CHANGING THE DEFAULT VAT RATES IN BASE
Log into BASE then click on the [image: image1.png]@ System Utilies



 button at the bottom left hand corner of the screen.

On the System File Maintenance screen click on the System Data button .
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Scroll down the list to line 19, then click Edit.
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Change the value in the Control box at the top of the screen from 17.5 to 20, then click OK.

Now close the System Database Screen.

Back on the System File Maintenance screen click on the Utilities button
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From the List of tables at the top left corner of the screen scroll down the list until you find the table name VAT_RATE.ADT , and click on it.
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A grid will now appear below with all the possible Vat Rates.
Click onto the line which says T1 and 17.5, and type over the 17.5 with 20, then click on the Tick above the grid.

Close all screens and exit and restart BASE for the changes to take effect.
INVOICE TEMPLATES

On the front page of BASE click on Template Editor button [image: image6.png]7 Template Editor



.

On the template editor screen click on File, then Open.  Locate the Invoices folder which should be in the Base folder on your PC.
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 Open each template in turn and change any values which mention 17.5 to 20 by simply typing onto the screen
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When you have made the changes click on File and Save then repeat these steps for the remaining templates.
