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 Introduction
Welcome to the Tax Distribution module, a powerful companion product 
for Microsoft Dynamics GP that allows you to allocate the refundable 
portion of your taxes.

This program allocates the refundable portion of taxes to a specific general 
ledger account and adjusts purchase costs to include the non-refundable 
tax amounts. Using the Tax Distribution module will simplify the process of 
filing tax returns.

The new and revised Tax Distribution module allows you to set up your 
taxes in different ways depending on how your company is set up. For 
example, you can choose to set up your tax refundable percentage 
amounts based on general ledger accounts, general ledger segments 
(useful if you keep track of multiple divisions or departments), vendors, 
and/or vendor classes. 

Several of the revised module’s windows open alongside the applicable 
Microsoft Dynamics GP windows making it easy to see how the allocated 
distribution corresponds to the original document. There are new windows 
for setting up tax defaults for general ledger accounts and/or general 
ledger segments. The revised module now incorporates Purchase Order 
Processing documents—you can allocate tax refundable percentages when 
you enter/match invoices or when you receive shipments with invoices.

Tax Distribution:

Provides the capability to attach default tax tables to any and all vendors, 
vendor classes, segments, or general ledger accounts

• Allows you to specify the percentage of tax to be entered into the 
appropriate tax account

• Allocates the refundable portion of taxes to a specific general ledger 
account while adding the non-refundable taxes to the purchase costs
6 T A X D I S T R I B U T I O N
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I N T R O D U C T I O N
What’s In This Manual?

This manual contains a detailed description of Encore’s Tax Distribution 
module, step-by-step instructions to guide you through the installation and 
setup, and instructions for how to enter invoices ensuring that taxes are 
allocated correctly.

This manual assumes that you are familiar with and know how to operate 
the Microsoft Dynamics GP accounting system. It also assumes that 
Microsoft Dynamics GP 2013 has been installed and configured on your 
computer.

This manual contains the following chapters:

The Introduction chapter lists the benefits and features of the Tax 
Distribution module. 

The Installation & Setup chapter has step-by-step instructions that guide 
you through the installation and setup of your Tax Distribution module.

The Procedures chapter describes how to enter invoices ensuring that taxes 
are allocated correctly.

Appendix A: Data Tables lists all the data tables in Tax Distribution.
T A X D I S T R I B U T I O N 7
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Symbols and conventions

This manual uses the following symbols and conventions to make 
information stand out.

Symbol/Convention Description
The warning symbol indicates situations you should be 
especially aware of when completing tasks. Typically, this 
symbol includes cautions about performing steps in their 
proper order, or important reminders about how other 
information in Microsoft Dynamics GP may be affected.

The light bulb symbol indicates helpful tips, shortcuts and 
suggestions.

File >> Print The ( >> ) symbol indicates selections to make from a menu. In 
this example, from the File menu, choose Print.

Additional resources

Documentation is provided in online or hard copy format as an Adobe 
Acrobat .PDF file. Online help is not available in this version of Tax 
Distribution.

To obtain product support services:

Please refer to this quick reference table when you need to use Encore’s 
Technical Support services.

Service Contact

General Calls 204.989.4330

888.898.4330 
(North America only)

Fax 204.235.2331

E-mail support@encorebusiness.com

Web www.encorebusiness.com
8 T A X D I S T R I B U T I O N
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 Installation and Setup
This chapter describes how to install and set up the Tax Distribution 
module.

This chapter contains the following sections:

• Prior to Upgrading or Installing a new build
• Installing Tax Distribution
• Registering Tax Distribution
• Setting Up Tax Distribution

Prior to Upgrading or Installing a new build

Before upgrading from an earlier version or installing a new build of Tax 
Distribution, be sure to back up your data, especially  any customized 
reports/windows. Once your backup files have been created you can  
complete the installation and setup procedures described in this manual.

To create a backup file of your customized reports/ windows:

1. Open the Customization Maintenance window. 
(Microsoft GP>>Tools>>Customize>>Customization Maintenance)

2. Locate the customized Encore product in the Product column. 

3. Highlight all the Modified Reports/Windows in the list.

4. Click on Export.

5. Enter a name for the file.

6. Select a folder location to save the package to.

 Installing Tax Distribution

You will use the installation program to install Tax Distribution.

Before you begin installing Tax Distribution, do the following:
10 T A X D I S T R I B U T I O N
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I N S T A L L A T I O N A N D S E T U P
• Verify that Microsoft Dynamics GP 2013 has been installed on your 
computer.

• Back up your important data. If you have recently upgraded your 
Microsoft Business Solutions product, do a complete backup before 
installing Tax Distribution.

• Verify that the GST12.00.01.xxx.exe file has been downloaded onto 
your computer. 
Note: The x’s in the file name will be replaced with numbers.

• Make a note of the directory location of your Microsoft Dynamics GP 
installation—you will need to know this during the installation.

• Exit all applications.

To install Tax Distribution:
1. Start Windows Explorer and locate the GST12.00.01.xxx.exe file. The 

location of this file will vary depending on how you acquired the 
product. 
Note: The x’s in the file name will be replaced with numbers.

2. Double-click the GST12.00.01.xxx.exe file. The installation program for 
Tax Distribution will start.  
Note: The x’s in the file name will be replaced with numbers.
T A X D I S T R I B U T I O N 11
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I N S T A L L A T I O N A N D S E T U P
3. Follow the instructions in each window. 

4. After installation is complete, start Microsoft Dynamics GP. The 
message “Do you wish to include new code now?” will appear.

For information on the 
data tables installed for 
Tax Distribution, refer to 
Appendix A, “Data 
tables,”

5. Choose Yes. Information for Tax Distribution will be included in the 
Dynamics.set file.

6. Log into Microsoft Dynamics GP.

If you’re using the SQL database type, you must log in as System Administrator 
(sa) or equivalent. The SQL components for Tax Distribution (tables, stored 
procedures, and permissions) will be created automatically when you set up 
Tax Distribution ).
12 T A X D I S T R I B U T I O N
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Registering Tax Distribution

Before you can distribute tax transactions in your company data, you must 
register your software. If you choose not to enter the registration 
information, you will only be able to create sample transactions with the 
lesson company - Fabrikam Inc.

To Register Tax Distribution:
1. Open the Encore Product Registration window. 

(Microsoft Dynamics GP menu >> Tools >> Setup >> System >> Encore 
Product Registration)

2. Select Tax Distribution. 
T A X D I S T R I B U T I O N 13
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I N S T A L L A T I O N A N D S E T U P
3. Choose the show details expansion button to display the detailed view 
of the registration window.

If you don’t have a 
registration key, you can 
obtain one by calling 
Encore Business 
Solutions Inc. toll free at 
(888) 898-4330 (North 
America only).

4. Enter the product registration key provided by Encore for the product 
that you have purchased.

5. Select the About zoom field to open the About window for this 
product. This window contains the version number for this product 
and information on how to contact Encore.

6. Select OK to close the Encore Product Registration window.

To register your product using a drop file:
1. Copy or save the drop file to the directory location for your Microsoft 

Dynamics GP. 
For Example: C:\ Microsoft Dynamics GP\ 

2. Log in to Microsoft Dynamics GP as a system administrator.

3. The system will notify you that it has found a registration file, accept 
the prompt.

4. The system will notify you when the product has been registered.
14 T A X D I S T R I B U T I O N
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I N S T A L L A T I O N A N D S E T U P
5. Open the Encore Product Registration window to ensure that it is 
registered. 
(Microsoft Dynamics GP menu >> Tools >> Setup >> System >> Encore 
Product Registration)
T A X D I S T R I B U T I O N 15
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I N S T A L L A T I O N A N D S E T U P
Setting Up Tax Distribution

This section explains how to set up your Tax Distribution module. Setting 
up the module involves setting up various defaults—basic tax distribution 
defaults and specific tax allocation defaults based on vendor class, vendor, 
general ledger segment, and/or general ledger accounts. Before you begin 
to set up the Tax Distribution module, you must analyze your 
organization’s setup to determine which defaults will be useful to your 
organization. You may choose to use a combination of all of the defaults or 
a select few. Some of the defaults may not be applicable to your 
organization.

The tax distribution defaults, which you will set up initially, are the 
foundational defaults which determine the refundable percentages for 
each applicable tax ID. These basic tax ID defaults can also be applied to 
the other defaults. 

You may also specify refundable  tax allocation default amounts based on 
the following:

• Vendor Class—tax allocations based on vendor class will roll down 
to all vendors in the class

• Vendor—tax allocations based on vendors override tax allocations 
based on vendor class

• GL Segment—tax allocations based on general ledger segment 
override vendor and vendor class tax defaults 

• GL Account—tax allocations based on general ledger accounts 
override all other Tax Distribution defaults

The hierarchy of defaults works like this:

GL Account 
defaults 
override >

GL Segment 
defaults 
override >

Vendor defaults 
override >

Vendor class 
defaults 
override

GL Segment

Vendor Vendor

Vendor class Vendor class Vendor class

You can override all of the defaults for individual transactions if necessary.
16 T A X D I S T R I B U T I O N

[ /CropBox [54 144 612 783] /PAGE



I N S T A L L A T I O N A N D S E T U P
Would you like to see an example?
Here’s an example using postage. If postage has GST only, then on the 
postage account, you would leave the PST Tax Detail blank. 

If you consistently buy postage from one vendor or one vendor class, you 
might choose to set up a vendor or vendor class Tax Distribution default. 
However, you may buy other goods from the same vendor or vendor class 
and the same tax rules may not apply to those goods. In this case, the 
other defaults may prove to be more useful. 

If, in your company, the postage expense is distributed to multiple 
departments, you might choose to set up a GL Segment tax default for 
postage. Any distribution using this segment will automatically display the 
defaults set up for this segment. In this case, it does not matter which 
department the expense is allocated to, so the GL Segment default would 
be appropriate.

If your organization has only one postage account, a GL Account tax default 
might serve you best—any distribution using the postage account will 
automatically have the defaults set up for this account. The GL Account tax 
defaults will override all other defaults.

Once the tax distribution defaults are set up, the Tax Distribution module 
is able to calculate and redistribute the refundable and non-refundable 
portions of the taxes. The non-refundable portions will be distributed to an 
expense account and the refundable portions will be distributed to the 
specific tax ID accounts set up for these taxes. Using the Tax Distribution 
window—the small window beside distributions for payables transactions, 
purchasing invoices, and receivings transaction entries—it is easy to see 
how the Tax Distribution corresponds to the original distribution. Once you 
are satisfied with the redistributed amounts, you can replace the original 
distribution with the revised Tax Distribution at the touch of a button.

The Tax Distribution module uses the tax details not the tax schedules in 
Microsoft Dynamics GP. 

The following procedures explain how to set up these defaults: 
T A X D I S T R I B U T I O N 17
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I N S T A L L A T I O N A N D S E T U P
• Setting up tax distribution defaults
• Setting up vendor class tax distribution defaults
• Setting up vendor tax distribution defaults
• Setting up GL Segment Tax Distribution defaults
• Setting up GL Account Tax Distribution defaults
• Identical voucher and payment numbers

Setting up tax distribution defaults

You will specify the tax distribution defaults (refundable tax percentages) 
for applicable Tax Detail IDs in the Refund % window—the small window 
on the right side of the Tax Detail Maintenance window. The tax 
distribution defaults that you set up here are foundational defaults which 
determine the refundable percentages for each applicable tax ID. These 
basic tax ID defaults can be applied to the other defaults. 
18 T A X D I S T R I B U T I O N
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I N S T A L L A T I O N A N D S E T U P
To set up tax distribution defaults:
1. Open the Tax Detail Maintenance window. 

(Microsoft Dynamics GP menu >> Tools >> Setup >> Company >> Tax 
Details)

For more information 
about Tax Details, 
please refer to the 
Microsoft Dynamics GP 
System Setup manual.

2. The Tax Distribution Refund % window will open automatically when 
the Tax Detail Maintenance window opens.

3. Enter or select a tax detail ID in the Tax Detail Maintenance window—
the selected tax detail ID will automatically display in the tax ID field in 
the Refund % window. 
T A X D I S T R I B U T I O N 19
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I N S T A L L A T I O N A N D S E T U P
4. In the Refund % field, enter the refundable percentage of this tax. 
Note: This is a percentage of the tax not a percentage of the whole 
transaction. For example, if you will be refunded half of a 7% tax, enter 
50% not 3.5%. If you are not refunded for a particular tax detail, leave 
the field blank.

5. Repeat steps 2 and 3 until rates for all relevant tax detail accounts 
have been set up. Changes to the Refund % window are saved as you 
enter the changes. 

Setting up vendor class tax distribution defaults

Using the applicable vendor class IDs already set up in Payables 
Management, you can set up defaults for the refundable portion of taxes 
for vendor classes. Once these defaults have been set up, the refundable 
portion of the taxes will automatically appear in the Tax Distribution 
window beside invoice distributions involving these vendor classes. You 
will set up these defaults in the Vendor Class Maintenance for Tax 
Distribution window. 

To set up vendor class Tax Distribution defaults:
1. Open the Vendor Class Maintenance for Tax Distribution window. 

(Microsoft Dynamics GP menu >> Tools >> Setup >> Tax Distribution >> 
Vendor Class)
20 T A X D I S T R I B U T I O N
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I N S T A L L A T I O N A N D S E T U P
2. Enter or select the Class ID—the Class Description will appear 
automatically. 

3. If applicable, enter or select the Tax Levy 1 ID. The refundable 
percentage will automatically appear if this Tax Levy ID has been set up 
as previously described in Setting up tax distribution defaults. You may 
override this percentage if necessary.

4. If applicable, enter or select the Tax Levy 2 ID. The refundable 
percentage will automatically appear if this Tax Levy 2 ID has been set 
up as previously described in Setting up tax distribution defaults. You 
may override this percentage if necessary.

5. Tab to the next Class ID field. Repeat steps 2 to 4 for all applicable 
vendor classes.

6. Choose OK to close the window. Changes to the window are saved as 
you enter them.

Setting up vendor tax distribution defaults

You may choose to create tax distribution defaults for specific vendors. 
These vendor defaults will override the tax distribution defaults that you 
set up for specific Tax Detail IDs as well as the vendor class defaults. 

It is not necessary to set up vendor defaults for all of your vendors. Set up 
vendor defaults for the following:

• Vendors who do not belong to a vendor class ID 
• Vendors whose default is different from the class

Vendor defaults override vendor class defaults.
T A X D I S T R I B U T I O N 21
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I N S T A L L A T I O N A N D S E T U P
To set up vendor tax distribution defaults:
1. Open the Vendor Maintenance for Tax Distribution window. 

(Microsoft Dynamics GP menu >> Tools >> Setup >> Tax Distribution >> 
Vendor)

2. Select the Vendor ID—the Vendor Name will appear automatically. 

3. If applicable, enter or select the Tax Levy 1 ID applicable to this vendor. 
The refundable percentage will automatically appear if this tax ID has 
been set up as previously explained in Setting up tax distribution 
defaults. You can override this percentage if necessary.

4. If applicable, enter or select the Tax Levy 2 ID applicable to this vendor. 
The refundable percentage will automatically appear if this tax ID has 
been set up as previously explained in Setting up tax distribution 
defaults. You can override this percentage if necessary.

5. Tab to the next Class ID field. Repeat steps 2 through 4 until all 
applicable vendor IDs have been entered.

6. Choose OK to close the window. Changes to the window are saved as 
you enter them.
22 T A X D I S T R I B U T I O N
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I N S T A L L A T I O N A N D S E T U P
Setting up GL Segment Tax Distribution defaults

Depending on how your accounts are set up, you may choose to set up tax 
defaults for selected general ledger segments. This default is especially 
useful for organizations with multiple divisions or departments. These 
defaults are set up in the GL Segment Maintenance for Tax Distriubtion 
window. Once these defaults have been set up, the refundable portion of 
taxes will automatically appear in the Tax Distribution window beside 
invoice distributions involving these general ledger segments.

GL segment defaults override vendor and vendor class defaults. 

To set up GL Segment Tax Distribution defaults:
1. Open the GL Segment Maintenance for Tax Distribution window. 

(Microsoft Dynamics GP menu >> Tools >> Setup >> Tax Distribution >> 
GL Segment)

2. Enter or select a Segment ID.

3. Enter or select a Segment Number—only the segment numbers 
applicable to the Segment ID are available in the lookup.
T A X D I S T R I B U T I O N 23
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I N S T A L L A T I O N A N D S E T U P
4. If applicable, enter or select the Tax Levy 1 ID applicable to this 
Segment Number. The refundable percentage will automatically 
appear if this Tax Levy ID has been set up as previously described in 
Setting up tax distribution defaults. You can override this percentage if 
necessary.

5. If applicable, enter or select the Tax Levy 2 ID applicable to this 
Segment Number. The refundable percentage will automatically 
appear if this Tax Levy ID has been set up as previously described in 
Setting up tax distribution defaults. You can override this percentage if 
necessary.

6. Tab to the next Segment ID field. Repeat steps 2 through 4 until all 
applicable Segment IDs have been entered.

7. Choose OK to close the window. Changes to the window are saved as 
you enter them.

Setting up GL Account Tax Distribution defaults

You may choose to set up only a few GL Account tax defaults, many, or 
none at all. These defaults are set up in the GL Account Maintenance for 
Tax Distribution window. Once these defaults have been set up, the 
refundable portion of the taxes will automatically appear in the Tax 
Distribution window beside invoice distributions involving these general 
ledger accounts.

GL Account Tax Distribution defaults override all of the other Tax Distribution 
defaults—GL Segment, Vendor, and Vendor Class. 
24 T A X D I S T R I B U T I O N
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To set up GL Account Tax Distribution defaults:
1. Enter the GL Account Maintenance for Tax Distribution window. 

(Microsoft Dynamics GP menu >> Tools >> Setup >> Tax Distribution >> 
GL Account)

2. Enter or select the Account Number.

3. If applicable, enter or select the Tax Levy 1 ID applicable to this 
Account Number—the Refund % will automatically appear if this Tax 
Levy Tax ID has been set up—see Setting up tax distribution defaults. 
You can override this percentage if necessary.

4. If applicable, enter or select the Tax Levy 2 ID applicable to this 
Account Number—the Refund % will automatically appear if this tax ID 
has been set up—see Setting up tax distribution defaults. You can 
override this percentage if necessary.

5. Tab to the next Account Number field. Repeat steps 2 through 4 until 
all applicable account numbers have been set up.

6. Choose OK to close the window. Changes to the window are saved as 
you enter them.
T A X D I S T R I B U T I O N 25
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Identical voucher and payment numbers

If, by chance, your next defaulted Voucher Number and next defaulted 
Payment Number are identical, the taxes will distribute to only one of the 
transactions. To prevent identical defaulted Voucher and Payment 
Numbers, simply change the format of either the next defaulted Voucher 
or Payment number in the Payables Setup.

To change the next defaulted Voucher or Payment 
number:
1. Open the Payables Management Setup window. 

(Microsoft Dynamics GP menu >> Tools >> Setup >> Purchasing >> 
Payables)

2. Choose Options.

3. Change the next defaulted number for either Voucher Number or  
Payment Number (for example, add a P to the front of the Payment 
Number).

4. Choose OK.
26 T A X D I S T R I B U T I O N
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 Procedures
This chapter describes how to enter Payables and Purchase Order 
Processing transactions with Tax Distribution ensuring that taxes are 
allocated correctly.

Entering Payable Transactions with Tax Distribution

The following procedure describes how to redistribute the tax distributions 
when entering payables transactions allocating the refundable portion of 
these taxes correctly.

To enter Payable Transactions with Tax Distribution
1. Open the Payables Transaction Entry window. 

(Transactions >> Purchasing >> Transaction Entry)

2. Complete the invoice—refer to the Payables Management manual for 
instructions.
28 T A X D I S T R I B U T I O N
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P R O C E D U R E S
3. If there is a tax schedule reference in the Tax Schedule ID field, remove 
it. Tax Distributions are based on tax details not tax schedules. For this 
module to work correctly, tax schedules must not be used.)

We recommend that you remove tax schedule ID references for vendor classes 
in the Vendor Class Setup window. When you do this at the class level, the 
change will roll down to all the vendors in that class. For vendors who are not 
in a vendor class, tax schedule ID references can be removed in the Vendor 
Maintenance cards.

4. Enter the purchase amount of the invoice including taxes in the 
Purchases line.

Do NOT enter any amount in the Tax line. Tax Distribution does not use this line 
in its calculations.

5. Once you have entered all the required information, choose the 
Distributions button(bottom right of window).
T A X D I S T R I B U T I O N 29
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6. The Payables Transaction Entry Distribution window will open with the 
Tax Distribution window on the right side.

The Tax Distribution 
window automatically 
refreshes and calculates 
the applicable tax amounts 
and the refundable 
percentages for each 
PURCH line.

7. Put your cursor into the first taxable distribution line (usually PURCH 
Type) of the scrolling window. Select the applicable tax distribution 
calculation (Before Tax, After Tax, or Tax Exempt, n/a). The default tax 
distribution calculation value for all payables documents is After Tax. 

If you choose Before Tax, then the amount of the purchase in the 
Distribution window should equal the amount before taxes. If not, the 
Payables Transaction Entry window will need to be modified after 
distribution.

8. The Tax Distribution window displays tax calculations based on the 
defaults that have been set up. If no default has been set up or to 
override the default for this entry, select the applicable Tax Levy 1 and 
Tax Levy 2 tax details—all the Tax Distribution Defaults will appear in 
the Tax Levy 1 and Tax Levy 2 lookups (see Setting up tax distribution 
defaults on page 18). You can edit the actual tax amount and/or the 
refund percentage if necessary.
30 T A X D I S T R I B U T I O N
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9. Repeat steps 6 to 8 for any other taxable distribution lines in the 
scrolling window.

Trade discounts, and freight charges will default in the Tax Distribution 
window as tax exempt or n/a. If any of these charges are taxable, simply put 
your cursor in the applicable distribution line, mark Before or After Tax, select 
the applicable tax details, and Tax Distribution will calculate the refundable 
percentage for you.

10. Once you are satisfied with the amounts displayed, choose Distribute 
on the Tax Distribution window—the Payables Transaction Entry 
Distribution window will refresh with the new distribution.

If the transaction has several taxable distribution lines, you can distribute all 
of the lines at once by marking the See Undistributed Totals check box. When 
you mark the check box, the combined total of all undistributed lines will 
display in the Tax Distribution window. If there are no undistributed lines, the 
balance will show zero. If there are undistributed lines, the Distribute button 
T A X D I S T R I B U T I O N 31
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will become Distribute All. Choose Distribute All to distribute the undistributed 
totals to the Payables Transaction Entry Distribution window. 
32 T A X D I S T R I B U T I O N
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The Use Multiple Item Window button is not available for Payables 
transactions. It is enabled for Purchase Order Processing transactions 
only. 

To split the transaction into several accounts, insert the necessary lines 
and manually enter the account number(s) and amount(s), then adjust 
the tax information in the Tax Distribution window. 

Once you choose Distribute or Distribute All, you can no longer edit the 
Tax Distribution window. However, if necessary, you can edit the 
transaction in the Payables Entry Distribution window, or you can redo 
the distribution. To redo the distribution, choose Default in the 
Payables Entry Distribution window—the initial distribution will display 
and the Tax Distribution window will be enabled again. 

11. Verify the new distribution amounts in the Payables Transaction Entry 
Distribution window. The original expense account will be adjusted to 
include the non-refundable portion of the taxes.
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12. Choose OK to close the Payables Transaction Entry Distribution 
window—you will return to the Payables Transaction Entry window.

13. Post or save the entry as applicable. 
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Entering Purchase Order Processing Transactions with 
Tax Distribution

The following procedures describe how to redistribute the taxes when 
entering Purchase Order Processing transactions allocating the refundable 
portion of these taxes correctly. There are two windows in Purchase Order 
Processing where the tax distribution can be distributed:

• Receivings Transaction Entry (Type Shipment/Invoice only)
• Purchasing Invoice Entry

To distribute Taxes in the Receivings Transaction Entry 
window:
1. Open the Receivings Transaction Entry window. 

(Transactions >> Purchasing >> Receivings Transaction Entry)
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The only Receivings Transaction Entries in which you may distribute taxes 
using Tax Distribution are Shipment/Invoice transactions. You cannot allocate 
taxes for uninvoiced items. The Tax Distribution window will open with 
Shipment Type entries, but the window will be disabled.

Refer to the Microsoft
Dynaimcs GP Purchase
Order Processing manual
for instructions.

2. Complete the form.

3. Once you have completed all the required information, choose 
Distributions (bottom left of window).
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4. When the Purchasing Invoice Distribution Entry window opens the Tax 
Distribution window will open automatically.

5. Put your cursor into the first taxable distribution line (usually PURCH 
Type) of the scrolling window.

The Tax Distribution 
window automatically 
refreshes and calculates 
the applicable tax amounts 
and the refundable 
percentages for each 
PURCH and ACCRUED line. 
The Tax Distribution 
window is not available for 
PAY distribution lines.

6. Select the applicable Tax Distribution calculation (Before Tax, Tax 
Exempt or n/a). The default Tax Distribution calculation value for all 
Purchase Order Processing documents is Before Tax. 

The After Tax option is not available for Purchase Order Processing documents 
in this release of Tax Distribution.
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7. When you select a taxable distribution line, the Use Multiple Item 
Window button is enabled. To break down the GL Accounts for specific 
vendor items, choose Use Multiple Item Window—the Multiple Item 
Distribution window will display all of the items specific to the line 
selected in the Purchasing Distribution Entry scrolling window allowing 
you to distribute the tax per item. 

8. Edit the refund percentages or the allocated amounts as required. If, 
you are using the Multiple Item Distribution window, choose Distribute 
to accept the distribution for that line.

9. Repeat steps 4 to 6 for any other taxable distribution lines in the 
scrolling window.

10. To accept the entire distribution, choose Distribute or Distribute All—
the Purchasing Invoice Distribution Entry will open displaying the 
reallocated tax amounts. 

If the transaction has several taxable distribution lines, you can 
distribute all of the lines at once by marking the See Undistributed 
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Totals check box. When you mark the check box, the combined total of 
all undistributed lines will display in the Tax Distribution window. If 
there are no undistributed lines, the combined total will be zero. If 
there are undistributed lines, the Distribute button will become 
Distribute All. Choose Distribute All to distribute all the undistributed 
totals to the Purchasing Distribution window.

Once you choose Distribute or Distribute All, you can no longer edit the Tax 
Distribution window. However, if necessary, you can edit the transaction in the 
Purchasing Invoice Distribution Entry window, or you can redo the distribution. 
To redo the distribution, choose Default in the Purchasing Invoice Distribution 
Entry window—the initial distribution will display and the Tax Distribution 
window will be enabled again. 

11. Verify the new distribution amounts in the Purchasing Distribution 
Entry window. The non-refundable portion of the taxes will go to 
Miscellaneous and will be applied to the expense account(s). The 
refundable portion of the taxes will also go to Miscellaneous and will 
be applied to the specific tax ID accounts set up for these taxes.
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Note that the original purchase amount on the distribution remains 
unchanged. The Purchase Order Processing module does not allow 
changes to the original Purchase Order amounts (PURCH and/or 
ACCRUAL lines). For Purchase Order Processing transactions, Tax 
Distribution allocates the non-refundable tax amount and the taxes to 
separate accounts in Miscellaneous and adds them to the Payables.

12. Choose OK to close the Purchasing Distribution Entry window—you 
will return to the Receivings Transaction Entry window. The Receivings 
Transaction Entry window will show the taxes amount added to the 
Miscellaneous field.

13. Post or save the entry as applicable. 
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If you need to edit the saved entry for any reason, delete the Miscellaneous 
(tax) amount from the Receivings Transaction Entry window before changing 
the distribution, otherwise the revised distribution will include the extra 
Miscellaneous amount.

To distribute taxes in the Purchasing Invoice Entry 
window:
1. Open the Purchasing Invoice Entry window. 

(Transactions >> Purchasing >> Enter/Match Invoices)

2. Complete the form—refer to the Microsoft Dynamics GP Purchase 
Order Processing manual for instructions.
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3. Once you have completed all the required information, choose 
Distributions (bottom left of window)—the Purchasing Invoice 
Distribution Entry window will open with the Tax Distribution window 
on the right side.

The Tax Distribution 
window automatically 
refreshes and calculates 
the applicable tax amounts 
and the refundable 
percentages for each 
PURCH and/or ACCRUED 
line.

4. Put your cursor into the first taxable distribution line (normally 
ACCRUED Type) of the scrolling window. 

5. Select the applicable Tax Distribution calculation (Before Tax, Tax 
Exempt or n/a). The default Tax Distribution calculation value for all 
Purchase Order Processing documents is Before Tax.

The After Tax option is not available for Purchase Order Processing 
documents in this release of Tax Distribution.

When you select a taxable distribution line (e.g., ACCRUED), the Use 
Multiple Item Window button is enabled. To break down the Tax 
Distribution for specific vendor items, choose Use Multiple Item 
Window—the Multiple Item Distribution window will display all of the 
items specific to the line selected in the Purchasing Invoice Distribution 
Entry scrolling window allowing you to distribute the tax per item.
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6. Edit the refund percentages or the allocated amounts as required. If, 
you are using the Multiple Item Distribution window, choose Distribute 
to accept the distribution of the items.

7. Repeat steps 4 to 6 for any other taxable distribution lines in the 
scrolling window.

8. To accept the entire distribution, choose Distribute or Distribute All—
the Purchasing Invoice Distribution Entry with the reallocated Tax 
Distribution amounts will open. 

If the transaction has several taxable distribution lines, you can 
distribute all of the lines at once by marking the See Undistributed 
Totals check box. When you mark the check box, the combined total of 
all undistributed lines will display in the Tax Distribution window. If 
there are undistributed line, the Distribute button will become 
Distribute All. Choose Distribute All to distribute the undistributed 
totals to the Purchasing Invoice Distribution Entry.

Once you choose Distribute or Distribute All, you can no longer edit the 
Tax Distribution window. However, you can edit the transaction in the 
Purchasing Invoice Distribution Entry window if necessary, or you can 
redo the distribution. To redo the distribution, choose Default in the 
Purchasing Invoice Distribution Entry window—the initial distribution 
will display and the Tax Distribution window will be enabled again.

9. Verify the new distribution amounts in the Purchasing Invoice 
Distribution window. The non-refundable portion of the taxes will go to 
Miscellaneous and will be applied to the expense account. The 
refundable portion of the taxes will also go to Miscellaneous, and will 
be applied to the specific tax ID accounts set up for these taxes.

Note the PURCH and/or ACCRUED amounts on the Distribution remain 
unchanged. The Purchase Order Processing module does not allow 
changes to the original Purchase order amounts (PURCH and/or 
ACCRUED). For Purchase Order Processing transactions, Tax 
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Distribution allocates the non-refundable tax amount and the taxes to 
separate accounts in Miscellaneous and adds them to the Payables.

10. Choose OK to close the Purchasing Invoice Distribution Entry 
window—you will return to the Purchasing Invoice Entry window.

The taxes will be added to the Miscellaneous field in the Purchasing Invoice 
Entry window.

11. Post or save the entry as applicable.

If you need to change the saved entry for any reason, delete the Miscellaneous 
(tax) amount from the Purchasing Invoice Entry window before changing the 
distribution, otherwise the revised distribution will include the extra 
Miscellaneous amount.
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Where are the Tax Distribution reports?
All of the reporting capabilities necessary for remitting taxes including tax 
levys already exist in the Microsoft Dynamics GP general ledger. Print a 
detailed trial balance or inquire on specific tax accounts to determine total 
tax amounts.
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Appendix A: Data tables
The following chart lists all related data tables created in Tax 
Distributionand their descriptions.

Purchasing Series
Display Name Technical Name Physical Name Description
GSTPST_Rate GSTPST_Rate GST001 Tax Distribution Default Setup

GST_Distribution_TEMP GST_Distribution_TEMP GST002 For Internal Use Only

GSTPST_Defaults GSTPST_Defaults GST003 GST PST Vendor Default Tax 
Detail

GSTPST_Class_Defaults GSTPST_Class_Defaults GST004 GST PST Class Default Tax Detail

GSTPST_GLAccount_Defaults GSTPST_GLAccount_Defaults GST007 GSTPST GLAccount Defaults

GSTPST_GLGroup _Defaults GSTPST_GLSegment_Defaults GST008 GSTPST GLGroup Defaults
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What’s New in Tax Distribution for 2013

Tax Distribution has now been fully upgraded to be fully compatible with 
Microsoft Dynamics GP 2013. 

Tax Distribution now supports environments where Analytical Accounting 
is also functioning.

What’s New in Tax Distribution

Encore's GST/PST Distribution module is now known as Tax Distribution. 
Although the name is different Tax Distribution has the same features, 
functionality, and benefits as GST/PST Distribution.

What’s New in GST PST for 2010

GST PST has now been fully upgraded to be fully compatible with Microsoft 
Dynamics GP 2010 and Windows 7.

What's New in GST PST for 10.0

GST PST has been upgraded to be compatible with Microsoft Dynamics GP 
version 10.0. 

What’s New in Encore Products for 2013

All Encore Products have been updated to be compatible with Microsoft 
Dynamics GP 2013.

Recurring Contract Billing has been renamed Subscription Billing to better 
describe the solutions feature set.
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About Encore Business Solutions
Encore Business Solutions Inc. is part of a worldwide network of independent partner 
organizations that sell, implement, and support the award-winning products of Microsoft® 
Business Solutions. Encore is also an authorized Solution Developer for Microsoft Business 
Solutions developing and marketing industry-specific software worldwide that tightly 
integrates to core modules of Microsoft Dynamics GP. We are 100% dedicated to developing 
client-focused, reliable, industry-specific solutions and companion applications providing 
total end-to-end solutions that meet the operational and reporting needs of our customers.

The Encore Business Solutions Inc. suite of products include:

Project Tracking Solutions:
• Project Tracking with Advanced Analytics
• Project Tracking with Budgeting
• Project Tracking Importer
• Project Tracking Lite

Billing Solutions:
• Subscription Billing
• Subscription Billing Importer

Bank Reconciliation Solutions:
• Auto Reconciler
• Account Reconciler

 
Bio-fuel Solutions:

• REAP
• REAP Auto Delivery
• REAP Integration
• REAP eConnect

Additional Encore Products:
• Advanced SmartList
• Investor Relationship Manager

If you have questions regarding any Encore product or service, feel free to contact us.

Toll Free:

Phone:

888.898.4330  
(North America only)
204.989.4330

Fax: 204.235.2331
E-mail: encore@encorebusiness.com
Internet: www.encorebusiness.com
Mail: 467 Provencher Blvd. 

Winnipeg, MB, Canada 
R2J 0B8

 

Microsoft® Gold Certified Partner 2003 - Present 
Microsoft® Dhynamics Inner Circle Member 2000, 2002 - 2005, 2013 
Microsoft®  President’s Club Member 1996 - 2010, 2013, 2014 

www.encorebusiness.com
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