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Overview

The Office System allows the user to create various combinations of Tax and Service Charges
that can be applied at multiple levels. In this guide, we will learn how to set up Taxes, Service
Charges, make Tax percentage changes, set up items to point to the correct Tax and Service
Charges, apply Tax Code overrides, and review the variables impacting the Tax application.

Tax and Service Charge have two layers in the Office System. Tax Code Items are where the
user sets up the individual Tax and Service Charge rates. Tax Codes are where the user sets up
the combinations of Tax and Service Charge to apply to an item/area.

Use Case(s)

e Due to specific arrangements made with a Member to retain their Membership, a Club
has agreed to charge the Member a reduced Service Charge fee for the next 90 days.
The Club will ensure the reduced Tax Code Item is applied by specifying the rules in the
Tax Codes, and ensuring the Member is assigned to the Reduced Tax Code Group.

e Due to the recent election, local sales tax will be increasing a .25% next month. The Club
will update the Tax Code Item after Club operations end the last day of the month, and
prior to business opening the first day of next month to ensure the increase in sales tax
is properly applied.

e When certain Items are sold in designated areas of the Club, certain taxes/service
charges no longer apply. As such, the Club will set up Area Tax overrides.

Tax Code Items

Tax Code Items are where the user sets up the individual Tax and Service Charge rates.

Important: The system applies Tax and Service Charges on the Price of the item, not the
subtotal.

Accessing Tax Code Iltems

To access Tax Code ltems,

1) Navigate to System across the top toolbar and select Tax Code Items.
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2) The Tax Code Items grid will launch.

Horme
By T | v
| (2 XK
Mew Edit Delete  Export
Mame Description
| Mo Tax Mo Tax
| Sales Tax 7% Sales Tax 7%
Service Charge 18%: Service Charg...
Sales Tax-Galf Sales Tax-Golf
Sales Tax-Tennis Sales Tax-Tennis

S B 0 ©

Refresh  Clear Filter

Percentage
0.0a
7.14
18.00
2.00
9.00

Active

Help

3) The primary functions associated with managing Tax Code Items are embedded in the

Tax Code Item setup screen, which can be accessed by clicking the New button or

double-clicking on an existing item.
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& % D e

Edit Delete Ewport | Refresh Clear Filter  Ac Help
| Mame Description Percentage
Mo Tax Mo Tax 0.00
(Gales Tax 7% Sales Tax 7% 7.14
Service Charge 18% Service Charg... 18.00
| Sales Tax-Golf Sales Tax-Golf 9.00
Sales Tax-Tennis Sales Tax-Tennis 9.00

Creating a New Tax Code Item

To create a new Tax Code Item,

1) Navigate to the Tax Code Items Grid and perform either of the following to launch the
Tax Code Item setup screen:

a) Click the New icon on the toolbar.

2 X E S B B @

Edit Delete  Export Refresh  Clear Filker  Active Help

b) Right-click anywhere on the Tax Code Items Grid and select New.

Home
g LAl - ’
(2 X & % Q@
Mew Edit Export | Refresh Clear Filter Active Help
Mame ipkion P ey
No Tax
Sales Tax 7% 3
Service Charge 18% Seri [ Edt Ctrl+E
Sales Tax-Golf Gl R Delets Dedete
Sales Tax-Tennit Sl
Qeupancy Tax Oce Linciete e
Mon-Mbr Swe Chargs b Refresh Cirl 4R
GET-FE8 GET b print Grid
T
Ocoupation Tax 2%  Occ & Customize G
Wine " Earien
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2) The Tax Code Item setup screen will launch.

Hosne Mew X

H B W e

Edit Tax Code Item

Hame:
Dwescription:

Tax Type: |Stabe

Deef aults
Rules: |Base =
Parcentage: 0.000 %
Rate: $0.00
Minimum Sales Amount To Tax: §0.00
£0.00

Maimum Sales Armount Tio Tac:
Ledger: | (None) o
| This Tax 15 Exemptable
Oinly apply tax rabe bo the armount beyond the mindmum sales amount

Tax Setup

When setting up a tax, complete the following information as shown/listed below.

Hame Sales Tax =
HBE 2 e

Edit Tax Code Ikem

°NamE: Sales Tax 7.25%

o Description: | Sales Tax

o Tax Type: |State b

Name - Give the Tax Code Item a name. The name you give the Tax Code Item should be a
distinctive description, especially if there is more than one percentage or rate.

Example:

e Sales Tax
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e Liquor Tax 1.5%
Description - Enter an optional description for internal purposes.
Tax Type - Click the drop down arrow and select the Tax Type.

Continue populating the Default fields as needed.

Defaults
o Rules: | Base Plus Service Charge -
o Percentage: 7,230 %
Rate: $0.00
or'-“linimum Sales Amount To Tax: 0,00
°Maximum Sales Amaunt To Tax: $0.00
o Ledger: 00233 Skate Sales Tax e
o | This Tax Is Exemptable
o Cnly apply bax rate to the amount beyond the minimum sales amounk

Rules - Click the drop down arrow and select the rule that applies. Options include:

- Base - will tax the total of each taxable item not including Service Charge.

- Base + Service Charge - will tax the total of each taxable item including the Service.

- Charge - both item and service charge will be taxed.

- Service Charge - will only tax the service charge total and will exclude all items taxable
and nontaxable.

Percentage - Enter the Tax Percentage (if this is not a percentage leave blank and go to Rate).

Rate - Enter the Rate if applicable (this is a flat dollar amount).

Minimum Sales Amount to Tax - Use if tax is not to apply to an item price less than a specified
amount. Example: if the minimum sales amount to tax entered is $20.00, the system will not tax
items less than $20.00 ($19.99 and less).

Maximum Sales Amount to Tax - Use if tax is not to apply to item price greater than a specified
amount. Example: if the maximum sales amount to tax entered is $20.00, the system will not
tax items over that amount ($20.01 and greater).
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Ledger - Browse to the General Ledger and select the ledger account the tax will post to.

This Tax is Exemptible - If this tax can be exempted or waived, check the box. If the box is
not checked, tax will be calculated even if the member or item is flagged as Tax Exempt.

Only Apply Tax Rate to the amount beyond the minimum sales amount - This works in
relation to Minimum Sales Amount to Tax. This box would be checked for states that only tax
an item over a certain dollar amount. For example, a clothing item is taxed only if it exceeds
$150. If a jacket is purchased for $200, sales tax would be applied on $50 ($200 - $150 =
$50).

In this example $150 should be the Minimum Sales Amount to Tax.

Service Charge Setup

When setting up a service charge, complete the following information as shown/listed below.

Home Service Charge 18% 3

HEBN % e

Edit Tax Code Item

o Mame: |Service Charge 18%

ODescriptin:nn: Service Charge 18%:

o Tax Type: | Service Charge b

Defaults Service Charge Overrides

o Percentage: 13.000 %%

o Rate: £0.00

o Minimum Sales Amount To Tax: $0.00
orﬂaximum Sales Amount To Tax: 50.00

o Ledger: |00-4050-015 Service Charge k_,.\.)

Name - Give the Tax Code Item a name. The name you give the Tax Code Item should be given a

distinct description, especially if there is more than one percentage or rate.
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Description - Enter an optional description for internal purposes.
Tax Type - Click the down arrow and select Service Charge.

Percentage - Enter the Service Charge Percentage (if this is not a percentage leave blank and
go to Rate).

Rate - Enter the Rate if applicable (this is a flat dollar amount).
Minimum Sales Amount to Tax - Does not apply to a Service Charge Tax Code Item.
Maximum Sales Amount to Tax - Does not apply to a Service Charge Tax Code Item.

Ledger - Browse to the General Ledger and select the ledger account the tax will post to.

Service Charge Override

This is used when certain Members or Areas have different Service Charge rules than the
normal setup. There are a few different ways in the system to have automatic Service Charges
applied at different rates depending on the club rules. Contact Clubessential Support to help
you decide the best setup for your club policy.

Before creating the Service Charge Override, the user must first apply the Service Charge Group
Type in System Settings and create a Service Charge Member Group to set up the override; as
described below.

System Settings
The first step is to apply the Service Charge Group Type in System Settings. To do so,

1) Navigate to System across the top toolbar and select System Settings.

Membership POS | System .ﬂﬂ:Li

2 Support Regquest Swstern Settings

25y Address Categories
orting Dashboard @ Areas
%y Area Categories

I =y Area Groups
3

2) Navigate to the Membership tab and select Service Charge in the Service
Charge Group Type section.

p.8



C- Tax and Service Charge Manual

p——— ]

] @ |9
Ly General Group Types
%) Accounting

Minimum Group Type: | Mimimums
Billing Group Type: Biling
@z Charge Group Type:  Service Charge

& Accounts Payable

Member Numbering
Y ; of Lookup Value - 0O x
Mext Member M| = P
b 0 Web Site
b 'L Partner Products Member Numbe Search R
b Ly Services ] . | ]
Member = Suffix |
Guest
b bmenae b

Set Up Service Charge Member Group

The next step is to set up the Service Charge Member Group. All Members who should receive
the Service Charge Override should be selected in this Member Group.

To set up the Service Charge Member Group,

1) Navigate to Membership across the top toolbar and select Groups.

Gl GoToCubW ) Addresses
W2 Biling Schedud

W Gift Card Types

Goif Fee Categornies

p.9



C- Tax and Service Charge Manual

2) Click the New icon on the toolbar.

2 X E S B D @

Edit Delete  Export Refresh  Clear Filker  Active Help

3) The Member Group setup screen will launch. Enter all relevant information shown/listed
below:

otlesaonm: 1% Service Charge on "ALL Non-vembers" -

om:w Type: Service Charge

Tax Exempt (Cheddng this option will make al members in this group exempt from sales tax for
ALL transactions at the cub.)

Allow members to join this group onling
* Static " Dymamic
Members
Selact Members.., i

Member

[03994] Cornish & Carey ,
[04182] Promations ,
[0:3893] Lennon Tea",
[03275] The 100 Club,
[09995] CASH ACCOUNT,

- Name - Give the Member Group a name.

- Description - Enter an optional description for internal purposes.

- Group Type - Select Service Charge as the Group Type.

- Members - Select all Members who should be included in the group.

4) Select Save & Close.

":*;:j Groups X

Home Mon-ember Segyi

o
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Rules

The last step is to create the rules for the Service Charge Override. To do so,

1) Navigate to the applicable Service Charge Tax Code Item and select the Service Charge
Overrides tab.

Sy Tax Code Items X

10% Service Charge X

Hﬂﬁhﬁ"-

Echt Tace Cowdhe Tt
Name: | 10% Sarvice Charge
Description:

Tax Type:  Service Change

Defauks Servics Charge Overrides

Riudes

Fude [Percent  [Rate [ Ledger | Dept

2) Click Add New Rule and enter the appropriate information shown/listed below:

‘g Tax Code Items

10% Service Charge X

H@E,o._.

Edit Tax Code Item

Mame: | 10% Service Chargs|
De-zcription:

Tac Typa: | Sarvice Charge -

Dafaults Service Charge Overrides 1
Fdes
Rue [Percent  [Rate [ Ledger | Dept [ addnew rue
Mon-Mamber Servica Charge - (Al Areas) 18.00 0.00 Service Charge Income 90 - Food
Dilete Rule
Define Rules
Save Rule
oMember Group: | Mon-Merber Service Charge u 4
B 1] |
o 28 | (Al Areas) L = —
oPercent-we-. 18.00 % Edit
ORate-. $0.00

oleduu 90342 Service Charge Income L4,

Member Group - Select the Service Charge Member Group. Please note that only
Member Groups with a Service Charge Group Type will be displayed in the lookup.
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- Area - Select the Area the override applies or select All Areas if the override should
occur at all Areas in the club.

- Percentage - Enter the Service Charge Percentage (if this is not a percentage leave
blank and go to Rate).

- Rate - Enter the Rate if applicable (this is a flat dollar amount).

- Ledger - Browse to the General Ledger and select the ledger account the tax will post to.

Save Rule Edit - Be sure to select Save Rule Edit.

3) Select Save & Close AFTER you have selected Save Rule Edit.

%5 Tax Code Items

Tax Codes

As previously mentioned, Tax Codes are where the user sets up the combinations of Tax and
Service Charge to apply to an item/area.

Accessing Tax Codes

To access Tax Codes,

1) Navigate to System across the top toolbar and select Tax Codes.
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Membership P03

A Support Request

%y Address Cat®
Sy Areas

=y Area Categories

Sy Area Groups

25 Attachment Cakegories

25  Change Log

25 Charge Settlement Types

25  Custom Fields Categories

25 Merchant Processing Tokens

=g Ewent Logs 4
=g Late Fees

=g Locations

25 Meal Periods

25 Mame Suffix

25 Mame Titles

=g Moke Categories

25 Motification Types

25 Sales Territories

5 Terminals 2

25 Tax Code Items

(aL

25  Tax Codes

2) The Tax Codes grid will launch.

Horme:

[ T . -
= / x = ﬂv \Q D '@I Search: &) All Words
Mew Edit  Delete Export | Refresh Clear Filker Active Help o2
D Nanne - Drecripkion
3 18% Service Charge & Tax-Food
5 18% Service Charge & Tax-Liquor
15 18% service charge (not taxed) + food
17 18% tax no sve charge 18%: tax o swe charge
14 20% Service Charge
4 20% Service Charge & Tax-Food
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3) The primary functions associated with managing Tax Codes are embedded in the Tax

Code setup screen, which can be accessed by clicking the New button or

double-clicking on an existing code.

i‘(,, Tax Codes  x

Haome

X [

Edit Delete  Export

S 9 @

Refresh  Clear Filker  Active

| search:

L2

j(u] Tarme -
C 3 18% Service Charge & Tax-Foo
5 18% Service Charge & Tax-Liguor

15 18% service charge {nok kaxed) + Food
17 18% tax no sve charge 18% tax no sve charge
14 2Z0% Service Charge

4 Z0% Service Charge & Tax-Food

Creating a New Tax Code

To create a new Tax Code,

1) Navigate to the Tax Codes Grid and perform either of the following to launch the Tax

Code setup screen:

a) Click the New icon on the toolbar.

2 R S B B e

Edit Delete  Export Refresh  Clear Filter  Active Help

b) Right-click anywhere on the Tax Codes Grid and select New.

% Tax Codes

Home
12 XE S © @ @
e I_Eld){ Delete  Export | Refresh  Clear Filker gk | Help i
Jin] Mame ion

3 18% Service Charge &

5 18% Ser e 8 T N

15 15% servic {not ta Ly Edit Chrl+E

17 18% taxno s arge %  Delete Dielete swe chargg

14 20% Service Charge
20% Service Charge & Tax-
20% Service Charqe & Tax- &

= Undelete

oy

Refresh CErR

o
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2) The Tax Code Item setup screen will launch.

[Hicerre Mewe

4 8 @ e

[Edi Ty
Name: ||

Description:

Taxes: | Seleck Tax Code Iems....

Tae Code Ttem

B Remove Selected

3) Please enter all appropriate information shown/listed below:

Heximes 2% Service Charge Tax-Food X
feh
HEE % e
Edit Type
oNﬂm&l 2 Sarvics Charge & Tax-Food]

amm; S0 Sarvice Char g B Tasx-Food

-
oTaws: Selact Tax Code Meme...

Tao Code Rem

2% Service Change
Sades Tax

B emove Selected
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- Name - Give the Tax Code a name. The name you give the Tax Code should be
given a distinctive description, especially if there is more than one percentage
or rate.

- Description - Enter an optional description for internal purposes.

- Taxes - Select the applicable combination of Tax Code Items using the Lookup.
Again, Tax Codes are what you select to apply Tax and Service Charges to items.

Be sure to select the correct combination.

Example: Sales Tax and 20% Service Charge

Applying Tax Codes and Overrides

Tax Codes are applied at the Item Group level, but can be overridden at the Item Category level

if applicable.

Item Group

1) Navigate to Items on the left user menu and select Manage Item Groups.

[tems

6 Manage Ikems

O Manage Ike

9 Manage
(g Manage Ikem Grnups)

@ Manage Item Maodifiers

Caktegories

2) The Item Groups Grid will launch. Double click on the applicable Item Group to launch

the Item Group setup screen.

Q Manage Item Groups X
Horme
x d - - - .
] _/ x 1‘\2\!" \1&) D x"'J-/ @' Search:
e Edit Delete Export Refresh  Clear Filker  Active (Al Help
Mame - Descripkion Tax Code ID Retal Category FMNE Category
Barquet 1 v
Billing Items - No Minirmum |
cash advance 19 v
F&B- Bear 5 L
F&:B- Food * 4 L
F&g- Liquor 12 L

COGS Adjustment Acco
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3) Navigate to the Tax Code field and select the proper Tax Code.

Fg-Food =

Mame:
Do

Folio Groupang: | (Mane)

Area Creerrides

{Default)

Barsquat hon-Matnber

Beverags Cart

Cadbe's F&8 Area
Carbe's Retal Area

Cuby Funchions Eusleoom
1Cuby Fundchiones: Dining Rm
Chub Functions: Hl-0G8
Diring Room

1% | ' JROSN(?)

it Pesrn Growup Destribaution

® Fb Cabegory

Retal Category

Edling Catagory

Sales Account:

Ciomg ACCoUNk:
Discount Account:
Reveands Account:

Asget Account:

Asget Adi, Accourt:

QOGS Account:

COGS Adj. Account:

0712 Compliment ary Food
90712 Costregolrrosenit iy Frod
FO712 Complment ay Food
20712 Cormgliment ary Food
90712 Corphemesnt ary Food
P71 2 Compdment ary Food
90712 Complment ary Food
S071 2 Comphment ary Food

-
L
s,
Ly
A
-
4

i

Tan: Crsde:

20r% Service Charge & Tax-Food

D

S
Hres
.

Area Overrides - If different Areas have different Tax Codes, be sure to highlight the

applicable Area from the left pane labeled Area Overrides and choose the correct Tax

Code.

Edi:

FB-Food

Them Group Distribution
Mame: |FiE- Food

Dearriphion:

Polio Grouping: | (None)

fres Croermiches

(Defailt)

Bariquet Member

W E Y e

Carbe's F&8 Area
Carbe's Retal dres

Oub Funchions Balroom
b Furctions Dinng Rm
Chub Furchions Hll-0G8
Diriineg Fuosodm

Frasic

= FnB Category
Retal Cabegory
Bl Categuy
.L i '

= Sales Acoount: | 50712 Coenplimendany Food
Comp Actourt: | 90712 Coenplimenitary Food
Ciscount Account: | 50712 Complimentary Food
) Rasssards Account: | 90712 Coenplimantary Food
Haoad Becpirt: | P0712 Coenplimertsry Food

Asat Adj. Account:
CORGS Aroountt:

D065 Adj. Accourt:

0712 Coenplimeritary Food
90712 Complimentary Food
Q0712 Cosnplimeriiey Food

e
Hotni
d

4
Wl
-
L
4
wl

-

Hx Code:

V&% Service Charge & Tax-Liguor

D
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Item Category

As previously mentioned, if a certain Item Category should have a different Tax Code than its
Item Group, the Item Group settings can be overridden.

To override the Item Group Settings,

1) Navigate to Items on the left user menu and select Manage Item Categories.

Items

£ Manage Items
O Manage Ikem

Ce Manage Ikem Categnriea

g Manage Item Groups

mbos

@ Manage Item Modifiers

2) The Item Categories Grid will launch. Double click the applicable Item Category to
launch the Item Category setup screen.

3) Check Override Item Group Settings.

rome | BarguetPod

5 S RO

£ P05 B Categery
Fanas | Barugust Foded
Derription:
Ticket Message: | (b
oo G | Earwsst
Percant Coat: (O

i delackon | Aees  Cverides

Frea Lcoer Acoount Oerrided

(Drimdt)

A

Tl Furction Bale corn
s Punetern Dwvirg B
Chas Furction Hil-A%8
Gl Barsgmty

+ | Displasy O POS

* Frié Category
Tk Retad Catepery
Revasich Ehiphie Ballew) shegyory
% [ orverride e Group Settings

Bamrrlnirement Coreer it

Bterlriement Soat

Dl Coapse: |0

RS Poorn Butbon Shle | PO Behawior Prict Corfiguration

Sales Aol

e Aooonnk |
Destinari ACoount:

Resaprds Angount ;

At Rovant
Anped Ay Roooard
C0KE Bt
005 Ay, oot

T Code

LS Bargued Merriter Fooed S,
P0G Bt My Foodd Seker
WS Bt Merrber Foed Sl
T Bt Miesrber Faod Sakes
OO Byt Merrdawr Food Sl
O Byt Merber Food Saler
OO, Bancyuet Marrdar Pood Saley
PO Bt Merrler Focsd Salen

15%, Service Crarge B TaoFood

— S G

4) Navigate to the Overrides Tab and select the applicable Tax Code
not active be sure to check Override Item Group Settings.

. If the Overrides tab is
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i Manags e Cabegories X
Homa | Banquet Food X

HEE % e

Bzt A, Sucounts
OGS Accoints
058 A, Mootz

SOGZS Banyaeh Mamber Food Sales
WS Bt Mesinbeer Focad Saled
SOGZS Banyaet Mamber Food Sales

Edt POS Rem Cabegoey
Hama: | Bancpast Food | Gplayr O POS #) Frll Category
Desription: Tigusbis Patad Catagary
Frvadr i Elpbiey
Ticket Message: | (Hone) Y Edling Category
< Creadrid Thesn Gioush Setings
R L] an 1 At rcremment Corver Count
Percent Cost: | O BafoeIncrement Seuk Dot Cpursa: |0
Roe Splection | Argas | Owerrides | POS Ibem Button Style | POS Bshavier | Prink Configuration
Jires Ladger Account Crosrrices
(Dedault) Salef ACCOURE: 2T Earepunt Misssher Fooed Saiss L
i
Comp Acoount: | 002 gt Masber Food Sales o
by Functions Balroom = -
Chaby Functiores Danang Fum Discount Account: | 0025 Bardguet Mamber Food Sslas Ly
e Ruwarids Account; | H0ZS Barvast Member Food Sales i)
Guesst Rarquets
Asset Acounk= | F002% Banguet Mamber Food Salas [

L

2

V3% Servide Chir e B Tac-Food

&
|
4,
N

u

D

Area Overrides - If different Areas have different Tax Codes, be sure to highlight the
applicable Area from the left pane and choose the correct Tax Code.

T I

B Lndker Acoount Crricdes
Sales Arcounk:
COng Aot !
Decdunt Aot :
Pt Acoournt:

At Aot -
Azpat B, Accounk:

QOGS Aot -

Home  BangustFood =
:',".'.
HEE L e
it PO e Catagory
Mame: | Banguat Food | Dasplayy On POS & Fnil Category
Descripkion: Toatle Rt Cabeginy
Ticket Messagn: |Ners) ; Foeveands Dbl Biling Cakegary
i b B L] i D G Saltings
Toorn Grong: | Bansgust oy Auber Increrent Covar Count
Percend Cost: |0 Ao Increment Saat Cuaf il Coumgac |0
[em Selsction | Areas = Owesrides | POS Tbem Buthon Style | POS Behuwior | Prink Configuration

3T Baniquet Guest Food Sales
O3 Baraueet Guest Food Sales
LI Bareuet Guest Focsd Sakes
3T Baniquet Guest Food Sales
O3 Baragueet Glest Food Saleg
LI Bareauet Guest Focsd Sakes
S0 Rarquet Guest Food Sakes
O3 Baragueet Guest Food Saleg

OGS A, Aovounis
2

2%, Saraics Chargs B TaxFood

Note: Only Areas selected on the Areas tab within the Item Category will show as an

override option on the Overrides tab.
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| 5 Kl Mame
3 Becdmin
Ll Diining Foom
w Pop Shack
2 Cluby Fune-ticng Baliioonm
ra Guest Banguets
[ Fitriess
r Grille
I Patio
~a Club Furichions Dining Rm
~a Club Funcions Hill-AGE
\_ r Jﬁwstﬁm Dinirg R

PO Ttem Button Style | POS Behavior | Print Configuration

bDablePOSLaborT b

| Descip ¥ MembeiCheckin V| sPOSMemb W
o r
a Fudl s Mem r
0 r
o r
] r
Fimese & 2383 C
1] Fulld ame Mem (=3
1] Fulld ame Mem C
o r
o r
o r

¥ POS_Navig™ 7|

aOaaaoaooaoaaman

5

Change Tax Code Item Percentage/Rate

To change the Tax percentage of a particular Tax Code Item,

1) Navigate to the Tax Code Items Grid and double click the appropriate Tax Code Item.

r&g Tax Code Items X

Home

1ZXHe % 0@

Mew Edit Delete Export | Refresh ClearFlter Actve | Help
Mame Description Percentage
No Tax Mo Tax 0.00
| —
\E?|ES Tax 7% Sales Tax 7% 7.14
Service Charge 18%  Service Charg... 18.00
Sales Tax-Golf Sales Tax-Golf 9.00
Sales Tax-Tennis Sales Tax-Tennis 9,00

2) Change the Percentage or Rate appropriately.
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2% Tax Code ftems

Home Sales Tax 7%

HEE W% e

Edit Tax Cade Item
Mame: | Sales Tax T-"’.{-I
Description: | Sales Tax 7%

Tax Type: |State

Defaults
Rules: |Base Plus Senvice Charge -

Percentage: 7.190 %

Rate: £0.00

Minimum Sales Amount To Tax: £0.00

Maximum Sales Amount To Tax: .00

Ledger: | 00-2160-000 Sales Tax Payable [Li
+ | This Tax Is Exemptable
Only apply tax rate to the amount beyond the minimum sales amount

Important:

e All items pointing to the Tax Code Item will immediately be affected by the
change. Do not change the tax percentage or rate until the new rate goes into
effect.

e If the Tax Rate or Tax Code is changed in the middle of the day, all items that
have previously been rung up and added to a ticket will have the old rate. The
only way to get the new tax rate is to delete the ticket and re-enter the sale.

e Sales and credits will be calculated at the new rate from the time you change the

rate.

e The systems applies taxes and service charge on an item level not a subtotal
level.

Reporting

If at any time a user would like a list of items and their respective Tax Codes, please follow the

below instructions.

p.21



C- Tax and Service Charge Manual

1) Navigate to the Interactive Reports module on the left user menu, expand Item, and
select Item G/L Posting Summary.

Repor
Display Mode: Search:

- Accounting
Employes
-Guest

Guest Rooms
Inventory
Item

- Ttem G/ Posting Summary
Item Sales

- Ttem Sales By Tender Type
Items - Items Purchased By Members

- Member Item Category Spending
. Point of Sale

- Marketing
| é Interactive Reports

- Membership
- Point of Sale
- Vendor

o O s (O e O |
| byt gy iy |

2) If the user would like a list of ALL items and their Tax Codes, leave the Item field set to
None. To see just one item, select the applicable item within the Item field. Set the
Type to Tax Code and select View Report.

™ Reporting Dashboard %

Mome | [temGA Postng Summary X

Report Setings: (Do Fawds) - L_-I Bave Current Settings Mk Publc '_,'!l S tup Emad Delrvery D-' Provede Peedback IEII Vi Fleport
#[h:m'. [Herse] L9t o"frp-ec [rax code |
1 of 629 F Ml ARE-TE PR R "
Clubossantial (e Club a1
Grand Key
Bem S Posting Summarny
Type: Tax Code

Revm Mot Salected

GRAND KEY

Hem = Tax Code - Confagurstion Level  ©  Confaguration Path =
ARiTuna Pole Tax & Sve Chafge 1 » b Grong FlE: Food

Ak Tena Poke Mon-btr Tax & Sve Changs 2 « bam Grous Grea F&B: Food (admemsration)

AR Tena Pole MofMEr Tax & Sve Changs 2 » bafm Groud Ared F&B: Food (Dming Room)

ki Tena Poke Mon-Mer Tax & Sve Changs 2 « bam Growp Lrea F&B: Food (Finass)

Akl Tena Poke Mon-Mer Taoe & Sve Charge 2 - bem Growp Ares F&E: Food (Guest Rooma)

AkiTuna Poke Mon-Mer Tax & Sve Changs 2 « bam Group Lrea F&B: Food {Locker Rooma)

Al Tuna Pole Mon-Mer T & Sy Change 2 - bem Group Ares FAE: Food (Pool Snack Bar)

The Report will display the item, the Tax Code, Configuration Level, and Configuration
Path.
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Configuration Level - The level, either Item Group or Item Category that is defining
the Item’s Tax Code.

Configuration Path - The location of the Item Group/Category that is assigning the Tax
to the Item.

Note: If an item displays more than once, this means the item has varying taxes applied
depending on the Area in which it is sold.

Best Practices

Plan for legislative or upcoming Club changes to Taxes and/or Service charges to ensure
implementation is proper.

Periodically review the Item G/L Posting Summary to ensure tax applications are proper.

Frequently Asked Questions

When | change a tax rate, how soon is it applied?

The tax rate changes immediately upon saving the change. If performed in middle of the day,
tickets created prior to the change will contain the old tax rate.

When looking to establish a Sales Tax override for an Item
Category (to make it different than its Item Group default), | am
unable to locate the Overrides tab, where is it?

If the Overrides tab is not active within the Items Category, be sure the Override Item Group
Settings option is checked within the Category.
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