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Step 1: Add VAT Rates

- Select “Advanced’ from the Accounting drop-down menu tab.
- Select “ Tax Rates”.
- Select “New Tax Rate”.
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Advanced features Advanced setfings

% Find and recode Financial setfings
Fix incorrect categonsation across multiple fransactions at once Edit financial settings like tax periods and lock dates

% Manual joumals % Chart of accounts

Work directly with the general ledger Add, edit, archive, delete, import or export your accounts
% Fixed assels Tax rates

Create and manage assefs Add, edit or delete tax rales

Assurance dashboard Fixed assets settings

Monitor the accuracy of financial data within your organisation Manage asset types and account defaults

Export accounting data Tracking categories

Export data from Xero for imparting info other systems Manage tracking items for more powerful reporting
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Getting Started with Tax Rates Hide Getting Started

Every transaction Iine item you enter Into Xero needs a Tax Rate. The Tax Rates you use will depend on the location of
Account Tax Rate Amourt  your organisation. Tax Rates can have multiple Tax Components. For instance, you can have an item that is charged a
Tax Rate called "City Import Tax (8%)" that has two companents: a city tax of 5% and an import tax of 2%.
You can generate reports on any Tax Rate and Tax Components,

If you need to report on income separately to expenses, or capital purchases separately to expenses,
then you should create a separate Tax Rate for each.

* View more help for Tax Rates
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Step 2: Sales @ 21% VAT Code Set Up

- Fill'in relevant fields as outlined below
- Select “Save” when satisfied fields have been filled out correctly.

Add New Tax Rate

Tax Rate Display Name
The name as you would like it to appear in Xero (limited to 50 characters)

COVID - Sales @ 21%

Tax Components

A - VAT ON SALES

[7] Non-recoverable

Add a Component Total tax rate

T

Step 3: Purchases for RESALE @ 21% VAT Code Set Up

- Fill'in relevant fields as outlined below
- Select “Save” when satisfied fields have been filled out correctly.

Add New Tax Rate

Tax Rate Display Name
The name as you would like it to appear in Xero (limited to 50 characters)

COVID - PFR @ 21%

Tax Components

B - PURCHASES FOR RESALE

[] Mon-recoverable

Add a Component Total tax rate
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Step 4: Purchases NOT FOR RESALE @ 21% VAT Code Set Up

- Fill'in relevant fields as outlined below.
- Select “Save” when satisfied fields have been filled out correctly.

Add New Tax Rate

Tax Rate Display Name
The name as you would like it to appear in Xero (limited to 50 characters)

‘COVID - PNFR @ 21%

Tax Components

C - PURCHASES NOT FOR RESH

[J Non-recoverable

Add a Component Total tax rate
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