VAT CHANGE INSTRUCTIONS

	Sentinel

	· ON Jan 4th before start of day
· Ensure the End of Day reports has been carried out on all terminals. close down the software and   the printer engine , if used.
· Ensure a Backup is made of the software (C:/TOUCH), and kept as an historical copy 
· Upon starting up the program again ensure the Month End Sales Archive procedure is carried out.
· Select BACK OFFICE followed by the UTILITIES

· Select VAT CODES, and change the current vatable rate to the newer rate. i.e 20.00 
· Select Save to store the changes
· Shutdown and re-start each terminal.
This will ensure that all archived reports, are recorded with sales at the previous Vat rate and that any new sales will be calculated at the newer rate 

The historical report  information is then combined with the new totals to give a sum of the VAT amount irrespective of rate of calculation. 

Therefore for date range reports crossing over the 4th of January the sum of the vat will be that as calculated on both percentages.

It should be noted that any review of transaction sales receipts for prior to the 4th of January 2011 will be based on the new tax rate and should therefore not be submitted as VAT Receipts. 




