HST IN QUICKBOOKS -HOW TO IMPLEMENT

Implementing the HST into a QuickBooks company file has 6 steps:

-add 6 new “Sales Tax Items” into your Item List

-add 1 new Sales Tax Code into your Sales Tax Code List
-edit your “Preferences” so that HST is the default tax code

-edit all sales items in the Item List to HST instead of GST or PST
-edit any vendors and customers to the new tax code where a tax code has been imposed

-edit accounts on the Chart of Accounts for the new tax code

FIRST, add the following “Sales Tax Items” into the Item List (for the first two, the rate is 12% for British Columbia, be sure to

impose the “%” sign where noted):

Use ko calculate a single sales tax at a specific rate
that vou pay to a single sales tax agency.
Spelling
Sales Tax Name o
HST i
Description [ 1emis inactive |
HST on sales
Tax Fate (%) or Amt  Tax Agency (vendor that vou collect For)
13.0% | |Receiver General
Assign this item to a line of the tax agency's sales kax return,
Sales Tax Return Ling | Line 103 GST/HST collected or collectible
What sales tax line do I choose?
Use to calculate a single sales tax at a specific rate
that vou pay ko a single sales tax agency.
Spelling
Sales Tax Mame I
HST (ITC) i
Description I:‘ Ikem is inactive

H3T on purchases (Inpuk Tax Credit)
Tax Rate (%) or Amt  Tax Agency (vendor that vou collect for)
13.0% | |Receiver General

Assign this item ko a line of the tax agency's sales tax return,

Sales Tax Return Line | |ine 106 Input tax credits (ITCs)
What sales tax line do I choose?

(12% for British Columbia)

(12% for British Columbia)
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Type
Use ko calculate a single sales bax at a specific rate
that you pay ko a single sales tax agency.

Sales Tax Mame
HST {ITC) Adjustments

Drescripkion
H3T Adjustments on purchases (Input Tax Credit)
Tax Rate (%) or Amt  Tax Agency (vendor that you collect For)
0.00 | |Receiver General v

Assign this item ko a line of the kax agency's sales tax return,

Sales Tax Return Line || jne 107 Adjustments w

what sales tax line do I choose?

o] 4

Cancel

Spelling

[ 1tem is inactive

T

Type
Use to calculate a single sales tax at a specific rate
that vou pay ko a single sales tax agency.

o] 4

Cancel

Spelling

Sales Tax Mame "
H3T (ITC) Zero Rated 4
Description I:‘ Ikem is inactive

HST on Zero Rated purchases (Input Tax Credit)
Tax Rate (%) or Amt  Tax Agency (vendor that vou collect for)
0.0% | | Receiver General v
Assign this item ko a line of the tax agency's sales tax return,
Sales Tax Return Line | |ine 108 Input tax credits (ITCs) v
What sales tax line do I choose?
Use to calculate a single sales tax at a specific rate
that you pay to a single sales kax agency.
Spelling

Sales Tax Mame '

H3T Adjustments 3

Descripkion
HST Adjustments on sales
Tax Rate (%) or Amt  Tax Agency (vendar that yvou collect For)

0.00 | |Receiver General w

Assign this item ko a line of the kax agency's sales tax return,

Sales Tax Return Line ||ine 104 Adjustments v

What sales tax line do I choose?

|:| Ikem is inactive

0.00

0%

0.00
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Use ko calculate a single sales bax at a specific rate 0.00
that wou pay to a single sales tax agency.
Spelling
Sales Tax Marme "
HST Inskalments d
Description [ 1tem is inactive
H3T Instalments and net tax paid
Tax Rate (%) or Amt  Tax Agency (vendor that vou collect for)
0.00 | |Receiver General w
Assign this ikem ko a line of the kax agency's sales tax return,
Zales Tax Return Ling | |jne 110 Instalment and ather annual Filer paym. ., ¥
what sales tax line do I choose?
Type O
Use ko calculate a single sales bax at a specific rate 0%

that vou pay ko a single sales tax agency. CETES

Spelling

Sales Tax Mame
HST Zero Rated

T

Description [ 1tem is inactive

HST on Zero Rated sales
Tax Rate (%) or Amt  Tax Agency (vendor that yvou collect For)

0.0% | |Receiver General ~

Assign this item ko a line of the kax agency's sales tax return,

Sales Tax Return Ling | |jne 103 GST/HST caollected or collectible ~
What sales tax line do I choose?

SECOND, add the following Sales Tax Code to the Sales Tax Code List:

Sales Tax Code
H {maxirmum 3 characters) |
|
Description I
HST Sales Tax
[codeis
@. Taxable inactive
(") Mon-Taxable/Exempt
Taxable Infarmation
Tax Ikem for Purchases H3T (ITiC) w T
Tax Ikem For Sales H3T w 5
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THIRD, edit “Sales Tax” in “Preferences” to display the following:

Preferences E|
B Accounting My Preferences | Company Preferences |
gy Bills Do you charge sales bax? ® O Mo
E Chequing
— . Cuskomer and Yendor Tax Codes Display Taxes
=34 Deskkop View

_ O Bllow tax inclusive {gross) prices
%y Finance Charge Use Customer Tax Codes and costs to be entered,
®a General [[J use vendor Tax Codes O Only display tax total on
Yl Integrated Applications transackions. Also See:
g Items & Inventory Assign Sales Tax Codes General
[=f Jobs & Estimates Choose the sales kax code you use most often For

= Multiple Currencies Taxable items Mon-taxable items

Payroll & Emplovess

Reminders
Reports & Graphs

Sales & Customers

Send Forms

Service Connection

Spelling

Time & Expenses

FOURTH: Ensure all taxable sale items in the Item List display “H” as the tax code:

Mexk

Item Mame/MNumber [] subitem of Custom Fields

| General Service | |

Spelling
[] This item is used in assemblies or is a reimbursable charge

Descripkion Amount or %% Tax Code
':"':":'| |H b | [ kem is inactive

General Service |
Accounkt

| General Services Income W |

——

= = L

Addventive
Academy



FIFTH: Ensure that your customers in the Customer Centre display one of the following two settings for “Tax Code™:

—
Address Info Additional Info Payment Info Job Info

Zakeqgorizing and Defaulks Price Level " Help

Type Custom Fields | Custormer is
w inactive

Terms
Met 30 “
Rep

Ev

Preferred Send Method
Mone A

Sales Tax Information i
Tax Code  Counkry

| |iCanada W

Business Murnber

| Wil S—
Address Info Additional Info Payment Info Job Info

Cateqgarizing and Defaults Price Level w Help

Type Custom Fields Customer is

" inackive
Diefine Fields
Terms

Mek 30 W
Rep
W
Preferred Send Method
Mone w

Sales Tax Information i
Tax Code  Country

H % | | Canada W

Business Mumnber
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SIXTH, ensure all Cost of Goods, Income and Expense accounts on the Chart of Accounts display one of the following two
settings for “Tax Code™:

Optional
Description

MNake

Tax-Ling Mapping | <Unassigned= +w | How do I choose the right tax line?

Sales Tax Code W

[ account is inactive Save & Close l [ Cancel

Cptional
Descripkion

MNake

Tax-Ling Mapping | <Unassigned= +w | How do I choose the right tax line?

Sales Tax Code |H W

[ account is inactive Save & Close l [ Canicel
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