County.

We will be working with the state of Alabama.

Alabama requires that sales tax is reported by County and each City within a given County. Since the lowest level of reporting is the
City, this is how we should set up our Tax Groups.

The below Tax Group is for the City of Daphne.

Tax Groups
| Tant Groups List
Tax Growp [ Desoription [oon A
Daphre Daphne H H
Fartops L] H
L - County Tax FL - County Tax H H
Flonda State Tax Florids State Tax M H
“ M H H
MIExempt MIExempt N H
M1 -Oaldand County MI-Cakiand County M M -
T Erans AT e Bt u u
™ Include Inactive
us Geo Linking | Group Rate Setup| Product Lines |
™ Inactive
Tadng Group  [pephne
Description ||:luphne
Tax Code I Descrption | rate | L
] Mabama Aisbama ]
[ Badwin County Bk County 4
[+ Daghne Casphne a8
O.sms42 B7542 ]
[ 1t 5000 18t 5000 .15
Oao € Darlngton County 1]
O & state AL Saabe &5
] AT 200 in tax & non-tax AT Zero in tax & non-tax [+]
O canton Gty Tax Canton City Tao 2 v
aoply | mew | pelete |

After the Tax Group(s) have been set up, we need to assign a Geo Taxing Level on the State setup.

State Setup
Within SedonaSetup, navigate to the Geographic Tables option, then click on the United States at the bottom of the list of countries.

A tree of five options will be displayed; click on the State option.
Next click on the letter corresponding to the first letter of the State you want to work with.

In the example below we clicked on the letter A, which now displays a list of all States that begin with the letter A; we will select Alabama
from the list.

In the lower tier of the form select the GEO Sales Tax Level from the drop-down list; we will be selecting City + County.



Click the Apply button when finished.
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County Setup
Since Alabama requires reporting of tax at the County and City level, we need to make certain all the Counties within Alabama where
you do business are entered into the County setup table.

From the Geographic Tables tree, select the Counties option.

For this example we are going to select “B” and enter Baldwin County. Select Apply.
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Tax Group Setup
Now we will link the Tax Group to the same Geo Taxing Level as was selected for the State [in the Geographic setup table].



Navigate to Tax Groups in SedonaSetup and select the appropriate Tax Group. In this example we will select Daphne.

Select the US Geo Linking tab, and then select the Geo Taxing Level of City + County option.

This will open two new fields; County and City.

For this scenario, select Baldwin in the drop down for the County and enter Daphne for the City.

Click the Apply button when finished.
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Below we will see how this setup affects the populating of the Tax Group fields on the Site setup form.

When creating a new Customer or new Site for an existing Customer, the Site address auto-fills with the primary billing address of the
Customer.

In this example, the Bill To address for this Customer is in Mobile, AL. Therefore, the Site auto-fills with the Mobile address and the Tax
Groups associated with Mobile.
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The Site Address needs to be changed to the City of Daphne and since the GEO Taxing Level for the City of Daphneis set to City +
County, you will need to enter Daphne for the City and select Baldwin from the drop-down list in the County field. Select Save.
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Once the Save button is clicked on the Edit Address form, the appropriate Tax Group will fill into the Tax Group and Cycle Tax Group
fields. In this example: Daphne.

Select Save on the Site Edit Screen.



m

) Customer 2 50832 Kathhean Kelly
a 123 Daffodi Lane:
Hame Kathieen Kelly Moble, AL 35609

e rtmm ‘-Hd‘sl Systems | ,«:\b‘sl Cq-r.rmr:.l Irvvices | Service T-:kersl 11-:-"\rs|

Sibe Mame and Address: Site Information
i+ Besdential ™ Commercial Brandh |m -
Site Number 7 Cross Street |
Sitelame  [athisen Kelly Hap Code [
f = 234 Sunflower Lane
(b, 1234 5urioner Love
L2V | Tax Information
fene2 I I Tax Group [Baphne I -
Eax
I Alsbama 20%
™ Copy Site Address to Billing Baldwin County 4.0%
Daghne 9.5%
Comments I Cyde Tax Group | Daphne | =]
Alsbama 0%
Balchwin County +0%
Daphne 9.5%

Tan Exempt = |

Example #2: County Only Geo Linking
The following is an example of how to use the Tax Group Geo Linking for County Only.
We will be working with the state of Georgia.

Since the level of reporting is County Only, the Tax Groups should be set up for each County you will be doing business in.

State Setup
Navigate to the Geographic Tables option in SedonaSetup, then click on the United States at the bottom of the list of countries.

A tree of five options will be displayed; click on the State option.
Next click on the letter corresponding to the first letter of the State you want to work with.

In the example below we clicked on the letter G, which now displays a list of all States that begin with the letter G; we will select Georgia
from the list.

In the lower tier of the form select the GEO Sales Tax Level from the drop-down list; we will be selecting County Only.

Click the Apply button when finished.
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County Setup
Since Georgia requires reporting of tax at the County level, we need to make certain all the Counties within Georgia where you do
business are entered into the County setup table.

From the Geographic Tables tree, select the Counties option.

For this example we are going to select “F” and enter Fulton County. Select Apply.
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Tax Group Setup



Now we will link the Tax Group to the same Geo Taxing Level as was selected for the State [in the Geographic setup table].
Navigate to Tax Groups in SedonaSetup and select the appropriate Tax Group. In this example we will select Fulton County.
On the US Geo Linking tab, we will select the Geo Taxing Level of County Only option.

This will open two new fields; State and County.

Select Georgia from the State drop-down and select Fulton in the County drop-down.

Click the Apply button when finished.
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Below we will see how this setup affects the populating of the Tax Group fields on the Site setup form.

In this example, the Bill To address for this Customer is in Mobile, AL. Therefore, the Site auto-fills with the Mobile address and the Tax
Groups associated with Mobile.
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The Site Address needs to be changed to Atlanta, GA and since the GEO Taxing Level for Fulton County is set to County Only, you will
need to select the Fulton County from the drop-down list in the County field. Select Save.
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Once the Save button is clicked on the Edit Address form, the appropriate Tax Group will fill into the Tax Group and Cycle Tax Group
fields. In this example: Fulton County. Select Save on the Site Edit Screen.

Group Rate Setup Tab
This form is used by one specific SedonaOffice customer; do not use this option unless you have been instructed to do
so by your SedonaOffice Trainer or a SedonaOffice Support Representative.

Product Lines Tab

This form would only be used if you want to use a specific Invoice Item for a specific Part Product Line when invoicing a
Customer for Inventory Parts; this would be for any type of Invoice - Miscellaneous, Job, or Service.

Before setting up any information in this form, consult with a SedonaOffice Support Representative to discuss the
ramifications of using this option.

To use this feature:

1. Click on the New button at the lower right of the Product Lines form.

2. Select a Product Line from the drop-down list.

3. Select the Invoice Item to be used from the drop-down list.

4. Type in a Description; text entered into this field will only print on one particular custom invoice.
5. Click the Apply button when finished.



