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Overview

Do you sometimes find that you need to change up a tax rate or service charge for one event, but

not make permanent changes to your tax rates or service fees? Or perhaps you forgot to flag an

event as tax exempt? It's an easy fix when you go to your View Financial Details page within the

Event.

Use Case(s)

e Changing a tax rate or service charge for one event, but not make permanent changes to

your tax rates or service fees.

e Forgetting to flag an event as Tax Exempt.

Accessing the Tool

Access the View Financial Details page within the Event.

== Event
e George Clooney's Birthday - 389-1
o a1} & Cl s Birghday /

Mew Event Copy Event Edit Event = View Financial Details

Event Details
Event Hame Ceorge Clooney's Birthday Qwmer Keith Eveell
Primary Contact George Clooney Salesperson Keith Ewell
Referral Type Billing Contect
Site ReServe Restaurant Event Humber 3891
Event Type Event Lifecycle Model Standard Lifecycle - FIE
Start Date 117192015 Guaranteed
End Date 11/19/2015 Attendance
Estimated 100 Payment
Atrendance ArTRngements
Tax Exempt Ho Billing Hotes
Event Status Hew
Tax Rates

Scroll down to the red banner that labeled Tax Rates. Click the button that says Edit Rates

beneath the Tax Rates banner.
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Edit Rates H
Tax Exempt Mo

Revenue Center Tax Rates Sales Tax Liguor Tax

Food 8.5000 % 0.0000 %
Beverage: Alcoholic B.5500% 0.0000 %
Beverage: Mon Alcoholic B.5500% 0.0000 %
Equipment 8.5000 % 0.0000 %
Labar 8.5000 % 0.0000 %
Room Rental 8.5000% 0.0000 %
Rentals 0.0000 % 0.0000 %
Parking 0.0000 % 0.0000 %
Florals 0.0000 % 0.0000 %
Linens 0.0000 % 0.0000 %
Security 0.0000 % 0.0000 %
Golf 0.0000% 0.0000 %
Miscellaneous 0.0000 % 0.0000 %
Additional Gratuity 0.0000 % 0.0000 %
Food Equipment 0.0000 %  0.0000 %
Service Fee Tax Rates Fee Is Taxable Use Rev Ctr Rates Use Fee Tax Rates Sales Tax Liguor Tax

Service Charge Yes Yes Mo M A HiA
Hon-Member Service Mo Mo Ha M/ A /A

If the event should be tax exempt, you will simply flag the tax exempt box, save and all taxes will

be removed.

Edit Tax Rates

To edit the tax rates, find the revenue center you want to change and enter in a percentage

amount.

Existing percentage amounts can be removed by replacing them with 0.0000%. Tax rates that

should be applied to the service charges can also be edited while editing tax rates.
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Revenue Cenker Sales Tax  Liquor Tax
Food BSO00 % 0.0000 %
RBeveraga: Alcuhalic .0000 % B.5500 %
Beverage: Non Akoobnolic B.5500 % 0.0000 %
Equipment B.53000%  0.0000%
Labar B.5000 % 00000 %
Rowm Fantal —  .0000% 000007
Hentals 0.0000 % 0.0000 %
Parking 00000 % 0.0000%
Florals 00000 % 00000 %
Linens 10,0000 % 0,0000 %
Saourity 0.0000 % 0.0000 %
Godf (L0000 % 0.0000 %
Miscallanaous 0.0000 % 00000 %
Achditional Gratuity 0.0000 % 0,0000 %
Food Equipment 0.00D0 % 0.0000%
Sarvice Fee Hame Fes s Tamable  Use Rev Ctr Rates Use Fes Tax Rates  Sales Tax  Liguor Tax
Service Charge = F HiA MR
Han-Member Servce Charge Hia A
Manba Sirvion Charge HiA HiA
Gratuity T Hia HA

| Save | Cancel |

Service Fees

Service Charge rates can be edited after the event has been created. Scroll further down the

page and click on Edit Rates.

Service Fee Rates Rate (%)
Gratuity 0.0000 &
Service Charge 20.0000 %

To edit the service fee rates, find the fee you want to change and enter in a percentage amount.

You can also remove an existing percentage amount by replacing it with 0.0000.
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== Edit Service Fee Rates
e George Clooney's Birthday - 389-1

| Sawe | Cancel

Service Fee Rates Rate (%)

Gratuity 0.0000 %

Service Charge e 15,0000 %
|

Save = Cancel

Please Note: Keep in mind that editing the tax rates and service fee rates of an event only

applies to that individual event and does NOT edit the rates of the entire organization.

Best Practices

e Editing the tax rates and service fee rates of an event only applies to that individual event

and does NOT edit the rates of the entire organization.
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