i . BusinessCent

Thestate salesaxrate increase from a couple years back is expiring on Jufie BBat means that the
state sales tax will DECREASE bygridaly1®. Thus, you will need to make the appropriate corrections
in QuickBooks (Financials and POS). lastms are belowor QuickBooks Financials (PC and Mac) and
QB POS

Also,there is a wealth of information posted on the Board of Equalization site. Some helpful
information is here:
1 Board of Equalization sitavww.boe.ca.gov
9 The full publication is herehttp://boe.ca.gov/pdf/pub71.pdf
1 Quick list of tax rates for each CA city, effective 7/1/2011:
http://boe.ca.gov/sutax/pdf/Pending Rate®7-11.pdf
1 Free nstant Local Sales & Use Tax Rates calculattpr//boe.ca.gov/sutax/pdf/Pending_Rates

07-11.pdf
1 Excel list of all city tax ratesittp://boe.ca.gov/sutax/files/city rates.xIsx

An example ofhe localchanges are as follows. This is NOT the complete list but a sampling:
Alameda County:.95%A 8.75%

Alameda County city of San Leandt6:0%4 9.0%

Alameda County city of UmcCity:10.25%4 9.25%

Marin County: 9.%A 8.0%

Marin County cities of Novato & San Rafael: 9%5%.5%

Napa County: 8.75% 7.75%

San Francisco City & County5%A 8.5%

San Mateo County:.25%A 8.25%

Sonoma County: 9%A 8.0%

Sonoma County citiesf Cotati, Rohnert Park, Santa Rosa: %p%5%
Sonoma County cities &ebastopal 9.25%A 8.25%

Etc.

=4 =4 =8 =8 -8 -8 -8 -8 -a - -

You will need to updatthe Sales Tax rates QQuickBooksind PO$o reflect the increases for adhles
tax districts that you serviceThis is aimple change iQuickBooksnd will need to be done eidr at
the close of business on 6/30 or before your first sale fdn Tstructions are noted below.

California does not require payment to each sales tax e(gigte, county, city, etcgo you oty need to
have a single sales tax rateQuickBookg$or each skes tax jurisdiction.For exampleif you are in San
Franciscoyou only need to track and pay the®(as of 7/1/2011Yo the Board of Equalizatioif. you
are using Sales Tax Groups indRBookgo break out tothen there are additional steps required.

The steps to make this change are basically the same in all recent wa&@uickBooksnd
QuickBooks PO®)uickBooks Online is a bit different and is noted as such below.

The first $ep is todo the necessary setup steppsQuickBooks financialst using POShe 2" step is to

setup the sales tax in POS. Lastly, on the eve of 6/a@yotime prior to open obusiness on the®}
change the default sales tax rate.
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i . BusinessCent
QuickBooks/POS Sales Tax Changes . - DUSINESSLENTS

1. QuickBooks RancialsSetup
a. QuickBooks Desktop
I.  This process is the same for the PC and Mac versions of QuickBiduks
screens look slightly different dhe Mac but are basically the same
ii. Create a new sales tax item for each city/county where your products are used.
If you have a single location and do msbip/deliver productsthen you only
need to have one sales tax item. If you deliver to cities outside your store
location(s) you will need to create one sales tax item for each, e.g. the sales tax
rates samples noted above.
iii. Sales tax itemare created/edited via the Iterhist List\ Item List (or from the
Home page)
iv. Create a new item by clicking the Item pull down at the bottom-eifihd side of
the Item List and select New (or click Condxbobr select New Item in the Edit
menu):

cales Tax Them Use to calculate a sllngle sales tax at a spedific rate
that you pay to a single tax agency. cancel

Spelling
Sales Tax Mame

San Frandsco 7-2011
/ Item is inactive
Frective 7/1/2011

Tax Agency (vendor that you collect for)

8.5% | | Board of Equalization v | df—

Description
San Francisco Sales T
Tax Rate (%)

v. Enter a name for the new sales tax rate. Making tiffemdnt than what is
currently being used to help differentiate on reports and help minimize
confusion and potential data changes when there are different rates using the
same sales tax item code. If you are using QB POS, this field is the one you will
reference in POS
vi. Enter an appropriate description
vii. Enter the new rate in the Tax Rate field
viii. Enter the Tax Agency vendor you currently have setup to pay the sales tax
typically it is Board of Equalization
ix. Add a new sales item for each sales tax districtgenwice
x. For those with multiple locations, you will need to setup a new sales tax item for
each of your locations
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b. QuickBooks Online
I. There is nothing to setup in advance
ii. Changes are made sometiraéer close of business on®) and start of
business on/d. Do not do before 7/1 else the new rate will be utilized

iii. See #3 below

2. QuickBooks POS Setup

D\

BusinessCents

a. The sales tax rates are entered in Company Prefereriegst\ Preferenced Company
b. In Company Preferences, sel&ales Tain the lower left haneside of the screen

-Work Orljers

Company Preferences = f =] | DG
antTo... ™ 4 Help
I Want T Hel
4 -General -
Set up Sales Tax
Set up how you want QuickBooks POS to calculate and track sales tax.
My Field Labels Use tax locations for different sales tax based on where merchandise is being sold.
4 -Finandial Use tax codes for different sales tax based on what type of merchandise is being sold.
i b Accounts
4 Merchant & Gift Services Collect Sales Tax
{ i Communication Setup 3 TEA LUISLL TTU pa W oI Ur Lguanea [wieneus | | newve g
4 Multi-Store ¥4 Mon collect No Tax [ Edit Tax Code ] [ Remove
i Store Codes/Classes
i Store Exchange Add Tax Code
‘... Store Headings
g = i San Francisco Required Edit Tax Location
Pl -In_\tentor\,r
Lo Unit of Measure [ﬁ Tax collect 9.5% paid to Board of Equalization [ Edit Tax Code ] [ Remave ]
- Pricing :
Mon collect No Tax Edit Tax Code Remove
P & [ ) (Renove |
- Receiving Add Tax Code L
4 Sales ==
Discounts = San Rafael [ Edit Tax Location ] [ Remove ]
~Receipt Message [ﬁ Tax collect 9.25% paid to Board of Equalization [ Edit Tax Code ] [ Remove ]
- Shipping
‘. Receipt Tendering [ﬁ Mon collect No Tax [ Edit Tax Code ] [ Remove ]
- Customers Add Tax Code
4 -L@\,raways
i i Documeglt Numbering Add Tax Location =
4 - 5ales Orde
! i.Docungent Numbering Default Tax
:‘ Default tax location for this store

Rent Numbering

i Sales Tax
“Email Docethents
i--Ratings & Trends

.. Integrated Applications

San Francisco -

Default tax code when creating a new department

Tax -

l E Save

l@] Canoelvl

c. Create a new Sales Tax Location for each sales tax district you service by scrolling down

GKS alfsSa GFE f20F0A2y fAral
¢FLE [20FiA2YyEé D /| £t A01 GKAA

dzy @ A f
odzit2y o

iKS SyR

d. For those with multipletsres, you will need to setup a new Sales Tax Location on the
POS HQ machine for each of your store locations. The sales tax code will sync down to
each of the stores during the next Store Exchange.
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QuickBooks/POS Sales Tax Changes & DUSINESSLENts

Add Tax Location L= |

Enter Tax Location information
Use Tax Locations to calculate different sales taxes for different tax jurisdictions.
Tax Location Name
Enter the name of the tax location. This name will be used on all documents and reports.

1 tem Subtotal:  $21.99

Chales TH8 25 % Taw $ 1.8
PN W A e

C’ax Location Name: San Francisco 7-2011 Example printed receipt with tax location:

Shipping
Choose whether or not the shipping amount for merchandise shipped to this
location should be taxed.

[ shipping to this location is taxable using the tax code [ v]

e. Add the name of the new sales tax location. It cathgesame as the one you created
in QB Financials or something similar (you will tell POS which QB Financials sales tax
item to point to in a later step)

f. Clicking OK will take you back to the Set up Sales Tax screen. Here you will add the
specific tax rag by clicking on the Edit Tax Code button on the row below the Sales Tax
Location you just created:

Set up Sales Tax

Set up how you want QuickBoaoks POS to calculate and track sales tax,

Use tax locations for different sales tax based on where merchandize is being sold.
ze tax codes for different sales tax based on what type of merchandise is being sold.

‘ E Cancel ‘

Collect Sales Tax

[ 'OA LLITLL FedTU POl WU iU Ui Ly uaied L e I LU L m
@ Non collect No Tax [ Edit Tax Code ][ Remave ]

= San Rafael [ Edit Tax Location ][ Remove ]
ﬁ Tax collect 9.25% paid to Board of Equalization [ Edit Tax Code ] l Remove ] =
@ Non collect No Tax [ Edit Tax Code ][ Remove ]

= San Francisco 7-2011 [ Edit Tax Location ][ Remove ] L
@ Tax collect No Tax —_—n [ Edit Tax Code nRemove ]
@ Non collect No Tax ) [ Edit Tax Cnde_T[ Remove ]

[ Add Tax Location J i
Default Tax

g. Here you will add the sales tax rate for this particular Sales Tax Location
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QuickBooks/POS Sales Tax Changes & DUSINESSLENts

Bl ks xT

Enter Tax Code information
Use Tax Codes to calculate the sales tax for different types of merchandise ar services.

Tax Code Name

Enter a code and name for this tax code. This name will be used on all documents and reports.

Tax Code: (max. 3 characters)

Tax Code Mame: Tax

Tax Code Mark

‘fou can optionally assign a 1-character "mark” to identify items sold with this tax code.

| Printed ™ark™ T (max. 1 character) Example printed receipt with mark:

— S N e
DESCRIPTION 0QTY  PRICE EXT PRICE
Sweatshirt 1 $32188 FriedT)

PN i e i

@~ s

h. The first screen asks for entry of the Tax Code, Tax Code Name, drihtieel Mark.
2dz Oy I OOSLIWi GKS RSTldzZ Ga 2F ac¢lEES a¢l

‘ E Cancel ‘
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QuickBooks/POS Sales Tax Changes . PUSINESSLENtS

Edit Tax Options S

Enter Tax Option information
Set up how sales tax is calculated for items with this tax code in this tax location.
Tax Options

@ Single-rate tax

Collect the same tax rate for all items at all price ranges

| Price-dependent single-rate tax

Collect the tax rate only if the unit price is above a certain amount

| Multi-rate tax

Collect multiple taxes at different rates, each of which may be applied to a selected unit price range
ﬂ Examples of multiple-rate taxes

| ‘ <Bad¢‘ Next:b ‘ ECEH:&I ‘

i. Onthisscreen you tell POS whether you are tracking singfie tax, pricedependent
singlerate tax, or multirate tax. Select singi@te tax, which is thelefault. In CA the
22 LIiA2Yy AayQia FLIWIX AOFofSo LT &2dz FNB GNI} O
j. The third screen is where you define the rate and how POS should communicate with
QuickBooks.
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QuickBooks/POS Sales Tax Changes 4

iv.

\'

Edit Tax Calculation [

Enter Tax Rate information
Set up how sales tax is calculated for items with this tax code in this tax location.

Enter your sales tax rate as a percentage (e.g. "5.2%") 8.5 %

Enter the name of the government agency to which you pay sales tax Board of Equalization

QuickBooks Tax Info
Assigned to QuidkBooks Tax Item/Group: ISan Frandsco 7-2011 'J
Assigned to QuidkBooks Tax Code: ITax VJ

I ‘ < Back ‘ Finish ‘ @ Cancel ‘

Enter the full tax rate, e.g. 8.5 for Sanaisco. Note: you do not enter the %
characterg just the number

Enter the tax vendor that is setup in QuickBooks Financials, e.g. Board of
Equalization. Unfortunately, this is not a pull down menu so type carefStiyl
enter the tax vendor name, ew if you are not integrating POS with QB
Financials

Ly GKS 4! &aar3adySR G2 vdzaOl.221a ¢IE
appropriate sales item you created in the QB Financials section aB&igethis
step if you are not integrating POS and QuickBoakanEials

Ly GKS 4! aaAirdySR (2 vdzAaOl.2214a ¢IE

LGSY]

/| 2RS

default Skip this step if you are not integrating POS and QuickBooks Financials

Click Finish

k. Edit the Tax Code for each Sales Tax Location created above

I. Enter a Sales Reipt to verify the new rateschange theSalesTax Location (I Want to /
SelectSales Tax Location) and validate that iesv rateis correct Do this for each
Sales Tax Location
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!//“/

3. On themorning of Juli™ (or after close of business on the"30tell QuickBookso use the new

default rate

a. QuickBooks FinanciglBC) If you do not do invoicing in QB Financials and only do so in
POS then you can skip this and go to the QuickBooks POS section below

i.
ii.
il
iv.

V.

Vi.

8| Page

Switch to Single User mode

Navigate to the Preferemssection viahe Edit menu
Select Sales Tax in the Kafind side of the screen
Select the Company Preferences tab

Preferences - w
= -,
B Accounting ¥ | My Preferences u Company Preferences | ) I
i ——
_é Bills 4 Do you charge sales tax? @ Yes 0 No
E Checking Set Up Sales Tax Item
=34 Desktop View Add a zales tax item for each county, district, parish, etc. where you £
%, Finance Charge collect sales tax,  Show Examples ol
Your most common sales tax item ===

General
a Add sales tax item. .. Fan Francisco 7-2011 -
Also See:

fi Integrated Applicatio

‘ Items & Inventory Gonerel
=t Jobs & Estimates Assign Sales Tax Codes

E’l Multiple Currencies Sales tax codes determine if the items you sell are taxable or non-taxable.

¥ Payments Taysbleitemcode [Tz | Mon-taxableitemcode [pon  w

@ Payroll & Employees

& Reminders

Identify taxable amounts as "T" for "Taxable™ when printing

¥ Reports & Graphs When do you owe sales tax? When do you pay sales tax?
@ Sales & Customers _ @ Monthl
-— @ As of invoice date (Accrual Basis) - Yl
§ Sales Tax _ () Quarter
H — ) () Upon receipt of payment (Cash Basis) - @ v
% Search () Annually

Send Forms

% Service Connection

|_E| Speling

[2#] Tax: 1099

In the pull down, select the sales tax item that you will be using most often in
QB Financials(The default QB POSlas tax code idefined below.)
Test by entering a new Invoice or Sales Receipt
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b. QuickBooks Financials (Mac). If you do not do invoicing in QB Financials for the Mac you
can skip this section.
i. Navigate to the Preferences section via the QuickBooks menu
ii. Select the SaleBax preference

Sales Tax
<[> | ShowAll Q-

'fCustomers are charged sales tax

Sales Tax Payable: (*) Monthly
() Quarterly
) Annually

Sales Tax Accrues: @As of invoice date
() Upon receipt of payment

Most common sales tax{| San Francisco 7-2011 ¢D'r Edit... \

'ET Mark taxable amounts with 'T' when printing

ii. Inthe pull down, select the sales tax item that you will be gisiost dten in
QB Financials

iv. Test by entering a new Invoice or Sales Receipt
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c. QuickBooks Online
Sometime after lbse of business on the 8@&nd start of business on theé'1
change the default sales tax rate

The default sales tax rate is defined in CompaRyeferencesd Sales Form
Entry\ Sales tax:

10| Page

Preferences
Company Contact Info
Company
Categories

Products and Services

+ Custom Fields

+ Custom Numbers
+ Delayed Charges
+ Deposits

- Discounts

- Estimates

- Message to Customers
-—
» Senice Dates
+ Shipping
» Terms
+ Apply Credits
Form Delivery
Invoice Automation
Accept Credit Cards
Accept Online Payments

Vendors & Purchases

Time Tracking

m

You can enter up to 1000 characters in six lines,

Sales tax

Default tax settings

Sales tax account

Tax rate

e, Using the szles tax fe
= the totz| sales ta

Do you charge sales tax for 2y of your products or sery
can mark charges as taxsble, and you can
invoices, sal ceipts, refund receipts, and credit me

w lect the Sales tax prefere
exampl u might want t. tinguish
should be marked taxable, Then fill in a

QuickBaoks Online Plus asks if

uw
t zlso asks if all existing products and services
u want te track sales tax.

nal fields below te specify h

[F] New customers are taxable

[T Mew products and senvices are taxable
= =nd all new products and services to he marked as taxable, You can always make
on-taxable later.

Sales tax account [ Sales tax payable | v

sales tax amounts that you collect from customers. A liability account is recomme
nt account for individual transactions,

T

that you want to apply to most transactions. You should enter the total percentage that
al tax you chznge this tax rate, QuickBooks Online Plus updates any recurring
5 tax rat 3t is a recurring template?

QuickBoaks Online Plus appl
Then it calculates the sales tax amount. ¥

es the percel e i receipts, refu ceipt, and credit memes,
= he amaunt an idual transactions.

[T service Dates

lets you distinguish the date a service was performed from other dates such as the due date

The Service

Change the rate on this screen and click Save. This rhteowi be the default

sales tax rate

Test by adding a new invoice

Unlike the desktop version, thealestax rate can also be changed directly on
the invoiceas well; however, changing the default as above will minimize
incorrect rate entries.
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d. QuickBook$OS
i. Thedefault sales tax rate is defined in Company Preferences:\ Bdiferences
\ Company
ii. In Company Preferences, sel&ales Tain the lower left haneside of the
screen

»

Set up Sales Tax =

Set up how you want QuickBooks POS to calculate and track sales tax.
Use tax locations for different sales tax based on where merchandise is being sold.
Use tax codes for different sales tax based on what type of merchandise is being sold.
Collect Sales Tax
I 1OA LUITLL Fed T PO W UG U LG | LML @A eS| | nenwve | "
ﬁ Non collect No Tax [ Edit Tax Code ] [ Remove ]
= San Rafael [ Edit Tax Location ] [ Remove ]
@ Tax collect 9.25% paid to Board of Equalization [ Edit Tax Code ] [ Remove ] =
ﬁ Non collect No Tax [ Edit Tax Code ] [ Remove ]
!
=] San Francisco 7-2011 Required Edit Tax Location L
@ Tax colect 8.5% paid to Board of Equalization [ Edit Tax Code ] [ Remave ]
@ Non collect No Tax [ Edit Tax Code ] [ Remove ]
A
Default Tax
Default tax location for this store
.
Default tax code when creating a new department
Tax -

’E Save IE Cancel l

iii. The default sales tax rate is defined at the bottom section of this acr&elect
GKS RSTLdzA G &art8a GFE NXYGS Ay (GKS a5S8SFI «
iv. Click Save
v. For a multistore setup, do this for each of the stores after the Store Exchange
vi. Test using a new Sales Receipt
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