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HOW TO CHANGE THE VAT RATE IN YOUR WELCOME SYSTEM

Earlier this year, the Chancellor of the Exchequer announced that the current VAT rate will
increase from 15% to 17.5%. The change will take effect from Friday 1st January 2010.
Below are instructions on how to change the rates on your Welcome system.

Welcome 21°' Property Management System

We strongly advise that an End of Day, Week and Period are run immediately before the
VAT rate is changed. Also, bills for in-house guests will need to be printed and the existing
charges should then be moved to a different account number so that two separate invoices
can be presented to the guest at check-out.

If a Point of Sale System is in use, all open table accounts should be settled and closed, and
all tills Z'd, before the End of Day, Week and Period reports are run. If it is not possible to
close all table accounts, those remaining should be printed and presented to the customer
along with the final receipt. In addition, we advise running a Stock-Take End of Period in
order to obtain an exact record of sales to date at 15% VAT.

In Welcome 21%, the VAT rate is changed by opening the Customiz program, selecting
Departments and then VAT Rates. VAT rate 1 will currently display 15 in the Percent
column. Over-type this figure with 17.5 and press the up arrow on your keyboard to move to
the field above, then Exit from this screen and close Customiz:

B Revenue Departments

Exit ***active Departments***  Inactive Departments Cleardown inactive departments  Print

Department List | Group Names  ¥AT Rates ]

Rate Percent |[Comment |Gross| ~
l 0 Zero rated False

1 17.5 Standard False

> « > > +* — A g o

Please check that your printed material (guest invoices, chance accounts and ledger
statements, etc) show the correct VAT rate. If necessary, the individual documents
(HEADER.TXT, HEADERL.TXT and HEADSL.TXT respectively) can be amended using the
TEXT editor. Our Support Desk will be happy to help during office hours if you need any
assistance.
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Buttons Point of Sale System

Ideally, all open table accounts should be settled and closed, and all tills Z'd, before any
changes are made to the VAT rate configuration. If it is not possible to close all table
accounts, those remaining should be printed and presented to the customer along with the
final receipt.

In addition, we advise running a Stock-Take End of Period in order to obtain an exact record
of sales to date at 15% VAT.

The Buttons Point of Sale System uses the VAT rate specified in the Customiz section of
Welcome 21%. Therefore, if you use Buttons in conjunction with Welcome 21%, and the
necessary amendment has already been made, no further changes are required.

If the VAT Rate has not already been changed in Welcome 21st, the following action is
required: open Customiz, select Departments and then VAT Rates. VAT rate 1 will
currently display 15 in the Percent column. Over-type this figure with 17.5 and press the up
arrow on your keyboard to move to the field above, then Exit from this screen and close
Customiz:

M1 Revenue Departments

Exit ***active Departments***  Inactive Departments Cleardown inactive departments  Print

Department List | Group Names  ¥AT Rates ]

Rate Percent |[Comment IGrossI "
: 0 Zero rated False

1 17.5 Standard False
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Please check that the printed receipts show the correct VAT rate. If necessary, changes can
be made to BUTFOOT.TXT in the BUTTONS folder using the TEXT editor. Our Support
Desk will be happy to help during office hours if you need any assistance.

If Buttons is in use without Welcome 21% (i.e. it is used as a standalone till system or with

the DOS Welcome Booking & Billing System) and you therefore do not have an icon to
access the Customiz program, please call our Support Desk for assistance.

Page | 2



ter Solutions for the Hotel Industry since 1924 Welcome Computer Systems™

Quest Task Manager & Task Manager Lite

Ideally, all open table accounts should be settled and closed, and all tills Z'd, before any
changes are made to the VAT rate configuration. If it is not possible to close all table
accounts, those remaining should be printed and presented to the customer along with the
final receipt.

In addition, we advise running a Stock-Take End of Period in order to obtain an exact record
of sales to date at 15% VAT. (This option is not available with Task Manager Lite.)

Select Tax Set-up from the Admin menu and then highlight the first option in the list of tax
codes (usually named ‘VAT’). The percentage box, to the right, should be amended to 17.50,
as below:

Menu|Ld|  Week 27 TAX Set-Up

W Adsin : Tax: 1- (VAT)
B Account/Member Wizard 3 T
& Automatic Updates Scdoted On []Books -
3 Batch Reports T Gross & Net [¥]Wine p
GlassWine
m Change Datafiles Percentage | | 17.50% Sprts

(@] Clear Reports
ﬁ Custom Reports Setup
% File Aaintenance

Minimum Threshold : £0.00 | 7] whiskey
Styde ;| [VAT (Convenbonal] _~ Brandy

Display Tax on Recept : [V Licueur

4 FTP Updates/ Setup Port

1) General Ledger Sherry

& Import/Export Options V1 Bar

) Location & Terminal Setup All Tax Settings for Commumications Software can be set hete, | price Levels

L) Price Levels/Media Setup ;- To work with a Tax. Singie [Left] cick n the box above [v] Normal

1) 5 Single clicking the same Tax again will alow you to edt the

W) TAX Set-Lp ety e [¥] start

) Show/Hide Fields oAkl bes Price Level

L) Site preferences Set the options for the sefected Tax Price Level

iy [ Price Level

) Soﬂware.Updcne On the Right you can check/un-check the Categories the [[IPrice Level

@ User profikes selected Tax spplies 1o ClPrice Level

\

& Admin Reports . [ Price Level
! [[]Price Level
Ecit TAX setup [[Jerice Level

] Open

Continued...
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The Purchase TAX Rate will also need amending for each product category. This is done
by selecting Category Details from the Products menu, then highlighting each Category
on the list in turn and amending the Purchase TAX Rate on the right-hand side of the
screen:

Menu |E3]  Week: 27 Wine Category Details
ﬁ POS Sales Categories | Print Groups |
Products ~
/ 74
il Add/Modify/ Search 7 fwine Thore %1 [Nare
ik caregory betails
il Group Details 1 Books MNone -
a Prics Labels 3 GlassWire None
B Specials (Happy Hour) 4 Spirts
u Specials (Weekly) 5  Whiskey None
B Update Pricing ? af;":?‘ None
il Add/Edit Combo Saks 8  Pat
& Product Reports S Shemy [ Fractional VAT - ¥
198 Invenfory }? g"’ Draught Big I~ Instuction r
k. Suppliers 12 B:lB,::lgdl - M Auto Add r
* Accounts 13 Cold Oypsters None I~ NonSale r
> Clerks 14 Postmix PostPirt Purchases TAX Rate: [ 17.50%
" g 15  Softs
Lk 1IN -
4 Admin 16 Mixers 5 b =
17 Water Lk 2 |None =
18  Snacks Print Group - |['\Wine =l
12 I-..;.-‘. = | Imventory Location -
Add or edt tem categories and creste ﬁ g Ll @ il @
nevw ftems tems from modifiers
o) Save Undo Modifier Wizard

A full update should then be sent to the tills by selecting the Update Manager button at the
bottom of the screen. On the screen that follows click Select All followed by Full Update.
Questlink must now be restarted.

Page | 4




Quest Task VP

Welcome Computer Systems™

Ideally, all open table accounts should be settled and closed, and all tills Z'd, before any
changes are made to the VAT rate configuration. If it is not possible to close all table
accounts, those remaining should be printed and presented to the customer along with the

final receipt.

Select Edit, then System, followed by Tax Setup. Highlight VAT which should be at the top
of the list of tax rates and then amend the figure in the Percentage field on the right-hand
side to 17.50. Then click OK to finish:

~System
“Activity window viewer
“Clerk types
“Communications
“Exchange rates
“Fonts
“Graphics
“Group properties
-~ Additional AJL's
D Auto insert
*+-Auto sort
“Interface files
teall
+-RPL
“"Language setup
“Loyalty conditions
“Maintenance
“Media types
““Member types
“PLU promo
“Price level setup
“Rules
““Till priority messages
+Till settings
:"'"Upsizes

System Settings

Tax

Calculated

active
ezt

" Gross

Percentage

Minimum
threshold

Price levels

E)B)X]

on

(¢ Met

I 17.50%
I £0.00

| Normal
vi 50
w10
| | Resale

Categories

T hlab L land

(1

vl <Al
|| System

[] Shorts

| Brandy
| Liquors

| Gin
|| Vodka
| Rum

LI Draught :
|| Bottled Products ¥
[ "] Soft Drinks =

|| Aperitifs

| Whiskey

Style I

VAT [conventional] _v_l

[v Display VAT Tax

o]

Cancel | ooy |

Questlink must now be restarted.
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Welcome Booking & Billing (DOS version)

We strongly advise that an End of Day, Week and Period are run immediately before the
VAT rate is changed. Also, bills for in-house guests will need to be printed and the existing
charges moved to a different account so that two separate invoices can be presented to the
guest at check-out.

If a till system is in use, all open table accounts should be settled and closed, and all tills Z'd,
before the End of Day, Week and Period reports are run. If it is not possible to close all table
accounts, those remaining should be printed and presented to the customer along with the
final receipt. In addition, we advise running a Stock-Take End of Period in order to obtain an
exact record of sales to date at 15% VAT.

The VAT rate is then changed by selecting Customising (Option 9) from the Welcome
Main Menu, entering the Private Password and then choosing option 6 for Hotel Details
and VAT rates. VAT Rate 1 will currently be set to 15% so select item 2, type 17.5 as the
new value followed by <ENTER> and then enter O (zero) to save and exit from that screen:

INDIVIDUAL DETAILSES

: UAT rate @
: UAT rate 1
: UAT rate 2
: UAT rate 3

: Private Password
: Accounts Password
: Mezzage for Guest Tabs U.A.T NO. 271772708

Press {ESC>»> to restore old values
PLEASE MAKE A SELECTION,. OR <@> TO FINISH: g

Please check that your printed material (guest invoices, ledger account statements, etc)
show the correct VAT rate. Our Support Desk will be happy to help during office hours if any
changes are required.
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DOS Point of Sale (Hero/Concorde pads)

Ideally, all open table accounts should be settled and closed, and all tills Z'd, before any
changes are made to the VAT rate configuration. If it is not possible to close all table
accounts, those remaining should be printed and presented to the customer along with the
final receipt.

In addition, we advise running a Stock-Take End of Period in order to obtain an exact record
of sales to date at 15% VAT.

The DOS Point of Sale System uses the VAT rate specified in the Customising section of the
DOS Welcome Booking & Billing System. Therefore, if both systems are in use, and the
necessary amendment has already been made, no further changes are required.

If the VAT rate has not already been changed in the DOS Welcome Booking & Billing
System, it is done by selecting Customising (Option 9) from the Welcome Main Menu,
entering the Private Password and then choosing option 6 for Hotel Details and VAT rates.
VAT Rate 1 will currently be set to 15% so select item 2, type 17.5 as the new value followed
by <ENTER> and then enter 0 (zero) to save and exit from that screen:

INDIUVIDUAL DETATILS

: UAT rate

: UAT rate

: UAT rate

: Private Password

: Accounts Password

: Message for Guest Tahs U_A.T NO. 71772700

Preszs <ESC* to restore old values
PFLEASE MAKE A SELECTION. OR <@> TO FINISH: g

Please check that your printed material (guest invoices, ledger account statements, etc)
show the correct VAT rate. Our Support Desk will be happy to help during office hours if any
changes are required.

If the DOS Point of Sale System is in use without the DOS Welcome Booking & Billing
System (ie. it is used as a stand-alone till system or with Welcome 21* PMS) and you do not
have an icon to access DOS Welcome, please call our Support Desk for assistance.
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