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Add a sales tax template

1. Click your profile icon and select Settings
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2. Click Products and services

B8 Payment processing and currency

Set up payment processing and set currency options.

Products and services

@ Manage all your products and services for use in quotes, invoices, and checkout forms.

@ Integrations
Connect your other business apps and tools for a more seamless experience.

3. Click Taxes

¢ Products and services

Products Taxes

Listed below are all the products and services that are used in invc
changes made here will only affect new invoices, quotes and order

Deluxe startup package

4. Click Create a sales tax or Add > Sales tax
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Let's create a sales tax...

Create a sales tax and use it to apply taxes to your invoices, quotes or
checkout forms.

Create a sales tax@

5. Enter a Sales tax name and Sales tax rate (%)
6. Click Add sales tax

X  Add sales tax

Sales tax name*
California sales tax

Sales tax rate (%)*

7.25

Apply sales tax to a products
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B8 Payment processing and currency

Set up payment processing and set currency options.

Products and services

{j Manage all your products and services for use in quotes, invoices, and checkout forms.

@ Integrations
Connect your other business apps and tools for a more seamless experience.

3. Click Edit
Deluxe startup package

Price

$80.00

4. Select Charge tax on this product

Price

80

% Charge tax on this preduct

m Cancel Delete product

5. Click + Add another sales tax

Charge tax on this product

Sales tax selected here will be automatically applied when you use
this product in your invoices.

Test Checkout Tax

6. Select an existing sales tax or add a new one

Edit

(€4



( Select a sales tax

+ Add a new sales tax

California sales tax @

7. Click Save

California sales tax 7.25% X

+ Add another sales tax

Cancel Delete product

Please Note - Sales Taxes are calculated on the net total of an invoice. If a discount is applied,
the sales taxes are calculated using the discounted total.

Please note: Sales tax will NOT automatically be applied to either Quotes or Checkout
Forms. You would either need to add another product to yourQuote or Checkout Form to
include the tax amount, or you can attempt to collect after the completion of purchase.



