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Setting Up and Using Tax Codes 

You can create tax codes for different tax rates and set up default tax codes for your store, customers, and SKUs.  

Objectives 

• Setting Up Tax Codes 

• Configuring Default Tax Codes 

Setting Up Tax Codes 
You can create separate codes for each tax rate required in Tax Code Maintenance. From the Home Center, enter 

MTX in the Launch bar or select Tax Code Maintenance from the Accounts Receivable folder. 

Create separate tax codes for each tax rate. The Tax Code field is alphanumeric, and you can enter up to three 

characters. The tax code helps in identifying different tax rates.  Enter the tax percentage in the Tax Rate field. 

Specify who collects this tax in the Location field. For example, if you are configuring a state sales tax, enter the 

name of the state. 

Choose a rounding option in the Rounding drop-down field that conforms to the policy of your taxing authority. 

Option R adjusts the amount to the nearest cent.  

Options U and 4 round up to the 3rd and 4th decimal places, respectively. 

Truncate cuts off whatever is in the thousandth place. 

If your region calculates taxes based on a tax card, use the Tax Table drop-down to calculate your tax amount. 

Choose the type of tax table that the card uses – ceiling or repeating.  

In the Minimum and Maximum Taxable Amount fields, enter the minimum and maximum dollar amounts if your 

business does not charge tax below or above a certain purchase amount. 

Select the Include in Taxable Amount link to include or exclude freight, labor, miscellaneous or environmental 

fees when calculating taxes.     

Choose Add when you are finished defining the code. Select Change to apply the changes if you are modifying an 

existing one. The sales tax details appear once you save the tax code and apply it to sales.   

Configuring Default Tax Codes 

In this topic, we show how to configure default tax codes for your store, customers, and SKUs. 

Enter OPT in the Launch bar. In the Options window, if you do not see the Subsystem field, select change lookup. 

From the Options drop-down field, select MCT – A/R Control File. Select Display to view the available options. 

Find Customer Default – Tax Code in the list of options. Put the cursor in the Current Value column and enter the 

tax code. Select Change to save the default tax code.    

You can assign default tax codes to customers whose tax code differs from the store's default tax code. On the 

Main tab in Customer Maintenance, use the Tax Code drop-down field to set the default code for this customer. 

As a best practice, avoid assigning default tax codes to customers who use the store’s default tax code.  

The customer default tax code takes precedence over the store default code.    
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Set the Taxable drop-down field to N if your customer is tax-exempt and you will not be charging tax to that 

customer. 

You can assign specific tax codes to certain items that do not conform to the store’s default.  

On the Codes tab in Inventory Maintenance, use Tax Status to determine when to tax the SKU. For example, 

computer hardware sold to teachers is tax-exempt. 

Use Tax Code to assign a specific tax for this SKU. Both options overrule the store and customer defaults.    

You can also modify the tax code at Point of Sale. Put the cursor in the Customer field and select the Header 

button.  

Choose a tax code from the Tax field drop-down and select Change.  

The selected tax code applies to the entire transaction.  

A common reason to do this is to accommodate the destination location tax rate when it differs from the store’s 

default. 

To remove the tax code for a specific line, select the line item and choose No Tax. 

To change the tax code for a specific line, select Change and enter the line number item. Select Ok.  

Choose Misc and select Change Line Item Tax from the Posting Menu.  

Select the applicable tax code from the drop-down list and click Ok. 

 

 

 

 

 

 



 

 

 

About Epicor 

Epicor Software Corporation drives business growth. We provide flexible, industry-specific software that is designed 

around the needs of our manufacturing, distribution, retail, and service industry customers. More than 40 years of 

experience with our customers’ unique business processes and operational requirements is built into every solution—

in the cloud, hosted, or on premises. With a deep understanding of your industry, Epicor solutions spur growth while 

managing complexity. The result is powerful solutions that free your resources so you can grow your business. For 

more information, connect with Epicor or visit www.epicor.com. 

 

Corporate Office 

804 Las Cimas Parkway 

Austin, TX 78746 

USA 

Toll Free:  +1.888.448.2636 

Direct:   +1.512.328.2300 

Fax:  +1.512.278.5590 

Latin America and Caribbean 

Blvd. Antonio L. Rodriguez #1882 Int. 104 

Plaza Central, Col. Santa Maria 

Monterrey, Nuevo Leon, CP 64650 

Mexico 

Phone:  +52.81.1551.7100 

Fax:  +52.81.1551.7117 

Europe, Middle East and Africa 

No. 1 The Arena 

Downshire Way 

Bracknell, Berkshire RG12 1PU 

United Kingdom 

Phone:  +44.1344.468468 

Fax:  +44.1344.468010 

Asia 

238A Thomson Road #23-06 

Novena Square Tower A 

Singapore 307684 

Singapore 

Phone:  +65.6333.8121 

Fax: +65.6333.8131 

Australia and New Zealand 

Suite 2 Level 8,  

100 Pacific Highway 

North Sydney, NSW 2060 

Australia 

Phone: +61.2.9927.6200 

Fax: +61.2.9927.6298 

The contents of this document are for informational purposes only and are subject to change without notice. Epicor 

Software Corporation makes no guarantee, representations or warranties with regard to the enclosed information and 

specifically disclaims, to the full extent of the law, any applicable implied warranties, such as fitness for a particular purpose, 

merchantability, satisfactory quality or reasonable skill and care. This document and its contents, including the viewpoints, 

dates and functional content expressed herein are believed to be accurate as of its date of publication. The usage of any 

Epicor software shall be pursuant to the applicable end user license agreement and the performance of any consulting 

services by Epicor personnel shall be pursuant to applicable standard services terms and conditions. Usage of the solution(s) 

described in this document with other Epicor software or third party products may require the purchase of licenses for such 

other products. Epicor, the Epicor logo, and are trademarks of Epicor Software Corporation, registered in the United States 

and other countries. All other marks are owned by their respective owners. Copyright © 2021 Epicor Software Corporation. 

All rights reserved. 
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