Heartland | Register

One Blue Hill Plaza, 16" Floor, PO Box 1546
Pearl River, NY 10965

1-800-722-6374

(Voice) 845-920-0800 (Fax) 845-920-0880

Tax Exempt Invoices and Items

This document will cover tax exempting an invoice, both by adding the tax exempt status to the invoice as
well as creating a tax exempt customer which can be selected for an invoice. This document will also
cover exempting tax from particular items on an invoice.
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Revision History

Document Version Author Description of Changes
1.0 NA MP 1st Release
1.1 August 15, 2019 JC Updating header, structure

and adding note for tax
exempt for additional
items feature.

3|Page



Tax Exempting the Whole Invoice

Cash Regyster Express — Station: 01 — Cashier: 100101

)
e Teok sy
BT oty
| 1
# Item Info Quantity Pric
.1 7280010011 @ 36.29 10 5820

AMSTEL LNNR B PK"

invoice select the Options
button.

(%) lJ Customer Info | Customer Notes
&/ 101 — Cash Customer
F1-Help F2-nventery Fa-Clock InOut Fa.Customers F& - Price Check P8 - Cash Sale
F7-Chack Sale F8-COSale - On Account F10-Cashier Funs Fit - Invoice info Fi2- ham Options

2. Select Invoice Properties
(in green).

3. Select Tax Exempt Invoice
(in blue).

u]
H

ol Tax Exempt -

4. Select which tax rates you
would like to exempt from
the invoice.

e  Use the All button to
select all of the tax rates

e Use the None button

Please select which tax rates you would like to exempt
unselect all tax rates
5. Select OK when the

appropriate tax rates are

oK selected.

B
»
H
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Please enter the customer license (Max 20)

6. Enter the Customer's
License Number.

7. Select Enter.

8. Enter the Customer's
License State Code.

9. Select Enter.
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Enter license expiration date

< June 2017 |

28 29 30 31 1 2 3

4 5 6 7 8 9]10

11 12 13 14 15 16 17

25 26 27 28 29 [30]

2 3 4 5 6 7 8
| Today: 6/9/2017

-1 |
6/30/2017

Type date or select above

10. Enter the Customer's

11.

License Expiration Date.

Select, Select [DATE] (i.e.
Select 9/29/2015).

12.

You will then see that the
invoice has been exempted
from tax. The sale can now
be completed without tax
being charged.

13.

14.

15.

To charge tax for the
whole invoice again select
Options from the invoice
screen.

Select Invoice Properties
(in green).

Select Tax Invoice (in
blue).
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Exempting Tax from Specific items on an Invoice

In order for this feature to work correctly, you must have the combine lines option unchecked.

(Cash Regster Express -~ Station: 01 - Cashier: 100101
Fe Jus moce Hep

sanbucodbon.  Quniy q
1
| Search
# Item Info Quantity Price

7278300300 @ $8.99
ANCHOR LIBERTY ALE 120Z 6PK*
7278300200 @ $8.99
2 ANCHOR PORTER 120Z 6 PK* 10 B

7278300100 @ $6.99
'3 ANCHOR STEAM 1202 6 PK" 10 5899

1 10 $899

e ==

Fi-Help F2-Invtntory F3-Clock Inut Fo-Customrs

FT - Chock Sala FB-CC Sala F3-On Account F10- Cashie Fans

ANCHOR UBERTY ALE
EEE I 1202 6K

ANSTEL LNNR 12PK
ANCHOR PORTER
12026FK
BAGARDI SLVER
VARETY 12PK

BALLANTINE ALE CAN
BPK

BASS ALE NR 12PK BASS ALE HR 6 PK

BECKS NANR BFKC

BECKS NR 12FK

asmcspnsmsn LTHR ascnsmsmsn LTHR

L
Dee

Fs- Price Check.

Fi1 - kvaice Info

AMSTEL HALF BBL

AHCHOR STEAM 1202
(L3
BALLANTINE ALE LNNR
BPK
BECKS DARK R & PK
BECKS KR 6PK

BEER BALL TAP

Fi-Cash Sale

F12- Bom Options

1. After adding items to your invoice that
you would like to charge tax for select
the Options button.

Note: In order for this feature to work
correctly, you must have the combine lines
option unchecked.

2.  Make sure to note that the tax in our
example is already $2.70, and the Sub
Total is $26.97.

3. Select Invoice Properties (in green).

4. Select Tax Exempt Additional Items (in
blue).
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agl Tax Exempt -

Please select which tax rates you would like to exempt

16. Select which tax rates you would like to
exempt from the invoice.

e Use the All button to select all of the
tax rates

e Use the None button unselect all tax
rates

17. Select OK when the appropriate tax
rates are selected.

18. Enter the Customer's License Number.

19. Select Enter.

Please enter the customer license state code (Max 10)

20. Enter the Customer's License State
Code.

21. Select Enter.
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Enter license expiration date

Sun Mon Tue Wed Thu Fri Sat
28 29 30 3N 1 2 3

4 5 6 7 8 910

22. Enter the Customer's License
11 12 13 14 15 16 17 Expiration Date.
18 19 20 21 22 23 24
25 26 27 28 29130 1 23. Select, Select [DATE] (i.e. Select
2 3 4 5 6 77 8 9/29/2015).
| Today: 6/9/2017
Month =~ Month
Type date or select above ‘ 6.’30.’2017 ‘
24. Add some more items to the invoice.
25. You will then see that the items added
to the invoice have been exempted
from tax.
26. To charge tax for the next items
scanned onto the invoice select
Options from the invoice screen.
27. Select Invoice Properties (in green).
28. Select Tax Additional Items (in blue).
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Creating a Tax Exempt Customer

Mﬂn ﬂger 1. Select the Manager or Options button.

| 2. Enter the administrator password (default: admin) where
applicable.

Options |

3. Select Administrative then, Customer Maintenance.

Customer Maintenance
This Customer Al Customers  Print Customer Labels

Last Name E-mail Address
Customer

Customer #

8459200880 PCA

|First Name

General Info Extended Infol Account Info| Shippin!Billing' History| Notes | Properties|

Company Name Primary Phone # Bonus Points Achieved
Street Address Alternate Phone # Birthday

Street Address 2 City Application Date

State Zip Code County Card Swipe IDs
Discount Percentage  Discount Level

[J Charge At Cost [J Tax Exempt [ Print Notes on Receipt

Delete

0

ext

Previous

1=

l Cancel

4. At the Customer Maintenance screen select Add.

5. Enter the following required information:
e  Customer Number (tip: Use the phone number as the customer number for easy reference).
e  First Name.
e Last Name.

6. If applicable fill in the information under General Info.

7. Make sure to select Tax Exempt.

8. Select Save and then select Exit.

10|Page




Selecting the Tax Exempt Customer for an Invoice

After adding the items you would like to sell have been added to the invoice we must then select the Tax Exempt customer.

1. Select FIND.

Select Customer

Customer# _First Name | Last Name Address Companv_ Phone # Zip Code
Alan Michaelson

Type customer #, last name, company, phone #

chaoero  [Michaelson STEP 2| ¢ Backspace cusore
18 24 34 44 Sy 64 74 84 94 0O

d d d d d d d d d

QM Wil Ell RE Tl Yaul Ul [ OMl P
Al SHI DN Elll Gl Hal Jai Kgl L

g) Search
STEP 3|

Exit
i

Z X C V B N M Space Select
il STEE:

2. Enter search terms.
3. Select Search.
4. Highlight a customer on the list.

5. Select Select.

m Customer Info

1-- Alan Michaelson
FIND

|!Il| Bonus Points: 10

QUICK FIND

o)

6. The customer’s information will be located
near the FIND button.

7. You will then see that the invoice has been
exempted from tax.
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