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1. OVERVIEW

NOTE: The most recent images of Web Tool Kit pages have been taken in
higher resolution. They may appear small, but they will be clear even if you zoom
in on this document.

The WebToolkit (hereinafter, “WTK”) was created to web enable the following
Taxware products: Sales/Use Tax System, VERAZIP, STEP, NEXPRO and
optionally, the Taxware Worldtax module. Additionally, DMA added several
tools/functions which are unique to the WebToolkit, which enhance the overall
functionality of the Taxware applications. This document is designed to give the
end user an operational guide for using the tools and reports provided by the
DMA WTK.

2. HOW TO USE THE USER MANUAL

All the standard tools and reports that are associated with the standard Taxware
product will reference the Help PDF Files supplied with the installation of
Taxware. For all of the enhancements provided by the WTK, a detailed
description of both the function and the operation of each item is provided herein.

Below is the list of tools and reports. Each section has an explanation of the
function, a screenshot, and any directions necessary to operate the individual
tool or report. The individual items and their definitions are listed below as they
appear in the menu of the WTK.
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3. LOG IN PAGE

WebToolKit Sign In

Sign In

To log in to the WTK, use one of the following supported browsers:
- Google Chrome (Strongly Recommended)
- Mozilla Firefox
- Microsoft Edge
- Internet Explorer 11 (Not Recommended)

These browsers are supported as of Web Tool Kit software version 3.0.0

The Administrator for the WTK within the organization must supply a login
username and password. Therefore, in order to log in to the WebToolKit,
please enter:

» The USERNAME;
» The PASSWORD,; and
» Select the Taxware Instance that the user is authorized to log into
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Then click on LOG IN. If the user logs in incorrectly, a message will tell the user
that there was problem logging into the system. Once logged in, the system will
automatically disconnect a user after a certain time of inactivity. The time limit for
automatic disconnect upon inactivity can be set by the system administrator.

If you try to logon to a Taxware instance that is currently not reachable by the
WTK due to technical problems, the system will display a popup message
indicating this fact. If the user chooses to continue after this message, all WTK
functionality requiring an active connection to the Taxware instance will not be
operational. We recommend that you immediately contact your system
administrator if the connection to a Taxware instance is not available.

To log out of the system, click the SIGN OUT button on the menu on the right
hand side of the screen. This can be done any time after the user has logged in.
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4. WEBTOOLKIT HOME PAGE
—
(DMA LWWEIBTOOLKIT %

. MCMILLEN & ASSOCIATES, INC

Welcome To WebToolKit ‘

Taxware System Status:

Product Taxabilty File Report Create New Ceriicate User Defined Product Codes Tookit Configuration
Transaction Audit File Report Basic Find Certificate Export Product Codes System Configuration
Detailed Audit File Report Advanced Find Certificate Import Product Codes Auto Update Configuration
Filter Audit File Report Auto Update Status
.

Tax Master File Report

Tax Calculator Nexpro Configuration
Custom Audit File Reports

On the left hand side of the home page the WTK main menu is accessible:

- XXXX System
+ REPORTS
+ CERTIFICATE MANAGEMENT
m TAX CALCULATOR
+ NEXPRO
+ AUDIT REPORTING
+ TOOLS
+ ADMINISTRATION
+ AUTO UPDATE

@3 WeBTooKiT
X Welcome To WebToolKit 4

Taxware System Status: ONLINE

Certificats Management Custom Product Codes .

0‘ DEMO sYSTEM @

Create New Certificate User Defined Product Codes Toolkit Configuration
©  Reports Basic Find Certificate Export Product Codes System Configuration
G Centificate Management Advanced Find Certificate Import Product Cades Auto Update Configuration
'— Tax Calculator Aulo Update Status
| CE N T
Y e Tax Calculator Nexpro Configuration
© Tools
©  Administration
[+]

Auto Update DMA Sime

XXXX indicates the Taxware instance that you are logged on to. You will also
see the current Taxware instance in the top right corner of each one of the
subsequent WTK screens. Clicking on the + will expand the choices available.
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Clicking on the — will collapse the choices that you see for this item. (See image
below) You will know you are at the lowest level of choices when you see the m
instead of the + or -.

You can return to the main menu page at any time, by selecting the menu button
on any of the subsequent WTK pages.

To expand all menu options click the Expand All button.

To collapse the menu, click the Collapse All button.

To logoff from the WTK, click the Logout button or close your browser window.

4.1. Change Password

To Change your password, click the Change Password button. Specify a new
password and confirm your new password. Click the Save button to save your
new password.

(DOMA WEBTOOLKIT

DUCHARME, MCMILLEN & ASSOCIATES, INC

Welcome To WebToolKit ‘

Expand All || Collapse All Taxware System Status: ONLINE

.
DEMO SYSTEM @ lew Certificate User Defined Product Codes Toolkit Configuration
© Reports 1 Certificate Export Product Codes System Configuration
@ Certificate Management d Find Certificate Import Preduct Codes Auto Update Configuration
~ Tax Caleulater Aulo Update Status
& Newro e e ]
ulater Nexpro Configuration

+]

Audit Reporting

{4+

Tools

& Administration

Configuration

Permissions

|— Change Password

= Users
— User Roles
About WebToolKit
Audit Reporting Configuration

Background Process Status

Note: If you forgot your password, please ask your WTK administrator to reset
your password in the Administration->Users section as described later in this
document.

5. REPORTS

To access REPORTS, click on + to expand your list of choices. The following
types of reports will appear. The Tax Audit, VERAZIP and STEP reporting
options will initially appear as a +. Click this + to expand the choices to include
those listed below.
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OmMA WEBTOOLKIT

Welcome To WebToolkit ¥

Taxware System Status: ONLINE

S |_custom ProcuctCodes ______|
DEMO SYSTEM @ - Certificate Management Custom Product Codes Configuration
Create New Certificate User Defined Product Codes Toolkit Configuration
- Reports
Basic Find Certificate Export Product Codes Sysiem Configuration
— Jurisdiction Code Report _ ===
| Product Taxabilty File Report Advanced Find Certificate Import Product Codes Auto Update Configuration
[~ Reason Code Report Auto Update Status
2 Tax Audit
Tax Calculator Mexpro Configuration
Transac tion
— Detailed
Filter
Tax Master File Report
$ Verazip ’—‘
Zip Code Directary Report
I Zip Range Direclory Report
County Directory Report
= Step
I Cerificate Report
— Taxware Expiration Report
= WebToalKit Expiration Report
— Reason Code Report
Reason Code Rata Report
x

csption Rule Report

5.1 Jurisdiction Code

5.2 Product Taxability File

5.3 Reason Codes

5.4 Tax Audit
5.4.1. Transaction Report
5.4.2. Detailed Report
5.4.3. Filter Report

5.5 Tax Master File

5.6 VERAZIP
5.6.1. Zip Code Directory
5.6.2. Zip Code Range
5.6.3. County Directory

5.7 STEP
5.7.1. Certificate Report
5.7.2. Taxware Expiration Report
5.7.3. Web Tool Kit Expiration Report
5.7.4. Reason Code Report
5.7.5. Reason Code Rate Report
5.7.6. Exception Rule File Report

Some of the reports will provide a selection screen that allows you to limit the
data that is processed for each report. For other reports, no selection screen
exists and selecting the menu option will immediately run the corresponding
report. The output of each report will be displayed in a separate browser window.
It is possible to keep the report results window open and run additional reports,
which allows you to have multiple report results windows open at the same time.
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You can save a report to your local computer by using the SAVE AS function in
FILE menu of your browser. Each report can be printed using the PRINT function
in the FILE menu of your browser. The report output can be searched for
keywords by using the FIND function in the EDIT menu of your browser.

5.1. Jurisdiction Code Report

To access the Jurisdiction Code Report, click on “REPORTS - JURISDICTION
CODE REPORT.

This report executes the TAX911 report in the Taxware System and does not
require any user interaction. This report returns all jurisdiction codes and an
explanation of the logic behind each one. For example, the report will explain
when a tax determined by the Taxware system will be treated as a sales tax
versus a use tax, based on the various jurisdiction codes that are passed to the
system (i.e., ship-to, ship-from, point-of-order origin, and point-of-order
acceptance). The listis in alphabetical order by state and is for informational use
only.

For more information regarding the contents of this standard Taxware Report,
please refer to the PDF document: Taxware Sales/Use Tax System User Guide,
Chapter 5.

5.2. Product Taxability File Report

This report executes the TAX008 report in the Taxware System. To access the
Product Taxability File Report, select REPORTS - PRODUCT TAXABILITY
FILE.

(OMA WEBTOOLKIT

DUCHARME, MCMILLEN & ASSOCIATES, INC

E Clear Selection  Run Product Taxability File Report ‘

Products Codes || States |

Gurrent System: DEMO

All Product Codes
® Selected Product Codes

Available Products Codes
range)

Code Description (Hold
00006  MOTORVEHICLE Rental of a truck for & pariod of kess than one da med 1o s vehicka is not dual wheal, has a gross vahicle weight rafing grestar than 8,000 Ibs. but less than 10,000 Ibs., & earmying capacily greate
00007 M 00 pounds and less than 10,000 pounds and & carying capacity of
00008
00010
00011
00012 MOTOR
00013
00014 MOTORVEHIC
00015
00016 1
00017
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The report can be executed in 4 different ways:

1. All Product Codes: Select the “All Product/State Codes” option. As the
name suggests, this will return a listing of all product codes and their
corresponding taxability by state (WARNING: This report is extremely large,
and care should be taken before printing this report, which will likely run
several thousand pages).

2. Range of Product Codes: Select the “Product Code Range Option.” Select
the lower limit of the desired product code range by placing the cursor on a
product code in the product code listing, and press the shift key. While
continuing to hold the shift key, select the upper limit of the desired product
code range by placing the cursor on a subsequent product code in the
product code listing. Multiple ranges can be selected.

3. Individual Product Codes: Select individual product codes by placing the
cursor on the desired product code.

4. Ranges and Individual Product codes may be selected.

It is further possible to restrict the output by choosing to include or exclude one or
more state codes.

This report can be executed using 3 different STATE options:

1. Including all states from the “Available States” list;
2. Including or excluding one state from the “Available States” list; and
3. Including or excluding multiple states from the “Available States” list.

To do this, place the cursor on a desired state in the “Available States” listing on
the States tab. To select multiple states the Shift key can be used to select
ranges and the Ctrl key can be used to select multiple individual states similar to
the method used to select product codes that is detailed above.

To see the entire description of a product code, select the Entire/Clipped
Descriptions button. This will toggle between long and shortened product code
descriptions. Use the horizontal scroll bar in the product code description
window.

Instead of selecting product codes in the product code description window, it is
also possible to enter a product code number directly in the Quick Selection input
field. Select the Help button next to the Quick Selection input field to view
additional option on how to use the Quick Selection input field.

After completing the selections, click on “Run” to run the report.
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For more information regarding the contents of this standard Taxware Report,
please refer to the PDF document: Taxware Sales/Use Tax System User Guide,
Chapter 5.

5.3. Reason Codes Report

To access the Reason Codes Report, select REPORTS - REASON CODES.
This report executes the TAX931 report in the Taxware System. This report
does not offer any user interaction and provides a listing of the standard reason
codes available in the Taxware system.

For more information on the results of this standard Taxware Report, please refer

to the PDF document: Sales/Use Tax System User Guide, Chapter 5.
5.4. Audit Reports

5.4.1. Transaction Report

To access the Transaction Report, select REPORTS - TAX AUDIT >
TRANSACTION.

This page executes the TAX030 report in the Taxware System. Run the Tax
Audit Report by selecting the following parameters:

General Tab
Date Type:
e Invoice
e Transaction
o All
e Transaction with invoice prior to “to date”
e Fiscal

e Fiscal and transaction dates
(The date type selected here applies to the Date Range entered below)

Date Range

Tax Type:

Sales
Consumer Use
Service

Use

Rental
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‘ A WEBTOOLKIT

DUCHARME, MCMILLEN & ASSOCIATES, INC

Transaction Audit Report l

Current System: DEMO

Rental

States Tab
State:
¢ Including all states from the state option list;
¢ Including or excluding one state from the state option list;
e Including or excluding multiple states from the state option list;
e Multiple states by range or individually may be selected by using the Shift
and Ctrl keys.

‘ A WEBTOOLKIT

DUCHARME, MCMILLEN & ASSOCIATES, INC

Transaction Audit Report ‘

General || States || Options |

Cunent System: DEMO

Available States

AL - ALABAMA ® Inciude Selacted States
AK - ALASKA

AZ - ARIZONA

AR - ARKANSAS

CA - CALIFORNIA

CO - COLORADO

CT - CONNECTICUT

DE - DELAWARE

DC - DISTRICT OF COLUMBIA
FL - FLORIDA

GA - GEORGIA

HI- HAWAN @ Al States

1D - IDAHO -] O selected States

“Heid the Coniral [Ch) key down when
making multisie selections

O Exclude Selected States

Options Tab
Detail Level:
e Detall
e Invoice Summary
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e Extra Detall
e City Summary

Summary:
e No summary type
e Customer
e Customer/Location
Location

Other Options:
e Division summary
e Include Company ID
e Compressed Print
e Round Amounts

QOMA WEBTOOLKIT |

Transaction Audit Report ‘

Current System: DEMO

Other Options.

Division Summary (] Include Company 1D Compressed Print Round Amounts

After completing the selections, click the Run button to run the report.

For more information on the results of this standard Taxware Report, please refer
to PDF document:

5.4.2. Detailed Report

To access the Detailed Report, select REPORTS - TAX AUDIT - DETAILED.
This report executes the TAX032 report in the Taxware System. This report
provides more detailed information on audit file transactions, such as customer

details, product code and exemption details.

This report is designed to return Transaction Details based on a variety of
parameters, including:
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Transaction Type

Date Range of Transactions
Tax Type

Customer ID

Invoice ID

User Defined Product Code
Location

Reason Code Rate Error
Tax Product Code

This report can be executed using 4 different STATE options:

Including all states from the state option list;

Including or excluding one state from the state option list;

Including or excluding multiple states from the state option list.

Multiple states by range or individually may be selected by using the Shift
and Ctrl keys.

PwpnPR

After completing the selections, click the Run button to run the report. Since the
General and States tabs are identical to the Transaction report, only the Options
tab is shown here.

QOMA WEBTOOLKIT |

Detailed Audit Report ‘

Other Options

For more information on the results of this standard Taxware Report, please refer
to PDF document: Taxware Sales/Use Tax System User Guide, Chapter 5.

5.4.3. Filter Report
To access the Filter Report, select REPORTS - TAX AUDIT - FILTER

This report executes the TAX999 report in the Taxware System. This report
returns a filtered audit file (staraud) downloadable as a zip file.
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This report is designed to return a subset of audit records using the following
parameters:

Company ID
Location ID
Transaction Type
Date Range

This report can be executed with 4 different state options:

Including all states from the state option list;

Including one state from the state option list;

Including multiple states from the state option list.

Multiple states by range or individually may be selected by using the Shift
and Ctrl keys.

PwpnPR

After completing the selections, click the Run button to run the report. A new
screen will appear allowing the user to download a zip file of the results.

QOMA WEBTOOLKIT | RN

Filter Audit File ¥

Current System: DEMO

If the filtered staraud file will be used to replace the original audit file, the steps
will be displayed when running the report, and are as follows:

1. Import the current audit file
2. Backup and replace the current audit file with the generated staraud file
3. Reset the audit counter (button will be on the popup screen)

For more information on the results of this standard Taxware Report, please refer
to PDF document: Taxware Sales/Use Tax System User Guide, Chapter 5.
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5.5. Tax Master File Report

To access the Tax Master File Report, select REPORTS - TAX MASTER FILE.
This report executes the TAX022 report in the Taxware System. This report
returns sales and use tax rates for selected jurisdictions from the Tax Master

File. The Options tab for this report is shown below.

(DM"’A WEBTOOLKIT
DUCHARME, MCMILLEN & ASSOCIATES, INC.

Tax Master File Report ‘

Gurrant System: DEMO

Available States

AL - ALABAMA ® Inciude Selacted States
AK - ALASKA E: cf
BN Exclude Selectsd States
AR - ARKANSAS.

CA- CALIFORNIA

CO - COLORADO

CT - CONNECTICUT

DE - DELAWARE

DC - DISTRICT OF COLUMBIA

FL - FLORIDA

GA- GEORGIA

HI- HAWAI = State!

1D - IDAHO - O selected States

“Hald the Contral [Cirl) fey down when
making multisle selections

This report can be executed using 4 STATE options:

Including all states from the state option list;

Including or excluding one state from the state option list;

Including or excluding multiple states from the state option list.
Multiple states can be selected as a range using the Shift key and/or
individual States can be select with the Ctrl key.

PwpNPR

Other selection parameters include:

Print Sequence
ZIP Codes within county sequence
ZIP Code sequence - counties first and then cities/towns
Alphabetical sequence
Duplicate ZIP Codes
All Records
Duplicate ZIP codes for different jurisdictions within the same zip code

For more information on the results of this standard Taxware Report, please refer
to PDF document: Taxware Sales/Use Tax System User Guide, Chapter 5.
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5.6. VERAZIP
Reports on the Taxware VERAZIP module
5.6.1. Zip Code Directory Report

To access the ZIP Code Directory Report, select REPORTS - VERAZIP - ZIP
CODE DIRECTORY.

QGMA WEBTOOLKIT |

ZIP Code Directory Report lr

Current System: DEMO

Available States
® inciud cled States.

AL - ALABAMA

AK - ALASKA
AZ - ARIZONA

AR - ARKANSAS
CA - CALIFORNIA

A
CO - COLORADO

CT - CONNECTICUT

DE - DELAWARE

DC - DISTRICT OF

FL-FLORIDA

GA- GEORGIA

HI - HAWAN L ates

D o +| O Selected States

“Hold the Contral (Cir) ey doun when
rutiple selections

This report executes the ZIP050 report in the Taxware System, which returns a
listing of all zip codes.

Other parameter selections include:

States

Report sequence: City/Town name or ZIP code sequence

Print options: print part of city information or suppress part of city information
After completing the selections, click “Run” to generate the report.

For more information on the results that this standard Taxware Report provides,

please refer to PDF document: Taxware VERAZIP System User Guide, Chapter
6.

5.6.2. Zip Code Range Directory Report

To access the ZIP Code Range Directory Report, select REPORTS - VERAZIP
- ZIP RANGE DIRECTORY.
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This report executes the ZIP055 report in the Taxware System, which returns all
ZIP codes ranges.
This report can be executed using 4 STATE options:

Including excluding all states from the state option list;

Including or excluding one state from the state option list;

Including or excluding multiple states from the state option list.
Multiple states can be selected as a range using the Shift key and/or
individual States can be select with the Cntl key.

PwbdPE

All other select options are identical with the ZIP050 (Zip Code Directory Report)
After completing the selections, click the Run button to run the report.

For more information on the results of this standard Taxware Report, please refer
to PDF document: Taxware VERAZIP System User Guide, Chapter 6.

5.6.3. County Directory Report

To access the County Directory Report, select REPORTS - VERAZIP
- COUNTY DIRECTORY.

This report executes the ZIP070 report in the Taxware System. There is no user
interaction for this report, simply click “COUNTY DIRECTORY” from the
VERAZIP section to run this report, which lists county names and county codes
(internally used codes) for all States. The list is organized alphabetically by state
and county name.

For more information on the results of this standard Taxware Report, please refer
to PDF document: Taxware VERAZIP System User Guide, Chapter 6.

5.7. STEP (Sales Tax Exemption Processing)

STEP module reports

5.7.1. Certificate Report

To access the Certificate Report, select REPORTS - STEP - CERTIFICATE
REPORT.
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This report executes the STEP40 report in the Taxware System. This report lists
sales tax exemption certificate information and can be limited by the following
selection criteria:

Report type: detail or summary;

Report Sequence: by clicking on the corresponding report type;
Certificate Selection: by clicking on the corresponding certificate type;
Selected Reason: by clicking on the corresponding reason code;

e Company ID.

@A WEBTOOLKIT

Certificate Report ‘

This report can be executed using 4 STATE options:

1. Including all states from the state option list;
2. Including or excluding one state from the state option list;
3. Including or excluding multiple states from the state option list.
4. Multiple states can be selected as a range using the Shift key and/or
individual States can be select with the Ctrl key.
After completing the selections, click the Run button to run the report.

For more information on the results of this standard Taxware Report, please refer
to PDF document: Taxware Sales Tax Exemption Processing System User
Guide, Chapter 5.

5.7.2. Taxware Expiration Report

To access the Expiration Report, select REPORTS - STEP > EXPIRATION
REPORT.

This report executes the STEP44 report in the Taxware System. This report lists
STEP Certificates that will expire within a given date range or expire during a
specific time period over the next number of months.

This report accepts the following selection parameters:

Key Type: purchases, Sales, Facility, Construction, All Key Codes;
Report Sequence: Exp. Date/State, Exp. Date/Customer ID
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@MA WEBTOOLKIT,

Taxware Certificate Expiration Report ‘

Currant Systor; DEMO

Key Type: Sales ~
Report Sequence Exp. Date/State

From Expiration Date

Ta Expiration Date ] tmevdaiyyyy)

Print Certificates
Expire in the Next:

This report can be executed using 4 STATE options:
1. Including all states from the state option list;
2. Including or excluding one state from the state option list;
3. Including or excluding multiple states from the state option list.
4. Multiple states can be selected as a range using the Shift key and/or
individual States can be select with the Ctrl key.

After completing the selections, click the Run button to run the report.
For more information on the results of this standard Taxware Report, please refer
to PDF document: Taxware Sales Tax Exemption Processing System User

Guide, Chapter 5

5.7.3. Web Tool Kit Expiration Report

QOMA WEBTOOLKIT |

WebToolKit Certificate Expiration Report ‘

Current Systom: DEMO

To access the Web Tool Kit Expiration Report, select REPORTS - STEP -
WEB TOOL KIT EXPIRATION REPORT.

This report runs against the WebToolKit database, and checks for STEP
certificate by which their expiration date falls between a specified date rate. For
added functionality, you may enter the number of days in the top most box too
create a desired date ranges, without manually selecting the begin date and end
date.
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To do this, the following are valid entries: (For Example)
- To search between today and 90 days in the future, enter 90
o The box will turn green.
o A present to future date range will auto-populate
To search 90 days in the past to today, enter -90
o The box will turn blue
o A pastto present date range will auto-populate
- To search 90 days in the past to 90 days in the future, enter -90,90
o The box will turn yellow
o A past to future date range will auto-populate

The maximum auto-populating range that is supported is: -999,999.
So about, 5 and a half years. Any other date range that needs to extend
beyond 999 days in either direction will be manual.

Invalid entries will turn the box red, which includes but are not limited to:
- Letters
- Other non-numerical characters
- And values which exceed the maximum date calculation range
- Flipped values (future to past)

5.7.4. Reason Code Report

To access the Reason Code Report, select REPORTS - STEP - REASON
CODE REPORT.

This report executes the STEP51 report in the Taxware System. This report
does not require any interaction by the user.

For more information on the results of this standard Taxware Report, please refer
to PDF document: Taxware Sales Tax Exemption Processing System User
Guide, Chapter 5.
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5.7.5. Reason Code Rate Report

To access the Reason Code Rate Report, select REPORTS - STEP -
REASON CODE RATE REPORT.

1. This report executes the STEP53 report in the Taxware System. This report
returns a list of all reason code rates, and does not require any interaction by
the user.

For more information on the results of this standard Taxware Report, please refer
to PDF document: Taxware Sales Tax Exemption Processing System User
Guide, Chapter 5.

5.7.6. Exception Rule Report

To access the Exception Rule Report, select Main Menu - Reports > STEP >
EXCEPTION RULE REPORT.
This report can be executed using 4 STATE options:

1. Including all states from the state option list;

2. Including or excluding one state from the state option list;

3. Including or excluding multiple states from the state option list.

4. Multiple states can be selected as a range using the Shift key and/or individual
States can be select with the Ctrl key.

This report will execute SUTREPORT in the Taxware System.
Please note that this report will not be available for instances whose Taxware
version is prior to 3.6.

For more information on the results of this standard Taxware Report, please refer
to PDF document: Taxware Sales Tax Exemption Processing System User
Guide, Chapter 6.
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6. CERTIFICATE MANAGEMENT

6.1. Create New Certificate

The Certificate Management tools provided by the WebToolKit replace the
Taxware STEP Windows Front-end and are designed to allow for easy, real-time
creation/maintenance of STEP Exemption Certificates. The WTK also allows the
user to scan the original paper certificate and store the scanned image with the
certificate record in the WTK database

To access the Create New Certificate tool, select CERTIFICATE MANAGEMENT
- CREATE NEW CERTIFICATE.

This page executes the STEP20 program in the Taxware Server System, which
modifies the “steptec,” “stepprod,” “steprate,” and the “steptran” files on the
Taxware Server System.

KEY - Select one of the certificate key fields:
Sales, Purchases, Facility, or Construction

@MA WEBTOOLKIT

Tax Certificate Comments (500 Character Maximum)

JURISDICTION -  Select the appropriate jurisdiction level for the exemption:
State, County, City/Province
Selecting State jurisdiction when dealing with a Canadian

certificate will exempt at the GST level and selecting
City/Province jurisdiction will exempt at the PST level.
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In the Key Information section, the following are required:

COMPANY ID - Enter the Company ID for which the STEP Certificate is being
created,;

CUSTOMER ID - Enter the Customer ID with which the STEP Cetrtificate will be
associated;

For WTK systems that are connected to a SAP system, the user can retrieve
Customer address information from SAP by clicking the “Get Customer Info”
button at the right of the customer ID. This functionality requires that a
corresponding SAP destination is setup. Please see the ‘SAP Config’ section
later in this document.

Clicking the “Get customer Info” button will only copy the address information into
the corresponding STEP fields of the certificate. After the information has been
retrieved, the user can manually overwrite this information before saving the
certificate in the WTK. Alternatively, the user can enter the Customer ID and
leave the address related fields in the Tax Certificate Details section blank. The
WebToolkit will attempt to retrieve the address information from SAP when
saving the certificate if all address related fields are left blank.

When creating a certificate, it is important that the Customer ID field is populated
with the exact Customer ID as it will be sent by your accounting system during a
tax calculation call to Taxware. For example if your Customer ID is 1234, but
your accounting package stores the Customer ID as 0000001234, you will need
to create the certificate with Customer ID 0000001234, since otherwise Taxware
will not find the certificate during a tax calculation call.

As an added feature for SAP users, the WTK will automatically pad the Customer
ID number with the correct number of leading zeros. In this case, you could enter
1234 in the Customer ID field and the WTK would automatically convert this to
0000001234, upon saving the certificate.

STATE CODE - Select the State with which the STEP Certificate will be
associated. The user can select multiple states by holding the CTRL key in the
state list. The user can also select ALL in the state list. When selecting more than
one state, the WTK will automatically create the exemption certificate for all
states that were selected.

TAX CERTIFICATE NUMBER - Enter the number printed on the Tax Exemption
Certificate. If nothing is entered, the WTK will automatically default the value
‘N/A’ into the certificate number field upon saving the certificate. It is also
possible to automatically validate the certificate number entered by the user. For
more information on certificate validation, refer to 11.7. Certificate Validation.
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If the State Jurisdiction is selected, then a JOB NUMBER can be entered to
define various job projects, or lease items. If the Job Number is entered, the
user can then add Job Indicators for the Certificate by adding whether or not the
Job Number is Non-taxable, Taxable, or a Special Rate at the State, County,
City, Secondary County, and Secondary City levels. The second tab on the
screen is available to set up this information. The Job Number Indicators tab is
only accessible if a Job Number has been entered on the General tab.

If the “Use Date Validation” checkbox is checked then a valid EFFECTIVE DATE
and EXPIRATION DATE are required. The default setting for the “Use Date
Validation” checkbox can be set by the system administrator. Read the Edit
Toolkit section under the Administration menu later in this document on how to
set the default value. The Effective Date is filled in with the current date by
default. The rest of the information is optional. Please consult the Taxware
STEP manual for the specific meaning of each field. It is also possible to
automatically populate the expiration date based on the effective date, the
selected state and reason code. For more information on certificate validation,
refer to 11.7. Certificate Validation.

The remaining fields that are not required are as follows:
LOCATION - Specific jurisdiction within the above selected STATE CODE;

OCCURRENCE NUMBER - This number is automatically assigned by the
system and cannot be changed. The first certificate for a specific
Company/State/Customer-1D is always assigned an occurrence number of
00000. For subsequent certificates with the same key information the occurrence
number will be incremented by one. During tax calculations only the certificate
with the highest occurrence number will be taken into consideration.

Depending on the state selected above, the WTK will return certain REASON
CODE CATEGORIES and depending on which Reason Code Category is
selected there will be a certain set of REASON CODE DESCRIPTIONS returned.
Once selected, the REASON CODE will be entered on the form. If the reason
code description is longer than the reason code description field, click on the -
‘Whole Description’ button next to the reason code description field, to see the
long description of the reason code. Specific reason codes in specific states have
a reason code rate assigned. If you select a reason code in a state that has a
reason code rate assigned, the system will allow the user to select the Reason
Code Record View check box (e.g. reason code “BW” in reason code category
“IN” for the state of North Carolina). If the user checks the Reason Code Record
View check box, the following popup window will appear:
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Create New Certificate - Reason Code Rates x
Reason Code Information

Expiration time 99999 days

Current Prior

Special Rate 01500 .00000

Rate Effective Date 01-01-1996 01-01-1978

Max Effective Date 00-00-0000 00-00-0000

Max Amount $0.00 $0.00

Max Rate .00000 .00000

Max Code

Flag Settings c.ccc

City Default E

County Default E

Use this reason rate for this certificate? Yes I I No I

If the user selects “Yes”, the system will apply the above reason code rate and
maximum to the certificate.

The system will indicate that a reason code rate is assigned to the certificate, by
displaying the text ‘Reason Code Rate used’ on the General tab.

RECEIVED DATE - Reflects the date that the Sales Tax Certificate was
received;

SIGNED BY - The name of the person who signed the exemption or resale
certificate;

TITLE - The title of the person who signed the certificate;

PURCHASE DESCRIPTION - The description of the property being purchased,
as written on the exemption certificate;

PHYSICAL LOCATION - The place where the actual certificate is located,
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CERTIFICATE COMPLETE - Not used by Taxware, signifies whether or not the
certificate is complete, but has no impact on the application of the certificate
during tax calculations.

CERTIFICATE ACTIVE - STEP only recognizes exemptions for certificates that
are marked as active. Therefore, this signifies whether or not the certificate is
active.

DEFAULT TO STATE - Indicates whether the certificate defaults to state level
processing. If this checkbox is selected, the certificate applies to all jurisdiction
levels. If it is not checked, the certificate applies to the state level only. Note: This
will exempt a Canadian customer from PST and GST level taxes.

If the user is including or excluding specific product codes for the certificate then
click the “Inc/Exc Products” tab at the top of the screen. On the resulting screen
click either the “Include” or “Exclude” radio button, and then enter the specific
product code and click the “Add to List” button. To remove a product code from
the list, select the product code in the list and click “Remove from List”. The radio
buttons “Include products/Exclude products” applies to all product codes in the
list.

QOMA WEBTOOLKIT |

Create Certificate l

General |[ Advanced |[ Job Number Indicators || Inc/Exc Products |[ Special Rates |

Curree Syste DEMO

To assign a special rate for the product codes entered in the list, click the “Add
Special Rate” button and enter a custom tax rate at the appropriate taxation
level. The example below shows a special rate of 2% state tax and 1.125% city
tax, which will be applied to all product codes in the list. Alternatively, the user
can enter a custom tax base percentage. l.e., the value 80% in the field base
percentage would cause Taxware to tax only 80% of the tax base in a tax
calculation for this certificate and the selected product codes.
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QOmA WEBTOOLKIT |

Create Certificate i

General || Advanced || Job Number Indicators || Inc/Exe Products || Special Rates

Carrant Systom DEMO

Include / Exclude Products Special Rate

Basa Percentage 10000 %

LevalInator Tax Rates
. State 02000

00000

® Include Products 01000

Exclude Praducts 00000

Secondary City 00000

Alternatively, if you want to assign a special rate to a certificate, without including
or excluding any product codes, you can select the Special Rates tab.

Here, you can enter a special tax rate for each taxation level. To assign the
special rate only to a specific product code, enter a product code and the special
rate percentages. If you leave the Product code field empty, the special rate will
be applicable to all product codes. The example below, shows a special tax rate
of 3% state tax and 2% county tax, every time a tax calculation is performed
using this certificate (regardless of the product code used).

OMA WEBTOOLKIT |

= New Save Create Certificate ¥

General |[ Advanced || Job Number Indicators || Inc/Exc Products || Special Rates |

Cunent System DEMO

Special Rates Selection

==
Gounty Tae| iy Tax | Seccmey
Rare | Re [ County

‘ Proit o

State Tax
Basis % | RET

e .
a0 [ AL I I = ) )

Once you have completed all data entry for the certificate, click the Save button.
Upon clicking the save button, a confirmation popup will indicate that the
certificate has been saved. After confirming the popup message, you will be
presented with a screen showing “This Screen Is In Image Upload Mode”. This
gives you the opportunity to upload certificate images, such as PDF copies of
your certificate into the system. You can always edit the certificate and add your
documents later, per your preference.
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(OMA WEBTOOLKIT

DUCHARME, MCMILLEN & ASSOCIATES, INC. %

E New Upload Image Create Certificate ‘

General

Gurent System: DEMO

This Screen Is In Image Upload Mode
o Adjust The Fieids For & New Cerficate, Click This Button To EXt Image Upload Mode.

Jurisdiction Level

State Code

“Hold the Control (Cir) key down when msking multiple ssisctions

Customer ID EXAMPLECERTIFICATE o
“Hold the Control (Cir) key down when making muliple selections

If you wish to forego Certificate Document Uploads for now, or you have finished
uploading your documents, please click on the large “Image Upload Mode”
button to exit Image Upload Mode and to return to the certificate you just entered.
Now, you may select another state on the General tab and modify any other
information on the certificate. His allows you to enter multiple certificates for the
same customer, without having to re-type repeating information.

If you want to enter a completely new certificate for a different customer, click the
New button. This will reset all fields on the screen and allows you to enter a
completely different certificate.

Canadian Exemption Certificate

To exempt a Canadian customer at the GST level, select state as the Jurisdiction
Level in the CREATE NEW CERTIFICATE tool and Select Canada from the Sate
Code list. Enabling the Default to State flag will exempt the customer at all levels
while deselecting the flag will ensure that exemption only occurs at the GST
level.

@A WEBTOOLKIT =3

E New Save Create Certificate ‘

Cament System DEMO

Jurisdiction Level

Stata Code [
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Exemption at the PST level can be achieved by selecting the City/Province
Jurisdiction Level in the CREATE NEW CERTIFICATE tool. Be sure to select
Canada for the State Code and also select the province from the drop-down list
near the Location text field.

QOmA WEBTOOLKIT

Create Certificate i

Gument System DEMO

Jurisdiction Level

Location BRITISH COLUMBIA OR|[BRITISH COLUMBIA

Name
—Reason Code Categeries— v Adaress Line 1
Address Line 2
ciy
S
2ip Gode

5] oy Soloe

Advanced Tab

This screen allows for the use of multi-state certificates. Each certificate can now
be associated with one or more states. Simply fill in a certificate number for those
states that you would like to create the certificate for. Please be aware that the
selection on the “Advanced” tab overrides the state code selection on the
“General” tab, i.e. no certificate will be created for the state code that is selected
on the “General” tab. In addition to the certificate number, the expiration date can

be defined individually for each state.
Q@MA WEBTOOLKIT |

JL‘JJL'JL‘JJL‘JL‘;‘JL‘JJL‘JL‘J_%
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6.2. Find a Certificate

To locate a particular certificate,
select CERTIFICATE MANAGEMENT - FIND CERTIFICATE.

QGMA WEBTOOLKIT |

E Search  Advanced Search Find Certificate ‘

Search Criteria

Select the “Company ID” and/or enter the “Customer ID” and/or select a state
before clicking on the “Search” button to find the certificate. This will return a list
of the STEP certificates within the system that match the information that the
user entered in the above fields.

Note: the search that is executed via the Find Certificate function is performed
using the indexed STEP files in the outdata directory on the Taxware server
(compare to the Advanced Certificate Find function described later)

@riA WEBTOOLKIT.

Find Certificate i

Current System: DEMO

* Step Records shown in Darkened Gray ltalics are deactivated Selected Records: 0000

Job Number Customer Name State Province Jurisdiction Occurrence Image / Comment

TEST TEST1 AL ALL 00000

TEST TEST AL ALL 00000 (-]

The certificate find results page shows all certificates that match the selection
criteria. If more than 1000 certificates match the search criteria, only the first
1000 are displayed on the results tab.

Certificates that are deactivated are shown in italic font.

The result list can be sorted by Customer ID (Keyl), Customer Name, State or
Province, by clicking on the corresponding column header.

All certificates in the result list can be selected/deselected by clicking the
Select/Unselect All button. To select/deselect individual certificates in the results
list, check the checkbox to the left of a certificate.
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Once certificates are selected (checked) in the results list, the following functions
are possible by clicking the corresponding button:

Print Images: This will print all certificate images (scanned originals) that are
associated with the selected certificates. Whether or not a scanned image is
associated with a certificate is indicated by the image icon in the last column of
the results list. From the results list, you can also click on the image icon, which
will display the scanned image.

Activate: This will activate all selected certificates (check the Certificate Active
checkbox on the selected certificates).

Deactivate: This will deactivate all selected certificates (uncheck the Certificate
Active checkbox on the selected certificates).

Delete: This will delete all selected certificates. Any images attached to the
selected certificates will be deleted as well.

Generate Flat File: This will produce a comma delimited flat file that can be
downloaded to the users PC. The comma delimited file contains all fields of the
selected certificates in the STEPTRAN file format. Upon download of this file to
the users PC, the file can be opened in any MS office application for use in mail-
merge (i.e. to send certificate expiration letters to customers). Upon clicking the
Generate Flat File button a popup window will appear, that allows the user to
save the automatically generated file on the local PC.

(GrA WEBTOOLKIT e

Generate Flat File ‘

Zip File Created.

If the search criteria matched more than 1000 certificates, the initially generated
file contains the first 1000 certificates only. To generate a flat file containing all
search results, click on the “All Results” button. Should the search return more
results than Excel can handle in a single spreadsheet (~65000), the results can
be separated into multiple files by checking the appropriate checkbox. Due to the
potentially large file that is generated, the file is in a compressed format and can
be opened using the WinZip application. Once the file has been uncompressed
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using WinZip, open the file in a text editor or MS office application of your choice.
For the exact description of the record layout, please consult the Taxware STEP
manual for the STEPTRAN file format.

6.3. Advanced Find Certificate

The CERTIFICATE MANAGEMENT -> Advanced Find Certificate allows
for additional search criteria and therefore allows a more dynamic search. As
opposed to the Find Certificate function described earlier, the Advanced Find
Certificate function is performed using the STEP records that are kept in the
WTK database. The certificates in the WTK database are automatically kept in
synch with the certificates in the indexed STEP files in the outdata directory on
the Taxware server. If the WTK certificate database should become
unsynchronized with the STEP files on the Taxware server (for example because
you manually uploaded STEP certificate records outside of the WTK), you can
re-synchronize the WTK certificate database by using the Import STEP Database
function in the STEP Tools section described later in this document.

In addition to the Company ID, Customer ID and State Code available thru the
regular Find Certificate function, the Advanced Find Certificate function allows for
searches by:

e User ID (WTK user ID that was used to create the certificate)
e Image (if set to “Yes”, the WebToolkit search displays only certificates that
have an image attached)

Active/lnactive Certificate Flag

Certificate Number

Reason Code

Customer Name

City

Zip

Received Date

Effective Date

Expiration Date

Creation Date

The search fields Customer Name and City allow for generic searches. l.e. a
search for “Supply” will return certificates for “ABC Building Supply Inc.” as well
as “Advanced Construction Supply Incorporated”. Depending on the database
system (Oracle vs. SQL Server vs. Postgres SQL) that is connected to your WTK
system, the searches may be case sensitive (i.e., “Supply” does not return the
same hits as “supply” in an Oracle database system).
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QGMA WEBTOOLKIT,

Adv. Find Certificate ¥

Gurrent Sysiem DEMO

Additional Options.

Tax Certificate Details

Comment

Upon entering your search criteria and executing the search by clicking the
Search button, the search results are displayed in a search results page similar
to the results page of the Basic Find Certificate Search function described earlier.
The advanced search however allows for additional functionality:

Scan: If you have a supported scanner attached to your PC, you can click the
Scan button to scan and then attach an image to the selected certificates (see
6.1. Create New Certificate).

Upload: Use the “Upload” button to upload an image for the selected certificates.

Copy: Copies the selected certificates. The WebToolkit prompts the user for the
company id as well as the customer id that the copy will be associated with. All
other fields are copied from the original certificate. Any images that are attached
to the original certificate will also be copied.

Mass Search: The "Mass Search List" buttons located next to the Customer Id,
Number, and Customer Name fields allow a search for multiple values. The
maximum number of values allowed depends on the vendor of your toolkit
database.

DMA recommendations are as follows:

Microsoft SQL Server: 10,000

Oracle: 5,000
Postgres: 8,000
MySQL: 10,000
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6.4. Display or Edit an existing certificate

To edit or display an existing certificate, search for it using either the Basic
Certificate Search or the Advanced Certificate Search. Click on the certificate in
the results list to display its details. To edit the certificate information, simply
make the desired changes and then commit them by clicking on “Save”. Some of
the fields associated with a certificate cannot be modified (e.g. the certificate
type, the customer number, the company id, the state code, etc.). These fields
are considered the key fields of a certificate and are used to identify a particular
record.

The following functions are possible by clicking the corresponding button in the
menu bar:

Save: Saves the certificate record.

Copy: Copies all the information of the currently selected certificate. The user
can edit all fields before saving the new record. Please note that this does not
copy any images that are associated with the original certificate.

Delete: Deletes the currently selected certificate. Any images associated with the
certificate will be deleted as well.

Scan: If you have a supported scanner attached to your PC, you can click the
Scan button to scan and then attach an image to the selected certificates (see
6.1. Create New Certificate).

Delete Image: To delete an image, check the checkbox underneath the image
and then click on the “Delete” button.

Print Image: Prints the selected images (select an image by checking the
checkbox underneath the image).

Upload Image: Allows for upload on a certificate image. The Webtoolkit currently

supports the following image formats: JPEG, BMP, GIF, TIFF and PNG.
Additionally PDF files can be uploaded.

6.5. Certificate Revision History

For audit purposes, the WTK keeps track of the user-id, customer-id, change
date and type of change that was performed on any certificate. The
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CERTIFICATE Revision History function allows you to access this change history
using any combination of the available fields.

Example: If you would like to see all certificate creations, changes and deletes by
a specific user id during a specific time frame, select the WTK user id from the
User ID pulldown field, enter the date range in question and check the Add,
Change and Delete checkboxes.

QGMA WEBToOoLKIT,

Revision History i

General || Resulls

Current System: DEWO

Delete

Upon executing the search by clicking the Search button, the following report is
displayed. The report shows for each certificate the user id, date and old/new
field values for all certificate changes that meet the search criteria. The report
can be printed by clicking the Print button.

QGMA WEBTOOLKIT,

= seach Prnt Revision History ¥
3| Results |
PR
Company Id LEA Customer Name State Occur Number
TEST TESTH AL 00000
ose oatea T —— P - orgiaivake ewakn
2 WIRADw e =
Fo— Key 1 Customer Name State Occur Number
Tear Testez eson T A ooee
Ty T T o P o e
e o oo S
Company Id Key 1 Customer Name State Occur Number
TEST TEST22 MNelson Tax. AL 00000
ose toatea T acort ype sup 7o - crgimat v —
2 WivADHN pes e s
Fo— Key 1 [ — State Occur Number
Tear Testy A ooee
Ty R T o P o e
e o B2 S
[— Key 1 Customer Name State Occur Number
= = m =
st boied Useram Racord Type sup o Find e ortginavake Hewaks
by : = =

7. TAXCALCULATOR

To access the Tax Calculator Tool, select TAX CALCULATOR from the
navigation menu.

The Tax Calculator function allows the user to simulate tax calculations without
the need to create a transaction in the user’s billing, accounting, or Taxware
system for testing purposes. This tool can also allow the user to look up a tax
rate or to test the user’s Taxware configuration after changes are made to the
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system. The Tax Calculator will take into account any jurisdiction and nexus and
STEP certificate information.

Note: Default values for most of the fields can be set in the ADMINITRATOR --->
TAX CALCULATOR DEFAULTS screen. Section 11.7

@A WEBToOLKIT.

E Clear All Calculate History Save Mass Jurisdiction Lookup Tax Calculator l

Currant Systorn: DEMO

Ship To Address Ship From Address

State: Select a State v State: Select a State v

Gea Code
Other Information

Line tem Amount (## ##) Tax Type Default -

Freight Amoun (a4 8 CHETN] Sales

Product Cade:

To use the tax calculator, enter as much information as you have available about
the transaction. The following fields are required at a minimum to perform a
calculation:

Ship-From/Ship-To City, State, Zip code and Geo Code
Tax Base Amount

Calculation Date

Company Code

For a more accurate tax calculation, also enter the following values:

Freight Amount (taxed by Taxware according to the settings in the Freight File.
See Freight File Editor later in this document)

Product Code

Customer Number (to access STEP functionality). Please enter the Customer ID
exactly as stored in the STEP system (i.e. with leading zeros).

By default, the Tax Calculator sets the POO (Point-of-Order-Origin) and POA
(Point-of-Order-Acceptance) locations to the Ship-From location information. This
will return accurate tax calculation results for both Origin and Destination states.
If the POO or POA location is not equal to the Ship-From location, go to the
POO/POA tab and set the POO or POA location to your specific values.
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If you do not know the Geo Code for any of the Ship-To, Ship-From, POO or
POA locations, you can enter only the City, State and Zip Code values and then
click on the Find Geo Code button next to the Geo Code field. This will display a
popup with the available Geo Codes for the specified location. In the popup,
select the applicable Geo Code. This will copy the City, Zip Code and Geo Code
information into the Tax Calculator screen.

Alternatively, if you do not know the Zip Code or the City Name of the location,
you can enter a combination of State and Zip Code or State and City Name and
then click on the find Geo Code button. For the combination State/Zip, this will
return a list of all Cities that fall into the specified State/Zip range. For the
combination State/City name, this will return a list of all Zip Codes that fall into
the specified State/City name range. In short, the more information you enter
about the location, the fewer records are returned via the Find Geo Code
function.

Ship To Address - GeoCode Lookup x

Select the Appropriate Geo Code:

Zip Code Geo Code City County Outside City Indicator
46808 00 FORT WAYNE ALLEN No
Select Geo Code Close Window

Once you entered all required values, click the Calculate button, which displays
the tax calculation results. (To reset all fields to their initial values, click the Clear
All button).
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@13 WEBTOOLKIT | -

E Clear All Calculate History Save Mass Jurisdiction Lookup Tax Calculator *

General POOIPOA Results
Current Systam: DEMO
ki e [NDIAHA Basis Rate Amount Type
T AT Counlry 50.00 0.000% $0.00
P State $0.00 7.000% 0.00 s
::;5 County $0.00 0.000% $0.00 8
w City $0.00 0.000% $0.00 8
District $0.00 0.000% $0.00 8
Teritory $0.00 0.000% $0.00
ALLEN Secondary State $0.00 0.000% $0.00 -]
Secondary County $0.00 0.000% $0.00 8
Secondary City $0.00 0.000% $0.00 ]
Total 7.000% $0.00
o0
uso1
Basis Rate Amount Type
Foe 1
Foa 2
Fee 3
Foa 4
Foo 5
Total 0.000% $0.00

8. NEXPRO
8.1. Entering Company Information
The Taxware NEXPRO module is used to:

> Identify the jurisdictions in which your company has nexus;

» Select different levels of nexus that can be automatically applied to
transactions when using Taxware’s Sales/Use Tax System;

» Set the Nexus jurisdiction at different business locations;

» Verify jurisdiction information for the business location and for the Ship-
From, Point-of-Order Origin and Point-of-Order-Acceptance locations
using the VERAZIP System;

To access NEXPRO, select NEXPRO - NEXPRO.

(LOMA WEBTOOLKIT

DUCHARME, MCMILLEN & ASSOCIATES, INC.

E New Company

Current Company Codes

Current Systarm: DEV

Company ID Business Division Business Location Company Master
TEST TEST TEST ™ FORT WAYNE ¥

To view/maintain current company profiles click the appropriate Company ID
from the table.

To create a new company profile, click the New Company button.
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An existing company profile record can be deleted by clicking the delete button
(after the record has been selected as described above)

QGmA WEBTOOLKIT | RN

E Back Save NexPro Create Company ‘

Company Information || Ship From | POO/POA_|[ Nexus_|

State: AL-ALABAMA -

To create a new record, provide the following information:

- Company ID;

- Business Location;

- Company city, state/province, county, zip/postal code, geo code;
- Audit File location information;

- Ship-From Information, if necessary;

- POO Information, if necessary; and

- POA Information, if necessary.

(OMA WEBTOOLKIT |

NexPro Create Company ¥

This tab is used to fill out the Ship From/POO/POA information if applicable.

Page 41 of 105

©2022 DuCharme, McMillen and Associates, Inc.



AN EXTENSION OF YOUR TAX DEPARTMENT

DMA Web Tool Kit
User Reference Manual

If the Company Record is a Company Master Record AND the TAX ALL
STATES Checkbox is unchecked the user can then set both STATE and LOCAL
NEXUS Records.

—
OMA WEBTOOLKIT —_

NexPro Company Information ¥

= Bac int

By Clicking on a State in the Table:

For STATE NEXUS, the user can put Nexus details for each of the States in the
list. The options, depending on the state, are as follows:

Don’t Tax All in this State;

Tax All in this State;

Tax All in this State, Exclude All Locally Administered Cities and Counties;
Tax All in this State, Include Only User Selected Administered Cities and
Counties;

e Tax Allin this State, Exclude Only User Selected Administered Cities and
Counties;

If no state nexus has been maintained for a particular state, the system assumes
normal taxability for that state (Tax All in this State)

If the particular state the user is selecting contains any of the last three selections
in the above list, then the user can apply a Local Nexus Record to the System.
The user is given a list of local cities and counties that can be selected. Select
the appropriate local jurisdictions for the company record and click “Save.”
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These records can be updated at any time if the nexus jurisdictions for the
company record should change.

e
@A WEBTOOLKIT | R

Cumsnt Sys
General Information
G TEST
B TEST

.ocal Nexus Information

You'll notice that the Available Counties and Available Cities fields are disabled

in the above screenshot. This is because Nexus Descriptions “TAX ALL IN THIS
STATE” and “DON’T TAX AT ALL IN THIS STATE” cannot save specific counties
and cities.

In previous versions of the software, the counties and cities could be selected,
but would not save. Under those two Nexus Descriptions, that information is not
supposed to save. Those fields are now blocked out in the latest release of the
software.

For more information on this standard Taxware tool see the following:

Taxware Sales/Use Tax System Toolkit (Toolkit PDF File, the Sales/Use User
Guide PDF File, or the Sales/Use Technical Guide PDF File).

8.2. Activate NEXPRO Changes

Changing NexPro records does not directly change the files used by your
Taxware tax engine. This is performed as a 2 step process to keep you from
having an incomplete NexPro setup active while transactions are being
processed through the system. Once you have your NexPro information set up
the way you desire and there are no current transactions being processed, you
can select NEXPRO --> Activate NEXPRO Changes. You will be warned again
about applying changes to an active system. If you click OK your changes will be
applied.
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Response Needed

.-/ \ ACTIVATE NEXPRO CHANGES:
7

This will copy Taxware Nexus files from the tkout directory to the outdata directory.
Please perform this operation when Taxware is not in use.

Proceed?

Yes No

9. AUDIT REPORTING
9.1. Report Writer

With any Taxware system, users are limited to a certain set of reports that can be
generated. As a result, DMA has created the Report Writer tool, which allows
users to create custom reports, using audit file information that is stored in the
WTK audit database. Report definitions can be saved so the user can re-
execute the same report at a later time. The report can be produced in a
printable format or it can be saved as a comma delimited file, so the data can be
processed further in Excel or Access. The report write tool can also be used to
re-create a Taxware Audit File (flat file) from the information stored in the WTK
audit database.

To access the Report Writer, select Audit Reporting ---> Custom Reports from
the main menu.

@riA WEBTOOLKIT

E Edit Query Delete Query Execute Query Custom Reports *

Query Selection

Curront Systarn; DEMO

Build a Query
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Once a query is built, it can be saved in the system for future use. To access an
existing report definition, select the query from the “Saved Queries” select
dropdown on this screen. Once the report definition (Query) has been selected,
it can be re-executed by clicking Execute Query. You will then be given a choice
to create a Report (screen), a Comma Delimited File or an Audit File format. You
can delete a query from the system by clicking DELETE QUERY.

To build a new query, enter an alias for the query (a short meaningful phrase to
describe the query for the system, i.e. Q1 Sales Tax Total in Maine). Click the
BUILD... button to continue. From there the screens are similar to the Edit Query
selection as described below.

Edit the fields and parameters of the query by clicking EDIT QUERY. You can
execute the query at any time during you query definition, by clicking the Execute
Query button. To reset a tab to it’s initial values, click the Clear Tab button. To
save a Query definition for later execution, click the Save Query button.

(DMA WEBTOOLKIT

DUCHARME, MCMILLEN & ASSOCIATES, INC.

E Back Save Query Save QueryAs Execute Query Clear Tab Edit Query l’

Column Names || s

tion || Criteria | Additional Options || Query Statement |

Current Systom: DEMO

General Information

Company Id * (] CostCenter * ) Credit Indicator & (] Cuency Cade 1 Customer Name * Customer Number
Division Cade Invaice Number Invaice Lina Num. Misc Information User Praduct Code * ] Tax Product Coda *
Location Information
City Name * Caunty Name Geo Code POA City POA County Code | POA State Code
POO City POO County Code POO State Code Ship From City Ship From County Code ] Ship From State
Ship To City Ship To County Coda Ship To Stata State Code * Zip Code *
Cily Basis Amt. City Exempt Amt. City Texx Amt. Contract Amt. County Basis Amt. ] County Exempt Amt.
County Tax Amt Discount Amt, District Basis Amt istrict Exempt Amt is asi
) Federal Exempt An. C] Federal Tax Amt ) Freight Amount
Secondary City Exampt Amt Secandary City Tax Amt Secondary County Basis Amt. anty Exempt Amt.
Secondary State Exempt Amt Secondary State Tax Amt State Basis Amt. State Exempt Amt. State Tax Amt.
Total Taxes.

City Tax Rate County Tax Rate Federal Tax Rate Secondary City Tax Rate Secondary County Tax Rate ] State Tax Rate

This screen shows a listing of fields contained in the audit database, separated
by category. Clicking the checkboxes will select that particular field for inclusion
as a column in the report.

The Summarization tab shows all the numeric fields that can have mathematical
functions performed on them. These numerical functions include:

SUM
AVG
MIN
MAX
COUNT
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Example 1: You select the field State Code and State Tax Amount on the
Column Names tab. On the Summarization tab, you select the function SUM for
the numeric field State Tax Amount. This will produce a report that contains one
line per state with the total amount of state tax for each state.

Example 2: You select the field State Code and State Tax Amount on the
Column Names tab. On the Summarization tab, you select the function MAX for
the numeric field State Tax Amount. This will produce a report that contains one
line per state with highest state transaction amount for each state on any one
transaction in the audit database.

Example 3: You select the field State Code and State Tax Amount on the
Column Names tab. On the Summarization tab, you select the function COUNT
for the numeric field State Tax Amount. This will produce a report that contains
one line per state with the number of transactions for each state in the audit
database.

QOMA WEBTOOLKIT | RN

E Back Save Query Save QueryAs Execute Query Clear Tab Edit Query *

lumn Names || Summarization || Criteria || Additional Options || Query Statement

Numeric Columns For Grouping and Summarization

The Criteria tab allows you to define selection criteria for your report including a
WHERE clause into the query. You define a WHERE clause, by selecting a
column name, an operand and a value.

Available operands are:

> (Greater than)

< (Less than)

= (Equal to)

<> (Not equal to)

<= (Less than or equal to)

=> (Greater than or equal to)

LIKE

Page 46 of 105

©2022 DuCharme, McMillen and Associates, Inc.



AN EXTENSION OF YOUR TAX DEPARTMENT

DMA Web Tool Kit
User Reference Manual

e IN
There are eight individual “Where” clauses that can be separated by an AND or
an OR clause.

Example 1:
Column Name Operand Value
State Code = FL

Result: this will select all records where the State Code equals to FL

Example 2:

Column Name Operand Value

Invoice Date >= 20220101 AND
Invoice Date <= 20220131

Result: this will select all records with an invoice date of January 2022. Note that
all date values need to be specified in the format YYYYMMDD

Example 3:
Column Name Operand Value
City Name LIKE New

Result: this will select all records where the City Name contains the value New.
E.g, New York, New Orleans, Newton

Example 4:
Column Name Operand Value
State Code IN AK,AL,CA,FL,GA,IN,ID,TN,TX

Result: this will select all records where the State Code is contained in the
specified list of states
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(DMA WEBTOOLKIT

DuCHARME, MCMILLEN & ASSOCIATES, INC.

E Back Save Query Save QueryAs Execute Query ClearTab Group Fields Edit Groupings Edit Query l
Column Names || Summarization || Criteria || Additional Options || Query Statement |
Curent System: DEMO
Company Id ~|[=v][oEmo -
OR v
State Code ~||= | | AL - ALABAMA ~
AND
O [ Column Names vz~
AND v
Column Marmes vl [= ~
AND w
O | Column Mames vl= >
AND v
Column Names vz~
AND ~
O | Column Mames vol= v
AND
O [ Column Names vz
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(DM"’A WEBTOOLKIT

E Back Save Query Save QueryAs Execute Query Clear Tab Edit Query ‘

Currant System: DEMO

DESCENDING

~ || County Name

Choose a company to detail in the header of the report: | Test v

The Additional Options tab allows you to define an Order By clause, which allows
you to sort the report output in Ascending or Descending order for up to five
columns of the report. Note that you can only sort by columns that you also have
selected on the Column Names tab.

The Subtotal by clause allows you to create one subtotal in addition to the grand
total that is automatically added for all numeric columns. Note that you can only
subtotal by a column that you also have selected on the Column Names tab.

The Company ID selection allows you to define the report header (company logo
and address) for the report output. Please see Audit Reporting Admin under the
Administration section later in this document.

Example: You selected the columns State Code, County Name, City name, State
Tax Amount, County Tax Amount and City Tax Amount on the Column Names
tab. For the Subtotal By clause, you selected County Name and for the Order By
clause you selected State Code, County Name and City Name. In addition, you
selected Function SUM for column State Tax Amount on the Summarization tab
and a Where clause of State Code = AR.

Result: this will produce a report for the state of Arkansas that will contain one
line with the total State Tax, County Tax and City Tax Amount for all transactions
in the audit database, which have the same State Code, County Name and City
Name (tax totals by State, County and City). In addition, the report will be sorted
by State Code and with State Code by County Name and within County Name by
City Name. In addition to the grand total for all transactions, the report will
contain a Subtotal of State Tax Amount, County Tax Amount and City Tax
Amount after each new County Name. See below.

TEST

QUERY: City Detail Report

Company  Invoice County
Id

Wisc [ u sete 2o g yane Geo  Gross StateTax  CountyTax  CityTax  StateBasis  SialeExempt  Inwolce
Humber Information  Number Name Code  Code Nome Code  Amount  Amt . . Amt. Amt. Date
F

um  BOCA PALM
. RATON  BEAC
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Once you are on the report results screen, you can click the Back button to go
back to your report definition (and make changes to the definitions and re-run the
report until it meets your expected result) or you can click on the Print button,
which will send the report output to a printer.

9.2. Import Audit File

Since the Custom Reports functionality reads the data in the WTK audit
database, it is important that you first import the Taxware audit file (flat file on
your Taxware server) into the WTK audit database before running any Custom
Reports.

To import the Taxware audit file into the WTK audit database, select AUDIT
REPORTING - Import Audit File. The next screen to display will present the
option of using the current audit file or uploading a new audit file. To use the
current audit file select “Use the current audit file”. This function will import all
NEW records from the Taxware audit file into the WTK audit database. Please
note that only those records that have been added to the Taxware audit file since
the last time the Import Audit File function was executed will be imported. To
import a new audit file, please select “Upload a new audit file...”. Use the Browse
button to select an audit file that is on your local PC. Please note that using that
uploading an audit file will upload ALL records to the WTK database.

This function potentially runs a long time, depending on the amount of data that
is imported into the WTK database. Once you start the Audit File import, you will
see an hourglass until the import has finished. For extremely large imports, you
can simply close your browser (and shut down your PC) once you see the
hourglass. Since the Audit File import process run as a server process on the
WTK server, closing your browser or shutting down your PC with not affect the
Audit File import process (it simply continues to run on the server, where you can
let it run over night).

9.3. Clean Audit Table
The Reset Counter tab allows the user to change the pointer in the audit file to

import from that position the next time you add to the audit file. To execute this
task, enter a number in the text box and click Reset Counter.
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(DM"’A WEBTOOLKIT
DUCHARME, MCMILLEN & ASSOCIATES, INC.

= ResetCounter Purge Clean Audit Table ¥

[ ResetCounter || Purge AuditDB || Update Audit Table

Currant System: DEMO

Audit File Position Management

udit file position: 1226270

*A value of 0 (zer0) is the beginning of the auit file

The Purge Audit DB tab allows for the purging of records from the audit file.
There are 4 options to purge records

1. Purge by Date

2. Purge by Company ID

3. Purge by Invoice Number

4. Purge all Records

To execute this task, make a selection and click on the Purge Button.

QOMA WEBTOOLKIT

E Reset Counter  Purge Clean Audit Table l

[ Reset Counter || Purge AuditDB | Update Audit Table |

Curent System: DEMO

AuditFile Table Purge Options

® Purge by Date Invoice Date - Single Date

Lower Date: 78] (mmvdyyyy) Upper Date:

Purge by Company Id
Company Code

Purge by Invoice Number
Invice Nunber

Purge all records

9.4. Update Audit Table

The Update Audit Table tab allows for the execution of custom queries on the
WebToolkit database. Before the queries can be executed, they need to be
uploaded to the WebToolkit using the Upload Custom Query option described
below.

To run a custom query, first select it from the dropdown box. The query string will
then be displayed with a checkbox. To execute it, make sure that the checkbox is
selected and click on the Run button in the top menu bar.

Similarly, the user can delete a query by selecting it from the list, checking its
checkbox and then clicking the Delete button.
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Please be aware that this is a very powerful feature that should only be used by
users who are familiar with the Standard Query Language and the structure of
the WebToolkit database.

@MA WEBTOOLKIT,

= Delete Run Clean Audit Table ¥

unter || Purge Audit DB || Update Audit Table

Custom SQL Query Preview

10. TOOLS

In the Tools section you will find tools and utilities that will allow you to manage
and customize your Taxware system

10.1. Custom Product Code
The Custom Product Code section allows you to fully manage the custom
product codes in your product taxability files

10.1.1. User Defined product Codes

The User-Defined Product Code function allows you to create custom product
codes (with custom tax rules) in the Taxware system.

To create a new product code, click the New Product Code button. Note that all
custom product codes need to be defined in the number range between 90000
and 99999. Taxware reserves all other numbers.

To change an existing product code definition, click on a product code in the list.
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@3 WeBTooLKIT, =

E New Product Code  Synchronize Descriptions  Validate Tax Rule User Defined Product Codes l
Current Product Codes
went System DEMO
Total Product Codes: 25
Code Taxware Code Short Description  Long Description
s0002 71001 MEALS MEALS
90003 0990 EXEMPTGODES EXEMPTCODES
50004 o040 FOPT PO PT
80005 -
20008 o010 MOTORVEHICL MOTORVEHICL
#3007 70040 POPT PO FT
20008 70040 POPT PO PT
50008 70040 PDPT POPT
80010 70040 FDPT FOFT
50011 71001 MEALS MEALS
2012 0990 EXEMPTCODES EXEMPTCODES
50100 c AR Rebale AR Retiae
90908 - 40609 90808
s2000 - = et
92001 60020 FARM MAGH FARM MACH
83000 81000 CLTH.GEN CLTH.GEN
85000 a Trest Tlest
o652 son7 MOTOR VHCLE MOTOR VHCLE
el 61000 CLTH-GEN CLTH-GEN
20765 - 12345 12345
o880 050 EXEMPTGODES EXEMPTCODES
o905 89000 RESERVED Reserved far Arkansas 77? Purchase Transaciions whers the Organization Opts to apply fax net of the 32,500 local lax cap
sas7 0258 MEDICAL MEDICAL
90998 617 PRTS D/EM PRTS DIE M
o010 o010 MOTORVEHICLE Mo vehicle leases or renials cassiied by fype of vehicle - General auiomoblle leases of renials - Lease or rental period of 28 days orless

On this screen, you have four options besides editing existing product codes.
e Create a new Product Code
e Synchronize Descriptions
e Validate Tax Rule
e Sync Tax Rule
New Product Code

The first step to create a custom product code is to assign a product code
number (90000-99999), and a short and long description.

QOMA WEBTOOLKIT | N

E Back Save New Product Code ‘

Curent System: DEMO

Product Code Information

Product Code:
Taxware Code:
Short Description

Long Description:

If the new product code is based on an existing (Taxware product code) enter the
Taxware code in the “Taxware Code” field to copy all existing rules, short and
long description to the new custom product code.

After creating the code itself along with its associated descriptions, click on the
Tax Rules tab, which allows you define the tax rules for this custom product
code.
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If the rules were copied from a standard Taxware code the “Link” checkbox will
be set. To edit the rule, select the rule and hit the “Un-Link” button in the top bar.

Note: setting the “Link” flag is an indication the corresponding rule should match
the Taxware code rule. The custom product code rule will be updated should
there be any changes to the Taxware code rule. See Validate and Sync Tax
Rule below for more information on the syncing process.

‘ WEBTOOLKIT

DUCHARME, MCMILLEN & ASSOCIATES, INC.

= Back NewTaxRule Edit Product Code ¥
T

Transit Rate
ALABAMA State - - - - - 00000
ALABAMA City THOMASVILLE - u - - 00000
ARIZONA State - - - - - 00000
ARIZONA City CASA GRANDE - - - - 01800
ARIZONA City CHANDLER - - - - 01800
ARIZOMNA City COLORADO CITY - - - - 03500
ARIZONA City ELOY - - - - 08000
ARIZONA City FLAGSTAFF - - - - 04281
ARIZONA City GLENDALE - - - - 03800
ARIZOMNA City GOODYEAR - - - - 04000
ARIZOMNA City GUADALUPE - - - - 05000

In the Tax Rules tab, you define a rule for each taxing jurisdiction where this
product code should return non-standard tax rates. Tax rules can be created for
State, County and City jurisdictions.

Click the New Tax Rule button to create a new tax rule or click on an existing rule
in the list.

DUCHARME, MCMILLEN & ASSOCIATES, INC

‘ A WEBTOOLKIT

—-—
== Cancel Un-Link Edit Tax Rule ‘

Currant System: DEMO

Product Code: 90011 State: ALABAMA
Record Type:  State Location -
Current Tax Rate: | 00000 Effective Date: |03 01 | 2015 3 (mmiddiyyyy)

Max Current Tax Amount: | 00000.00 ks 0000000 00

ol Cirant Raks 1 00000 Max Current Effective Date: 04 | |24 | 2018 | [T5] immiddiyyyy)

Max Current Rate 2: 00000 Max Gurrent Coda. 00
Tax State: s rate on =) Bypass Max Tax: | Use Standard Max Tax (space) v

Tax City Specal v Record City Saparats City Record (¥)

Tax Count Record County: | No Separate County Record (spa v

Tax Transit Linked

* Special = Use speciied rate if suppled, atherwise use rate an fil.

To define a tax rule, the following parameters are available (for a detailed
description of those fields, please see the Taxware manual for custom product
codes, i.e. the record layout of file produpdt_xxx in the Taxware indata directory.
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Record Type: State, County or City records are possible (For Canadian product
codes, select CANADA as the state. Canadian provinces are treated as Cities by
Taxware and product code definitions for Canadian Provinces must therefore be
created as city records)

State: State that the product code is applicable to

Location: For State records, leave blank. For County records, select a county
from the pull down list. For City records, type in the exact city name as
maintained by Taxware (use the VERAZIP reports described earlier to identify
the exact city name). For Canadian Province records, type in the Province name
as maintained by Taxware.

Effective Date: The date that this product code should be effective from. You can
define product codes with a future effective date, to prepare the system for
upcoming changes in the tax law.

Current Tax Rate: If you want to assign a fixed tax rate for this product code,
enter the rate here. Example 3.125% are entered in the format .03125.

Max Amounts: this section allows you to define max tax rules for your product
code. Please see the current Taxware manual for the possible values in this
section. The values here will depend on the Taxware version that the WTK is
connected to.

The following fields are only applicable to State records: (Note that there needs
to be a State record for every custom product code that you define — even if you
only want to define a tax rule for one specific city or county, you still need to
create an associated State record).

Tax State: select Use Specified rate (T), if you have entered a fix tax percentage
in the Current Rate field of a state record. Select Exempt (E) if you want to
exempt the product code at the state level. Select Use Rate on File (space) if you
want to tax the product code at the current tax rate on the Taxware tax master
file (used if you want to create a city record with a custom rate, but want to tax
the state at the default rate)

Tax City: select Use Specified rate (T), if you have entered a fix tax percentage in
the Current Rate field of a city record. Select Exempt (E) if you want to exempt
the product code at the city level. Select Use Rate on File (space) if you want to
tax the product code at the current tax rate on the Taxware tax master file. Select
Special (space) if you want to use the specified rate for the specified city records,
but want to use the default rate for all other cities not individually listed.

Tax County: select Use Specified rate (T), if you have entered a fix tax
percentage in the Current Rate field of a county record. Select Exempt (E) if you
want to exempt the product code at the county level. Select Use Rate on File
(space) if you want to tax the product code at the current tax rate on the Taxware
tax master file. Select Special (space) if you want to use the specified rate for the
specified county records, but want to use the default rate for all other counties
not individually listed.
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Tax Transit: Select Exempt (E) if you want to exempt the product code at the
transit tax level. Select Use Rate on File (space) if you want to tax the product
code at the current tax rate on the Taxware tax master file.

Bypass Max Tax: Select Use Standard Max Tax (space) if you want this product
code to apply Taxware’s standard max tax processing logic (if applicable). Select
Bypass Standard Max Tax (Y) if do not want this product code to apply
Taxware’s standard max tax processing logic.

Record City: Select No Separate City (space) if you do not plan to add individual
city records for this product code (this flag is set for performance reasons, to
prevent Taxware from searching for city records even though you already know
that there won'’t be any city records). Select City Record Exists (Y), if you plan on
adding individual city records for this product code.

Record County: Select No Separate County (space) if you do not plan to add
individual county records for this product code (this flag is set for performance
reasons, to prevent Taxware from searching for county records even though you
already know that there won’t be any county records). Select County Record
Exists (Y), if you plan on adding individual county records for this product code.

Synchronize Descriptions

During Monthly Taxware updates the proddesc (product codes description) file
may get updated with a new file. If you have custom product codes and would
like them to reappear in this description file, use this feature.

Validate Tax Rule

During the monthly Taxware updates the prodseq file containing the standard
Taxware product code rules may be updated. The Validate Tax Rule will
generate a report showing any changes for all custom product codes linked to a
Taxware product code

Product Code Synchronization Preview x
Synchronize Tax Rules

Product Code Taxware Code Short Description
MOTORVEHICLE

Action Productcode State Location Rate Effective Date State City County Transit
Add 99999 AL 003 01750 071101 - - -
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Sync Tax Rule

While the “Validate Tax Rule” shows a preview of tax rules that need to be
added, updated, or removed - the “Sync Tax Rule” option will perform the actual
addition, update, and/or removal operation.

10.1.2. Export Product Codes

Certain conditions may arise where you would like to export the custom product
codes in one system, and import them into another. Other applications might
arise, if your system is required to perform a master file replacement, and your
custom product codes would be eradicated in the process.

The first step in achieving these goals would be to export or reapply your current
codes and tax rules using this utility.

When you access this utility, you will see a listing of product codes and there
associated tax rules by the jurisdiction for which they exist.

DMA WEBTOO

E Select/Deselect Al Export Selected  Reapply Selected Export Product Codes ‘

Export Product Codes |

ALABAMA ALABAMA NEW YORK
ALASKA ALASKA ALBANY (001)

ARIZONA
ARKANSAS

CALIFORNIA
COLORADO
CONNECTICUT
DELAWARE

DISTRICT OF COLUMBIA
FLORIDA

GEORGIA

HAWAN

IDAHO

ILLINOIS

INDIANA

1OWA

ARIZDNA
ARKA

CALIFORMIA

COLORADO
CONNECTIGUT
DISTRICT OF COLUMBIA
FLORIDA
GECRGIA
Al
1DAHG
ILLNGIS
ADANS (001)
ALEXANDER (003)

N (005)

DISTRICT OF COLUMBIA
FLORIDA
GEORGIA

ADAMS (001)
ALEXANDER (003)
BOND (008]
BOONE f007)
BROVIN 1003)

Once you select the Tax Rules you would like to export or reapply, select the
appropriate button, and you will be prompted to continue.

10.1.3. Import Product Codes

The Import Product Codes utility provides an easy way to upload and run a
custom product code file called produpdt_xxx. If you have the produpdt_xxx on
your desktop, select the Upload button from the top of the screen. If the file is
already in the Taxware->Indata directory, you may select the Run button to
execute the file immediately. A report will come back with the results from the

utility.
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DUCHARME, MCMILLEN & ASSOCIATES, INC

‘ A WEBTOOLKIT

= Upbad Run Import Product Codes ¥

Current System: DEMO

Import Product Codes
® Import the current produpdt o file in the indata directory

10.2. Product Code Conversion

The product code conversion utility allows you to map your internal SKU
numbers or product group codes to a Taxware product code. With the WTK, you
can maintain the mapping between a Taxware Product Code and your internal
material code.

10.2.1. Create Product Code Conversion

To access the Product Code Conversion Tool, select TOOLS - PRODUCT
CODE CONVERSION = CREATE.

‘ A WEBTOOLKIT

DuCHARME, MCMILLEN & ASSOCIATES, INC.

= Create Mappings Product Code Conversion l

Current System: DEMO

Product Code

Company ID | TEST v Product Code | 00006 Businass Location | Default w

Code Descr:

00008 MOTORVEHICLE Rental
00007 MOTORVEHICLE
00008 LE

00012 MOTORVEHICLE
00013 MOTORVEHICLE
00014 MOTORVEHICLE
00015 MOTORVEHICLE
00018 MOTORVEHICLE

Sku Mapping

Lower Range

Uoper R Sku (Widcards: " and ™ aftowsa)
pper Range

This Tool updates the prodconv.dt and the prodconv.nx files on the Taxware

System. To properly map internal codes to Taxware product codes, use the
following procedure:

Click on COMPANY ID to select the company for which you want to create
product code mappings;

Select a PRODUCT CODE from the product code description list;
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Enter the SKUs or internal product codes that will be assigned to this Taxware
product code by doing one of the following;

e Enter a single SKU in the SKU field,

e Enter a range of SKUs by entering the lower boundary in the LOWER
RANGE field and the upper boundary in the UPPER RANGE field; or

e Enter SKUs with a wildcard character. (For example, entering the value
“10*” in the ENTER SKU field would map all of the following SKUs to the
assigned product code: 10, 100, 101, 102, 103, 104, 105, 106, 107, 108,
and 109. Entering the value “10?” in the Enter SKU field would map all
the following SKUs to the assigned product code: 100, 101, 102, 103, 104
etc);

Click on BUSINESS LOCATION to select the corresponding location, if desired,;
Click SAVE to save the user’s product coding. A screen appears with a detailed
list of every SKU which will be assigned to the selected Taxware product code

(NOTE: If using a wildcard, the user will be prompted to enter a maximum SKU

code length — e.g., 4 characters. The maximum value permitted is 20. Once
identified, press CONTINUE);

Create Product Code Conversion - Max Sku Length x

Enter a Maximum Sku Code Length

This value is required to limit the number of combinations possible for: 10*

Note: Longer Sku lengths may take time to generate. Please be patient.

Continue Cance

Deselect any SKU from the list which should not be mapped to the selected
Taxware product code.
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Click the Create Mapping button to create the product code mappings.
—
OmA WEBTOOLKIT RN

E Create Mapping  Cancel Prod. Code Conv. Confirmation J'

Current System: DEMO

You are about to create/update mappings for the following Sku codes:
Lower Sku Current Product Code New Product Code

10.2.2. Search, Update, And Delete Product Code Conversions
Search

To search for a particular product code conversion, go to TOOLS - PRODUCT
CODE CONVERSION - SEARCH UPDATE AND DELETE.

Enter the following:

(1) Company ID;
(2) One of the following:
(&) A SKU;
(b) A SKU range; or
(c) A specific product code.
(3) Business location, if identified when created.

Press the SEARCH button. The system will then display all existing mappings for
the specified criteria.

@A WEBTOOLKIT,

E Update Mapping  Delete Selected  Select/ Unselect Al Reset Prod. Code Conv. Management *

1 matchies) found for Product Cods: 00006

Company ID ines: Ci n Lower Sku Product Code
TEST 00001 00020 00006

Update

To update a product code conversion, follow the “Search” procedure immediately
above to identify the mapping that needs to be updated. After getting search
results, modify the product code assignments as desired and press the UPDATE
MAPPING button.
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Delete

To delete product code conversions, follow the “Search” procedure as noted

above to identify the mapping that you wish to delete. After obtaining search
results, mark the records you wish to delete with a check mark in the “Delete”
column, and then press the DELETE SELECTED button.

10.2.3. View Product Code Conversions

To view all product code conversions that have been made, go to TOOLS >
PRODUCT CODE CONVERSION - VIEW ALL. Sort the resulting report by
either “Lower SKU” or by “Product Code” by clicking on the corresponding
column heading. The listing of product code mappings can also be downloaded
as a comma delimited file to your PC. Click the Download File button to
download.

QOMA WEBTOOLKIT | RN

E Export Conversions Prod. Code Conv. File View J—

Curent Sysi
Company ID Business Location Lower Sku Upper Sku Product Code
1

00002 00006

1 00003 00006 00006

1 00007 00008 00006
TEST 00001 00020 00006
TEST TEST 00001 00017 00006
TEST TEST 00017 00020 00006

uuuuuu

TEST TEST 0099650 0099999 00010

10.2.4. Activate Product Code Conversions

Once you have made all necessary product code conversions, whether new,
updated, or deleted mappings, the changes must be activated. Perform this
action by going to TOOLS - PRODUCT CODE CONVERSION -> ACTIVATE
PRODUCT CODE CONVERSIONS. Systematically, this action copies the
product code conversion files from the “tkout” directory to the “outdata” directory
on the Taxware server, which allows the Taxware system to recognize it.

The end result of the product code conversion is the mapping of Taxware product
codes such that the taxability of each product will be defined in the system.

10.3. Administration Codes
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10.3.1. Maintain Administration Codes

Administration codes allow you to define overwrites to the tax rate master files
delivered by Taxware. Prior to the implementation of the NEXPRO functionality
by Taxware, Administration Codes represented the only method of applying
special taxation requirements to a specific taxing jurisdiction. However with the
availability of the NEXPRO module in more recent versions of the Taxware
system, the use of Administration Codes has become obsolete.

The WTK supports Administration Codes primarily due to the fact that the
Taxware COBOL or RPG versions even in newer releases do not provide the
NEXPRO functionality. Consequently, we discourage the use of Administration
Codes if you are using the C version of the Taxware product.

TOOLS ---> ADMIN CODES ---> MAINTAIN

QOmA WEBTOOLKIT | N

Current Admin Codes ‘

Current System: DEMO

Admin Codes By State

Alabama Delaware DistrictOf Columbia Florida Georgia
Hawali Idahg lincis Indiana lowa

Kansas Kentucky. Louisiana Maine Maryland
Massachuselts Michigan Minnesota Mississippi Missouri
Montana Nebraska Nevada NewHampshire NewdJersey
NewMexico NewYork NorthCarolina NorthDakota Ohio

Oklahoma Oregon Pennsylvania Rhodelsland SouthCarolina
SouthDakola Tennessee Texas Utsh Vermont

Virginia Washington WestVirginia Wisconsin Wyoming

Canada International PuertoRico Virginlslands Pacificlslands
Guam AmericanSamoa ArmedForces Americas ArmedForces Europe ArmedForces Pacific

To create a new Administration Code, click the New button. To maintain an
existing Administration Code, click on the state name for which an Administration
Code has already been defined.
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‘ WEBTOOLKIT

»»» ME, MICMILLEN & ASSOCIATES, INC

New Admin Code i

Current System: DEMO

Admin Code Information

All States
AL - ALABAMA
State Code AK - ALASKA
AZ - ARIZONA
AR - ARKANSAS
State Admin Code: Calculate all taxes e
County Admin Code: State administered, calculate taxes ~
CityTown Admin Code: | State administered, calculate taxes bt

On the New Admin Code screen, select the state code (or by holding the CTRL
key, multiple state codes) for which the Administration Code should be
applicable.

Next, choose the taxation option for the state, county and city level from the
corresponding pulldown fields. For a complete description of the available
options in the pulldown fields, please consult the Taxware Technical Reference
Manual. The options selected at this level of the of the Administration code
definition are applicable to all jurisdictions with the selected state and are
automatically propagated to all jurisdictions (counties and cities) with the selected
state.

Next click the Save button, which returns you to the Administration Code
overview screen.

To define local Administration codes for individual cities or counties, select the
state for which you want to create local administration codes. This will present
the state Administration Code definition screen. From here, you have the ability
to change your state Administration Code settings or delete the state
Administration Code by clicking the Delete button.

(OMA WEBTOOLKIT
DUCHARME, MCMILLEN & ASSOCIATES, INC %

= Back Delete Save Edit Admin Code *

General || Local Admin Codes

Current System: DEMO

Admin Code Information

State Code. Alabama

State Admin Code: Calculate all taxes v

County Admin Code: State administered, calculate taxes v
City/Town Admin Code: State administered, calculate taxes hed

To create a local Administration Code for the selected state, click on the local
Admin Codes tab and click the New Local Admin Code button. To edit an existing
Local Admin Code, click on an existing Local Admin Code definition in the Local
Admin Code tab.
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(DMA WEBTOOLKIT

DUCHARME, MICMILLEN & ASSOCIATES, INC

—
== Back Save New Local Admin Code ‘
Current System: DEMO
Local Admin Code Information
Description
State Alabama
Record Type: >
ZIP Code: OR Select from | ZION HEIGHTS v
Geo Code:
Date: 78] (mmiddiyyyy)
County Code: OR Select from bl
Tax Authority Name:
New Admin Gode: v

On the local Administration Code screen, specify the following values:

Description: Description of the purpose of the Local Admin Code. l.e. “Exempt
City XYZ”

Record Type: County or City Admin Code

Zip Code or City name: If you are creating a City Admin Code, enter either the
ZIP code or select the city name from the city pull down list.

Geo Code: If you are creating a City Admin Code for a particular taxing
jurisdiction with a city, enter the Geo Code for the jurisdiction that the Local
Admin Code should be applicable for.

Date: Effective date for the Local Admin Code

County Code or County Name: If you are creating a County Admin Code, enter
either the three digit county code or select the county name from the county pull
down list.

Taxing Authority: Informational field that describes the taxing authority for which
the Local Admin Code is applicable. l.e. “Palm Beach County”.

New Admin Code: Taxation option for the Local Admin Code. For a complete
description of the available options in the pulldown fields, please consult the
Taxware Technical Reference Manual.

Save the Local Admin Code by clicking the Save button.
You are then presented with the Taxware TAX020 report output, which confirms
the creation of the new Local Admin Code.

For more information on this standard Taxware Tool, please refer to the PDF
document: Taxware Sales/Use Tax System User Guide, Chapter 4.10.3.
Administration Codes

10.3.2. Export Administration Codes

After defining a State or Local Admin Code, it is necessary to apply the Admin
Code definitions to the current Taxware tax master file. This step is also
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necessary after a tax master file replacement with a new tax master file that you
might have received from Taxware.

‘ WEBTOOLKIT

HARME, MCMILLEN & ASSOCIATES, INC

E Export Selected  Select / Unselect All  Reapply Selected Export Admin Codes *

Current Systam: DEMO

Current Admin Codes

AMERI CAN SAMOA KANSAS OKLAHOMA PACIFIC ISLANDS
No local admin codes found No local admin codes found No local admin codos found. No local admin codes found.

VERMONT TENNESSEE NEBRASKA MONTANA
No local a found No local admin codes fo No local s found, Noloc

D\STR\CT OF coLur BIA
No

No local admin codes four

No local admin codes found
LOUISIANA INTERNATIONAL MASSACHUSETTS ARMED FORCES

No local admin codes found No local admin codes found. No local admin codes found. AMERICAS

ILLINOIS
No local admin codes found.

— GuAM
No local admin

SOUTH CAl WA
No local adrmin und

IDAHO

SOUTH DAKOTA
No local admin codes found No local admin codes found. No local admin cod

ALABAMA
Tosting

MINNESOTA

RCES PACIFIC

Check the State/Local Administration code and click the Reapply Selected
button. This will reapply the selected Administration Codes to the Taxware tax
master files.

If the export button is clicked, a new window will appear allowing you to
download the selected administration codes.

10.4. Load Files

The Load Files functionality allows you to manually replace the tax, product and
zip master files on the Taxware server.

10.4.1. Product Taxability File

To load Taxware’s product taxability file, select TOOLS - LOAD FILES >
PRODUCT TAXABILITY FILE.
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OmMA WEBTOOLKIT

= ClearSelecton Upload  Run Load Product Taxability File

Select the product codes that you would like to load into the Product Taxability
File:

1. All Product Codes: This will load all product codes contained in the
Available Product Codes list into the Product Taxability File.

2. Selected Product Codes: This option will load only those product codes
that are selected in the list of Available Product Codes. Holding down the
Ctrl key will allow selection individual products. Holding down the Shift key
will allow product ranges to be select.

3. Quick Selection: Individual product codes or ranges may be selected by
directly keying them in the Quick Selection area. Separate individual
product codes with a ',". Specify product ranges with a '-'.

On the States tab, select the states for which you would like to load product code
definitions:

1. Including all states from the state option list;

2. Including or excluding one state from the state option list;

3. Including or excluding multiple states from the state option list.
Multiple individual states can be selected using the Ctrl key. State
Ranges can be specified using the Shift key.

Click the Upload button to upload the Product Taxability File, which is the
“‘prodseq” file within Taxware, from you local PC. This will open a popup window.
Specify the file name and location of the Product Taxability Master File on your
local PC. Use the Browse function to browse for the file on your local PC. Once
the file name is specified, click the Upload button in the upload popup window to
upload the Product Taxability Master file from your local PC to the indata
directory on your Taxware server. Once the upload finishes, click on the Close
button to close the upload popup window. Regardless of the file name on your
local PC, the uploaded file will be automatically renamed to prodseq. Note that
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you can obtain a product taxability master file from the Taxware Web Support
Center website. Once the prodseq file is present on the Taxware server, click the
Run button. This executes the TAX006 program on the Taxware server, which
loads the selected product code definitions into the product taxability master file.

For more information on this standard Taxware tool, please refer to the PDF
document: Taxware Sales/Use Tax System User Technical Reference Manual,
Chapter 6.
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10.4.2. Tax Master File

To load the Tax Rate Master file, select TOOLS - LOAD FILES > TAX
MASTER FILE.

QGMA WEBTOOLKIT |

= Upload Run Load Tax Master File

States |

Current Systom;: DEMO

Available States
® Inciude Selected States

AL - ALABAMA

AK - ALASKA

AZ - ARIZONA

AR - ARKANSAS

CA - CALIFORNIA

CO - COLORADO
cccccccccccccc

DE - DELAWARE

DC - DISTRICT OF COLUMBIA
FL - FLORIDA

- FLORID/
GA- GEORGIA
HI All

On the States tab, select the states for which you would like to load the
information in the Tax Master File:

1. Including all states from the state option list;

2. Including or excluding one state from the state option list;

3. Including or excluding multiple states from the state option list.
Multiple individual states can be selected using the Ctrl key. State
Ranges can be specified using the Shift key.

Click the Upload button to upload the Tax Master File, which is the “newmast” file
within Taxware, from you local PC. This will open a popup window. Specify the
file name and location of the Tax Master File on your local PC. Use the Browse
function to browse for the file on your local PC. Once the file name is specified,
click the Upload button to upload the Tax Master file from your local PC to the
indata directory on your Taxware server. Once the upload finishes, click on the
Close button to close the upload popup window. Regardless of the file name on
your local PC, the uploaded file will be automatically renamed to “newmast”. Note
that you can obtain a tax master file from the Taxware Web Support Center
website. Once the “newmast” file is present on the Taxware server, click the Run
button. This executes the TAX021 program on the Taxware server, which loads
the tax rates for the selected states into the tax master file.

For more information on this standard Taxware tool, please refer to the PDF
document: Taxware Sales/Use Tax System User Technical Reference Manual,
Chapter 6.
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10.4.3. VERAZIP
10.4.3.1. ZIP Master File

To load the VERAZIP Master file,
select TOOLS = LOAD FILES = VERAZIP > ZIP MASTER FILE

@MA WEBTOOLKIT | =y

= Upload Run Load ZIP Master File ¥
States

AZ - ARIZONA
AR - ARKANSAS.
CA- CALIFORNIA
CO - COLORADO
CT - CONNECTICUT
DE - DELAWARE
DC - DISTRICT OF COLUMBIA

FL - FLORIDA

GA- GEORGIA

HI- HAWAII ® Al States

ID - IDAHO =/ O Selected States

“Held the Contral (Cir) fey down when
aking mutiple selections

On the States tab, select the states for which you would like to load the
information in the ZIP Master File:

1. Including all states from the state option list;

2. Including or excluding one state from the state option list;

3. Including or excluding multiple states from the state option list.
Multiple individual states can be selected using the Ctrl key. State
Ranges can be specified using the Shift key.

Click the Upload button to upload the ZIP Master File, which is the “zipseq” file
within Taxware, from you local PC. This will open a popup window. Specify the
file name and location of the ZIP Master File on your local PC. Use the Browse
function to browse for the file on your local PC. Once the file name is specified,
click the Upload button in the upload popup window to upload the ZIP Master file
from your local PC to the indata directory on your Taxware server. Once the
upload finishes, click on the Close button to close the upload popup window.
Regardless of the file name on your local PC, the uploaded file will be
automatically renamed to “zipseq”. Note that you can obtain a ZIP master file
from the Taxware Web Support Center website. Once the “zipseq” file is present
on the Taxware server, click the Run button. This executes the ZIP010 program
on the Taxware server, which loads the ZIP codes for the selected states into the
ZIP master file.

For more information on this standard Taxware tool, please refer to the PDF
document: Taxware The VERAZIP System user Guide, Chapter 3.
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10.4.3.2. County File

To load the county files,
select TOOLS - LOAD FILES - VERAZIP - COUNTY FILE.

OmA WEBTOOLKIT,

Load County File ¥

Curent System: DEMO

® Upload a new County file Choose File N

To load county definitions, the Taxware file “cntyseq” will need to exist in the
Taxware indata directory on the Taxware server.

If the most recent “cntyseq” file is already present on the Taxware server, choose
option one “Use the current County file” and click the Run button. This executes
the ZIP0O80 program on the Taxware System.

If you have downloaded a new “cntyseq” file from the Taxware Web Support
Center Website, choose option “Upload a new County file”, which allows you to
upload the “cntyseq” file from your PC to the Taxware server, prior to clicking the
Run button. Use the Browse button to locate the “cntyseq” file on your local PC.

For more information on this standard Taxware Tool, please refer to the PDF
document: Taxware VERAZIP System User Guide, Chapter 3

10.4.4 STEP
10.4.4.1 EXCEPTION RULE FILE

To load the exception rule files, from the Main Menu select TOOLS - LOAD
FILES - STEP > EXCEPTION RULE FILE.

To load the exception rule files, the Taxware master file "excprule” must exist in
the Taxware indata directory on the Taxware server. If you have downloaded a
new "excprule" file from the Taxware Web Support Center Website, choose the
option "Upload a new Exception Rule file", which allows you to upload the
"excprule"” file from your PC to the Taxware server, prior to clicking the Run
button. Use the Browse button to locate the "excprule” file on your local PC.

For more information on this standard Taxware Tool, please refer to the PDF
document: Taxware VERAZIP System User Guide, Chapter 6
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10.5. Update Files

To manually apply the monthly Taxware file updates to your Taxware system, the
following options are available: (Note that we recommend to use the AutoUpdate
option instead, described later in this document.)

10.5.1. Product Taxability File

To access the Update Product Taxability File tool, TOOLS > UPDATE FILES >
PRODUCT TAXABILITY FILE.

This function allows you to apply the Taxware provided product taxability file
updates (produpdt_xxx) to your Taxware system.

Upload file produpdt_xxx to the Taxware indata directory. Clicking the Run button
executes Taxware program TAX007.

Please see the “Load Product Taxability file” section in this document for
additional details on how to use this feature.

For more information on this standard Taxware tool, please refer to the PDF
document: Taxware Sales/Use Tax System User Technical Reference Manual,
Chapter 6.

10.5.2. Tax Master File

To update the Tax Master File, select TOOLS - UPDATE FILES - TAX
MASTER FILE..

This function allows you to apply the Taxware provided tax master file updates
(taxupdt_xxx) to your Taxware system.

Upload file taxupdt_xxx to the Taxware indata directory. Clicking the Run button
executes Taxware program TAX020.

Please see the “Load Tax Master File” section in this document for additional
details on how to use this feature.

For more information on this standard Taxware tool, please refer to the PDF
document: Taxware Sales/Use Tax System User Technical Reference Manual,
Chapter 5
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10.5.3. Zip Master File

To update the Zip Master File, select TOOLS - UPDATE FILES - ZIP
MASTER FILE.

This function allows you to apply the Taxware provided ZIP master file updates
(zipupdt_xxx) to your Taxware system.

Upload file zipupdt_xxx to the Taxware indata directory. Clicking the Run button
executes Taxware program ZIP040.

Please see the “Load ZIP Master file” section in this document for additional
details on how to use this feature.

For more information on this standard Taxware Tool, please refer to the PDF
document: Taxware VERAZIP System User Guide, Chapter 5.

10.6. STEP Tools
10.6.1. Import STEP Database

The WTK maintains tax exemption certificate information in the Taxware STEP
files on the Taxware server and, in parallel, in the WTK database. This database
is automatically kept in synch with the Taxware STEP files on the Taxware server
when using the WTK to maintain certificate information. Should you maintain
certificate information outside of the WTK (i.e. by using the Taxware PC STEP
application), the WTK certificate database will become de-synchronized with the
Taxware STEP files on the Taxware server.
Should the WTK certificate database become de-synchronized with the Taxware
STEP files on the Taxware server, execute the Import STEP Database function.
This will:

e Delete the contents of the WTK certificate database

e Import the contents of the steptec, steprate and stepprod files in the

outdata directory of your Taxware server into the WTK certificate database

If the contents of your steptec, steprate and stepprod files in the outdata directory
of your Taxware server are not current, first execute the Unload STEP Files
function, described later in this document, before executing the Import STEP
Database function.
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10.6.2. Clear STEP Database

This function will delete the contents of the WTK STEP database.

The administrator of your WTK should ensure that this function is not accessible
to regular WTK user, by setting the user permissions accordingly.

If the contents of the WTK database are deleted, the Advanced Find function for
STEP certificates, described earlier in this document, will no longer return any
search results.

10.6.3. Load Transaction File

To load the STEP transaction file,
select TOOLS = STEP TOOLS - LOAD TRANSACTION FILE.

@riA WEBTOOLKIT

Load Transaction File "'

Gurrent System: DEMO

Choose File |N

To load the STEP Transaction file, the Taxware file steptran will need to exist in
the Taxware indata directory on the Taxware server.

If the most recent steptran file is already present on the Taxware server, choose
option one “Use the current transaction file” and click the Run button. This
executes the STEP020 program on the Taxware System.

If you would like to upload a new steptran file to the Taxware indata directory on
the Taxware server, choose option “Upload a new transaction file”, which allows
you to upload the steptran file from your PC to the Taxware server, prior to
clicking the Run button. Use the Browse button to locate the steptran file on your
local PC.

Note: If you are using the WTK functions Create Certificate and/or Maintain
Certificate, described earlier in the document, you should not be required to use
the Load Transaction File function. It is merely provide for compatibility reasons
and for users who maintain STEP exemption certificates via the Taxware
provided STEP PC application.

Note: Using a Transaction file to add certificates to the Taxware system will not
add them to the WebToolkit database.

For more information on this standard Taxware Tool, please refer to the PDF
document: Taxware STEP User Guide, Chapter 7.
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10.6.4. Load Reason File

To load the Reason Code file, select TOOLS - STEP TOOLS - LOAD
REASON FILE.

To load the STEP Reason Code Rate file, the Taxware file stepstre will need to
exist in the Taxware indata directory on the Taxware server.

If the most recent stepstre file is already present on the Taxware server, choose
option one “Use the current Reason file” and click the Run button. This executes
the STEP55 program on the Taxware System.

If you would like to upload a new stepstre file to the Taxware indata directory on
the Taxware server, choose option “Upload a new Reason file”, which allows you
to upload the stepstre file from your PC to the Taxware server, prior to clicking
the Run button. Use the Browse button to locate the stepstre file on your local
PC.

Note: The stepstre file is available for download from the Taxware WebSupport
Center website. Should Taxware provide an updated version of the stepstre file,
it will be automatically placed into the Taxware indata directory on your Taxware
server when the WTK AutoUpdate function, described later in this document, is
executed.

For more information on this standard Taxware Tool, please refer to the PDF
document: Taxware STEP User Guide, Chapter 6.

10.6.5. Load STEP File
To load the STEP Files, select TOOLS = STEP TOOLS - LOAD STEP FILE.

This function allows you to import the contents of the files steptec, stepprod and
steprate, located in either the Taxware indata or outdata directories, into the
Taxware STEP Btree files located in the outdata directory on your Taxware
server. Note that this will first delete the Taxware STEP Btree files and will then
recreate them with the contents of the steptec, stepprod and steprate files. This
function should only be required if the Taxware STEP Btree files become corrupt
or need to be replaced for any other reason.
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—
QGmA WEBToOLKIT |

Load STEP Files ¥

® Upload new STEP files..

stopproe: | Choose File | N

suprate: | Choose Flle | N

steplec. Ichouse Flle | N:

To load the STEP files, the Taxware files steptec, stepprod and steprate will
need to exist in the Taxware indata directory on the Taxware server.

If the most recent steptec, stepprod and steprate files are already present on the
Taxware server, choose option one “Use the current STEP files in the indata
directory” or option two “Use the current STEP files in the outdata directory”
(depending on where those files are located on you Taxware server) and click
the Run button. This executes the STEP900 program on the Taxware System.

If you would like to upload new steptec, stepprod and steprate files to the
Taxware indata directory on the Taxware server, choose option “Upload a new
STEP files”, which allows you to upload the files steptec, stepprod and steprate
from your PC to the Taxware server, prior to clicking the Run button. Use the
Browse button to locate the steptec, stepprod and steprate files on your local PC.

For more information on this standard Taxware Tool, please refer to the PDF
document: Taxware STEP User Guide, Chapter 6.

10.6.6. Unload STEP File

@GmA WEBTOOLKIT,

Unload process completed

« sleprate

« sleplec

This function allows you to export the contents of the Taxware STEP Btree files,
located in the Taxware outdata directory, into the Taxware sequential files
steptec, stepprod and steprate, located in the outdata directory on your Taxware
server. Note that this will first delete the contents of the Taxware files steptec,
stepprod and steprate in the outdata directory of your Taxware server. This
function should only be required if you are planning on rebuilding the WTK STEP
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database as described earlier in this document, or if you need to export your
STEP certificates into sequential files, so that they can be processed by your
own applications.

10.6.7. EXCEL To Steptran

This function allows you to generate a steptran file from an Excel spreadsheet
based on the mappings created between the two. You need to select an input
Excel spreadsheet (*.xls file or *.xIsx) and an existing mapping template and click
on Create Steptran button. You will see two options:

e You can simply create and download a steptran file

e You can create and load the steptran file into your logged-on Taxware

system

You can even verify the mapping template mappings by selecting the template
and clicking on the View Mapping button.

(ODMA WEBJMOOI,:KIT. .

E Create Steptran  Minimum Steptran Requirements Example Excel To Steptran (.XLS Or .XLSX) ‘

Input Excel File Information (.XLS and .XLSX Are Both Supported)

10.7. Freight File Editor

This function allows you to maintain the taxability settings for Freight in the
Taxware file taxfrtpd, located in the indata of your Taxware server. The taxability
settings for Freight are maintained by Taxware and Taxware might provide you
with periodic updates of the taxfrtpd file as tax laws regarding freight change in
individual states. If you are using the WTK AutoUpdate function, described later
in this document, the Taxware file taxfrtpd will be automatically applied to your
Taxware server, should Taxware make a new taxfrtpd file available.

Note that if you customize the taxability settings for freight using this function,
you will be required to re-apply your changes to the freight taxability settings in
this file, since a new taxfrtpd file from Taxware will overwrite any customizations
that you might have performed.

When entering into the WTK screen Freight File Editor, you will be presented
with the current taxability settings for freight as defined in the Taxware taxfrtpd
file. To define freight as taxable in a state, check the corresponding checkbox for
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that state. To define freight as non-taxable in a state, un-check the corresponding
checkbox for that state. To save your changes and update the Taxware file
taxfrtpd in the Taxware indata directory on your Taxware server, click the Save
button. To undo any changes prior to saving them, click the Reset button.

OMA WEBTOOLKIT |

= Save Reset Freight File Editor ¥

AL - ALABAMA AK - ALASKA AZ - ARIZONA AR - ARKANSAS
CA- CALIFORNIA 0 - COLORADO CT - CONNECTICUT DE - DELEWARE
DC - DISTRICT OF COLUMBIA FL - FLORIDA GA- GECRGIA HI - HAVAI
D - IDAHO IL- ILLINOIS N - INDIANA 1A~ 10WA
KS - KANSAS KY - KENTUCKY LA~ LOUISIANA ME - MAINE
MD - MARYLAND MA - MASSACHUSETTS M- MICHIGAN MM - MINNESOTA
MS - MISSISSIPP MO - MISSOURI MT - MONTAMA NE - NEBRASKA
NV - NEVADA NH - NEW HAMPSHIRE - NEW JERSEY N - NEW MEXICO
NY - NEW YORK NG - NORTH CAROLINA MO - NORTH DAKOTA
OK - OKLAHOMA OR - OREGON P PENNSTLYANIA
1@ SC - SOUTH CAROLINA 5D - SOUTH DAKOTA T SEE
UT - UTAH 3 VT -VERMONT i W - WASHINGTON
WV - WEST VIRGINIA @ wi-W S W NG M- CANADA
T - INTERNATIONAL PR - PUERTO RICO VI-VIRGIN ISLANDS Pl - PACIFIC ISLANDS
GU - GUAM AS - AMERICAN SAMOA P - PALAU

APQ/FPO designations

(Chacked - Froight S tuzacin the stalo  Linchocksd - Fraight 1S NOT tazedin tha siaie
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10.8. Verify Audit File

In the event that you are unable to run a Tax030 (Transaction Audit Report) with
the error “Invalid Audit Data” you may have an invalid record in your audit file
(Taxware\audit\taxaudit). This utility will allow you to verify your audit file, against
records of invalid length. If the utility finds an invalid record, you will then have
the opportunity to clean the file.

Warning: The taxaudit file is a live file and should only be cleaned when no
transactions are posting to Taxware.

e When Bad Records Have Been Detected
o From the Background Process Status Screen, select ‘Clean Audit File’

This process will create two files which separate valid audit records from invalid ones:
» Taxaudit.good
= Taxaudit.bad

o Allow the cleaning process to run through. It may take some time depending on
the size of your taxaudit file.

o Once the cleaning process has finished, select the ‘Copy Audit File’ option.

This process will copy the taxaudit.good and overwrite the current taxaudit file. Feel
free to take any backups directly on your Taxware server per your preference.

o The taxaudit.bad file will remain in the Taxware audit directory. You are welcome
to review the records in the file and attempt recovery. From the WTK and
Taxware stand-point, those are discarded records and are not referenced.

11. ADMINISTRATION

In the Administration section you will find the functions required to administrate
your WTK server.

11.1. User Account Maintenance

The WTK allows you to control access to each function (screen) within the WTK.
Users are created centrally for the WTK instance, however, the permissions
assigned to each user are specific to each Taxware instance that the WTK
instance is connected to. This means that the user-id and password for a user is
the same for every Taxware instance that the user can access via the WTK,
however, via permission settings, you can define for each user what he can and
can not do within the WTK, while connected to a specific Taxware instance.
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11.1.1. Adding a New User
To add new users within the WTK, click the New User button.

Provide the following information:

First Name

Last Name

User ID

Password

Status: Set the status to Active, which will allow the user to logon to the WTK.
Set the status to Inactive if you want to temporarily disable the user from logging
on to the WTK.

Role: This allows you to assign a pre-defined set of permissions (role) to a user-
id. Select a role to assign a user profile that you have previously defined (as
described later in this document). If no roles are defined in the system, leave this
field empty and maintain the user permissions in the Permissions tab.

Save as Role: If you plan to create a new role while maintaining the permissions
for a new user, check the checkbox Save as Role and specify a name for the
new role (i.e., Administrator, Tax Accountant, Customer Service).

OMA WEBTOOLKIT | N

= NewUser Save Delete User Administration ‘

Current Sysiem DEMO

Click the Permissions tab to maintain the permissions for the user
QOMA WEBTOOLKIT |

= NewUser Save Dekets User Administration &

User Information || Permissions. |

Gurrent System: DEMO

Page Name DEMO

=]

The Taxware instance defined for your WTK will be listed at the top of the page.
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To grant a user full access to all WTK function for a specific Taxware instance,
click Taxware instance name at the top of the page.

To grant a user access to all functions within a specific section of the WTK, click
the checkbox next to an underlined section of the WTK. This will automatically
grant access to all functions included in that section.

To grant a user access only to specific function within a section of the WTK, click
on the underlined section name (i.e. Administration). This will expand the
functions within the section. Click the checkbox next to a specific function to
grant the user access to that function. Uncheck the checkbox to remove access
for the function.

If only some functions within a section have been selected, the checkbox for the
corresponding section will indicate this by having a gray shaded rectangle around
the checkbox.

11.1.2. Editing an Existing User

To edit an existing user, select “ADMINISTRATION - USERS from the menu.
On the resulting screen, select a user from the “Select a User” drop-down menu.
Once selected, the user’s information (mentioned above) is filled in.

Change the settings on the User Information or Permissions tab and click the
Save button to save your changes.

Click the Delete button to delete the selected user.

Note that you can only change the user permissions for the Taxware instance
that you are currently logged on to.

11.2. Taxware System Maintenance

Use this function to define the technical settings about the Taxware instances
that your WTK server can connect to.
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OmMA WEBTOOLKIT

Save  View Listener Logs  ToolKit Configuration System Administration ¥

Select A System Below To View Its Configuration System Network Configuration

Using Woridiay

System Path Configuration
n data Pah

Rematz I

Certificate Database Configuration

11.2.1. Adding a New Taxware Instance to the WTK

Since linking a new Taxware instance to your existing WTK requires a
considerable amount of information, please follow the process outlined below:

1. Create A Ticket with the WTK Helpdesk requesting for a Taxware instance
to be connected to your Web Tool Kit.

2. A call will be scheduled between WTK Helpdesk and the client.

(A WTK support agreement may be required)

11.2.3. Editing an Existing Taxware Instance on the Web Toolkit

To edit an existing Taxware instance, select ADMINISTRATION - SYSTEMS.
On the SYSTEM ADMINISTRATION screen, select the Taxware instance
information from the “Current Systems” drop-down menu. Once selected, all the
associated information for that system will be filled in each of the tabs on the
screen.

To save any changes to your Taxware instance configuration, click the Save
button.

The following is a description of the Taxware instance settings.
General Tab:

ALIAS — name that the Taxware instance will have within the WTK (e.g., TEST,
QA, SANDBOX, or PRODUCTION);
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SYSTEM IP — the network IP address or server name associated with the
Taxware instance;

SYSTEM PORT - the network Port associated with the Taxware instance. This
must match the port that the WTK listener is using on the Taxware server;

STATUS — set to online for normal operation. Set to offline to temporarily remove
the instance from the systems pulldown list on the WTK login screen. This will
prevent all users from logging on to this Taxware instance, i.e. in the event the
Taxware instance becomes temporarily unavailable for system maintenance.

Database Tab:

DATABASE DRIVER - the driver to be used with the WTK database associated
with the Taxware instance;

DATABASE TYPE - the type of database to be used with the WTK;
DATABASE URL - the URL to be used with the WTK database;

DATABASE USERNAME — the username to be used with the WTK database;
DATABASE PASSWORD - the password to be used with the WTK database;

CERTIFICATE DATABASE DRIVER - the driver to be used with the WTK STEP
Certificate database associated with the Taxware instance;

CERTIFICATE DATABASE TYPE - the type of database to be used with the
WTK STEP Certificates;

CERTIFICATE DATABASE URL — the URL to be used with the WTK STEP
Certificate database;

CERTIFICATE DATABASE USERNAME — the username to be used with the
WTK STEP Certificate database;

CERTIFICATE DATABASE PASSWORD - the password to be used with the
WTK STEP Certificate database;

Taxware Tab:
AVP ZIP PATH - Full path to the VERAZIP (vzip) directory on the Taxware
instance;
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AVP TAX PATH — Full path to the SALESTAX (salestax) directory on the
Taxware instance;

AVP OUT PATH - Full path to the OUTDATA (outdata) directory on the Taxware
instance;

AUDIT PATH - Full path to the AUDIT (audit) directory on the Taxware instance,
containing the Audit File;

ZIP IN PATH - Full path to the INDATA (indata) directory on the Taxware
instance;

ZIP OUT PATH - Full path to the OUTDATA (outdata) directory on the Taxware
instance;

VERAZIP PATH — Full path to the VERAZIP (vzip) directory on the Taxware
instance;

SALESTAX PATH — Full path to the SALESTAX (salestax) directory on the
Taxware instance;

STEP REAS PATH - Full path to the INDATA (indata) directory on the Taxware
instance;

REMOTE INDATA PATH - Full path to the INDATA (indata) directory on the
Taxware instance (used for backwards compatibility with previous versions of the
WTK):

INDATA PATH - Full path to the INDATA (indata) directory on the Taxware
instance;

OUTDATA PATH - Full path to the OUTDATA (outdata) directory on the Taxware
instance;

STEP QUERY PATH - Full path to the directory on the Taxware instance where
the Tax Automation STEP query programs are located. On Unix environments
this is normally the directory where the UTL is installed. On Windows, this is the
bin directory for the WTK service;

CUST PATH — Same as STEP QUERY PATH,;

TK OUT PATH - Full path to the TKOUT (tkout) directory on the Taxware
instance;
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REMOTE TK OUT PATH - Full path to the TKOUT (tkout) directory on the
Taxware instance (used for backwards compatibility with previous versions of
the WTK);

MOUNTED OUTDATA PATH — Full path to the OUTDATA (outdata) directory on
the Taxware instance (used for backwards compatibility with previous versions of
the WTK);

HOST TYPE - set to either UNIX or Windows;

USE EXTENDED AUDIT — This flag indicates the structure of the taxaudit file (no
= standard taxaudit file length). For taxware versions 4.0 and greater, if the flag is
set no, the “USE_XL_AUDIT” field in the AVPTAX.INI file for windows or envars
file for unix has to be set to “N”.

TAXWARE VERSION: The Version of the Taxware system.

USE SAP - either YES, NO, or DEFAULT (see SAP Configuration section later
in this document for details on the available options)
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11.3. User Roles

ADMINISTRATION ---> User Roles

To maintain predefined sets of permissions you can create user roles in the
WTK. Typical roles would be “Administrator”, “Tax Manager” or “Customer
Service Rep”. Once you have defined roles in the WTK, you can assign those

roles to users as described earlier in this document.

@A WEBTOOLKIT.

E New User Role  Save Delete Edit User Roles l

Gurrent Systam: DEMO

To create a new role, click the New User Role button and assign a Title and
description for the role. The click go to the permissions tab and maintain the
permissions for this role as described in the Maintain User section of this
document.

Save the new role by clicking the Save button.

To edit an existing role, select a role from the Current Roles pulldown list. This

will populate the role title and description as well as the role permissions on the
Permissions tab. Save your changes to the role by clicking the Save button. To
delete the selected role, click the Delete button.
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11.4. Edit Toolkit

The Edit Toolkit function allows you to maintain the technical setup information

for the WTK server.
@OMA WEBTOoOLKIT |

‘WebToolkit Administration l

WebToolKit Path Configuration

WebToolKit Network Configuration WebToolKit Database Configuration

Following a description of the available parameters:
General:

WEB HOST IP — IP address or server name of the WTK server. Please make
sure to include the port number if the Web Application Server hosting the
WebToolkit is listening on a port other than the standard http port 80 (for
example: webtoolkit.company.com:8080).

TAX CALCULATOR PORT - The port through which the Tax Calculator
executes its UTL transactions;

TOOLKIT PATH — The context root of the WTK application as seen through a
browser. This is normally /wtk;

TOOLKIT HOME PATH — The context root and path of the WTK where the JSPs
are located as seen through a browser. This is normally /wtk;

CONFIGURATION PATH — The full path to the CONFIGURATION (conf)
directory on the WTK server;
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WEB HOME PATH — The full path to the published WTK application on the WTK
server,;

JSP HOME PATH — The full path to the published JSPs of the WTK application
on the WTK server. This is normally the same WEB HOME PATH,;

OUPUT HOME PATH — The full path to the published OUTPUT directory of the
WTK application on the WTK server;

LOGO HOME PATH — The full path to the published IMAGES directory of the
WTK application on the WTK server;

WEB LOGO PATH — The path relative to the context root to the images directory
as seen through the browser (including the context root);

OUTPUT PATH — The path relative to the context root to the output directory
used to display generated Taxware reports as seen through the browser
(including the context root);

LOG FILE PATH — The full path on the WTK server where the WTK application
will write log files;

LOCAL BIN — The full path to the local directory on the WTK for executing local
programs (i.e. SAP RFC);

AUTO UPDATE PATH — The full path to the Auto Update utility install directory
used to process Taxware updates;

USE DATE VALIDATION — Default setting for the Use Date Validation flag on the
STEP certificate screen

USE PASSWORD ENCRYPTION — Default flag setting to encrypt all user
password.

ENABLE STEP CERTIFICATE COMMENTS - Allows Comments to be attached
to STEP Certificates on the EDIT CERTIFICATE Screen and on the CREATE
NEW CERTIFICATE Screen

ENABLE DUPLICATE STEP CERTIFICATE DETECTIONS — Allows for an
added layer of duplicate protection to reduce or prevent duplicate STEP
certificate entries into your Web Tool Kit software.
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PASSWORD MIN LENGTH — The minimum password length allowed when
password encryption is enabled. (Note: 0 = no minimum length)

PASSWORD SPECIAL CHARACTERS - The number of special characters
required in a password when password encryption is enabled. (Note: 0 = no
special characters required)

PASSWORD EXPIRATION — The number of days a password will be considered
valid before the user is prompted to change their password. The expiration field
is activated when the password encryption flag is enabled. (Note: the default
timeframe is 30 days. This value can be changed however it should not be 0)
LOGIN ATTEMPT LIMIT — The number of incorrect login attempts allowed before
the user account is locked. The attempt limit is activated when the password

encryption flag is enabled. (Note: the default limit is 5 attempts. This value can
be changed however it should not be 0)

PASSWORD NUMERIC — The number of numeric values required in a password
when password encryption is enabled. (Note: 0 = no numeric required)

PASSWORD CAPS — The number of capital letters required in a password when
password encryption is enabled. (Note: 0 = no caps required)

Database:

DATABASE DRIVER — The current database driver associated with the WTK;
DATABASE URL — The current database URL associated with the WTK;
DATABASE USERNAME — The current database username for connection;
DATABASE PASSWORD - The current database password for connection;

Save your change to the WTK configuration setting by clicking the Save button.
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11.5. External Customer Link

The WTK has the ability to automatically populate customer address information
when entering STEP certificates by calling into the ERP system’s customer
repository or any other customer backend.

The WTK provides a default external customer link implementation that allows for
guerying customer master records in SAP. To accomplish this, the WTK makes a
remote function call to SAP (standard SAP RFC function:
BAPI_GET_CUSTOMER_DETAIL) to obtain the customer address information.

To maintain external customer link configurations, open the following link from
the WTK’s main menu: ADMINISTRATION -> EXTERNAL CUSTOMER LINK.
On the following screen, the WTK lists all external customer link configurations.
To define a new configuration, click on “New Record”. To edit an existing SAP
connection, select a record from the list. Click the “Save Record” button to save
your changes or the “Delete Record” button to delete the selected external
customer link configuration.

It is possible to define multiple configurations, in case multiple companies with
individual customer repositories are maintained in a single Taxware system.
However, only a single customer backend can be defined per company.

In addition to a set of individual configuration parameters, the following settings
need to be made for all external customer link implementations:

Configuration Description

Property

Implementation The External Customer Implementation.

System Taxware instance ID as maintained under
Administration->Systems.

Company This field can be populated with the Taxware Company

Code, thus allowing the user to set up multiple links for one
WTK ID (allows for connection to a different customer
repository based on the Taxware Company Code).

Enter or select “ALL” if the configuration is not company
specific and should be used for all companies. If a
configuration for all companies exists as well as a company
specific configuration, the system will pick the one that is
company specific over the generic configuration.

The default customer link implementation (com.dmainc.extcustomerlink.
ExtCustomerLinklmplSapRfcCl) is a native C language implementation of SAP
function BAPI_CUSTOMER_GETDETAIL.
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The implementation requires the following configuration parameters:

Configuration
Property

Description

Absolute location
of executable

The absolute file path to the executable
(e.g. d:\toolkit\bin\saprfccl.exe).

SAP Destination

SAP instance name (e.g., PRD, DEV, etc.).

SAP Client;

SAP client that contains the customer information.

SAP Username

SAP user ID used by the WTK to log in to the SAP system.
This user ID can be a type CPIC user, so that the “user”
cannot log on interactively to the SAP system (for security
purposes). However, it can also be a regular SAP dialog
user ID. The user ID specified here must have authorization
for the following: (1) To perform incoming RFC call; (2) To
execute the function BAPI_CUSTOMER__ GET_DETAIL;
and (3) Read access to customer address information. See
below for the exact SAP permissions required.

SAP Password

SAP password of the User ID described above.

SAP Language

SAP logon language, usually “EN” for English.

SAP Host IP address or server hostname of an SAP application server.
SAP System Two-digit SAP system number (found in the SAPGUI logon
Number parameters.

SAP GW Host IP address or server hostname of the SAP gateway process

for the SAP instance to which the WTK is connected.

SAP GW Service

Service name of the SAP gateway service to which the WTK
is connected — usually sapgwxx, where “xx” is the SAP
system number.

Customer number
padding character

The character that will be used to pad the customer number.
For SAP systems with numerical customer numbers, this
should be set to ‘0’. Leave this field empty if you do not want
the customer number to be padded.
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Customer number
padding length

length.

The total length of the customer number. If the specified
customer number is less than the value of this field, the
system will use the padding character to pad it to the correct

Connection
Timeout

Timeout in seconds after which a request is cancelled.
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Please contact support at helpdesk@dmainc.com for more information on

custom external customer link implementations.
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11.6. Audit Reporting Configuration

The Audit Reporting function allows you to define header information for custom
audit reports and lets you upload custom queries to be executed in the
WebToolkit database.

11.6.1. Company Information

When generating custom reports using the Audit Reporting functionality
described earlier in this document, it is possible to specify a custom report
header for each report. You can maintain custom report headers using the Audit
Reporting Admin functionality. The custom report header contains address
information about your reporting entity (company) as well as a company logo.
To create a new report header, specify the following information and click the
Save New Company button:

Company Name: Name of the company (report header description). This name
can be selected in the Company detail pulldown list on the Additional Options tab
during the creation of a custom audit report (see Audit Reporting->Custom
Reports)

Address 1: Street Address Line 1

Address 2: Street Address Line 2

City

State

Country

Zip

Phone

Fax

Email

Logo: Specify the file name of a logo that you would like to place on the report
header. This file (jpg or gif format) needs to be located in the images directory of
your WTK server. To upload a logo file from your PC to the WTK images
directory, click the Upload Image button. This will allow you to browse for a logo
file on your local PC and then upload this file to the WTK server.

To change the report header information of an existing report header definition,
select a Company Name in the Company pulldown list. This will populate the
fields described above. Save any changes to your report header definition by
clicking the Update Company button.

To delete an existing report header definition, select the Company Name in the
Company pulldown list and click the Delete Company button.

The Next button allows you to go directly to the Custom Reports definition screen
after defining a custom report header.
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Choose File

11.6.2. Upload Custom Query

The Upload Custom Query tab allows for upload of custom SQL queries to the
WebToolkit database. Note that this option does not execute the queries but only
saves them in the database.

To upload a custom query, enter an alias for the query that will help you
recognize it and then click on the browse button. Select the file on your local hard
drive that contains the query string and click on ok. Please make sure that each
guery in the file has to end with a semi-colon. Click on the “Submit” button to
save the file contents to the database.

To execute the query refer to the instructions given in 9.4. Update Audit Table.
Please be aware that this is a very powerful feature that should only be used by
users who are familiar with the Standard Query Language and the structure of
the WebToolkit database.

OmMA WEBTOOLKIT |

ompany  Updale Gompany  Delete Company  Nexi  Save Columns Audit Reporting Defaults ¥

Custom SQL File Upload

Fie [ Choosa File

11.6.3. Column Mapping

The WebToolkit database contains extra fields that can be used to store
information not available in the standard taxaudit file. The column mapping
screen allows the user to customize the column name (for the corresponding
data) that will appear in the custom reports. (note: the data columns are divided
into three categories small, medium and large to store data of varying sizes. The
data for the custom columns have to be populated by an external process.)

See section 9 Audit Reporting on how to run custom report.
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@MA WesTooLkKiT

Audit Reporting Defaults ¥

11.7. Certificate Validation

The Certificate Validation feature assists the user with entering certain certificate
related information. Firstly, you can configure the WebToolkit to automatically
populate the expiration date when entering a new certificate; secondly, you can
have the WebToolkit validate the certificate number that was entered by the user.
It is possible to setup these validations for each state/reason code combination,
e.g. “Sales to exempt charitable organization” might expire within 12 months in
Connecticut whereas all other exemption certificates might be valid for 36 months
by default.

QOmA WEBTOOLKIT

Certificate Validation Maintenance l

To setup a validation record, first select a state and reason code in the dropdown
menus to the left. To setup a validation record for all reason codes within a state,
select “All Reason Codes” under Reason Code Description. Next, specify for how
long a certificate is valid for by default for this state/reason code combination.
This determines the expiration date of the certificate when entering a new
certificate. If you leave the field blank, the WebToolkit will not automatically
populate the expiration date. Similarly you can setup one or multiple certificate
number patterns. A certificate number pattern defines a valid certificate number
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format, i.e. if a user enters a new certificate and specifies a certificate number
that does not match any of the certificate number patterns that are setup for the
selected state/reason code combination, the WebToolkit will advice the user to
review his entry. Do not enter any certificate number patterns to disable
certificate number validation for a particular state/reason code combination.

To delete a certificate validation record, select it from the list and click on
remove.

11.8. Tax Calculator Defaults

This function allows you to maintain default values for the Tax Calculator function
described earlier in this document.

The values maintained here will automatically populate into Tax Calculator
screens every time you access the Tax Calculator function.

In the Systems section, check the checkboxes for each Taxware system for
which these default values should be applicable.

After maintaining the desired default values, click the Save button to save your
default values.

QOMA WEBTOOLKIT

A Sysiems.

Ship From Address
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11.9. Background Process Status

This screen monitors the import of an Audit or Step file into the system as well as
the verification process of the audit file. Clicking the refresh button will update
the screen for your Taxware instance that you are importing to.

The buttons “copy audit file” and “clean audit file” will become available once the
audit file verification terminates and bad records are found.

WOMA L\N_EBIP_OLK[T

Background Process Status §

DEMO.

Awtt e kmpon T

STE Vatidation Status T ST

11.10. EXCEL To Steptran Template Config

This screen allows you to create or edit a template that maps MS Excel
spreadsheet columns to the actual steptran fields. You can use the template
created here to generate steptran files if you have some step data in an Excel
spreadsheet. You need to first choose whether you need to update an existing
template or create a new template.

@MA WEBTOOLKIT |

E Edit Delete Select Excel Mapping Template lv

Template Selection

Select a Template

Exsting Templates: | Selecta Tempiate v

Create a New Template

Selecting either option takes you to the next screen with either values already
populated (in case of Edit) or a blank template (in case of New). You can add
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new column mappings by simply selecting a STEP column name from a
dropdown and a corresponding EXCEL column position and clicking the Add
button. If you need to edit any existing mapping, simply click on the mapping that
exists in the table on the right, make changes to it and click the update button.
Once you have made all the additions/changes, simply click on the Save button
at the top to save the mappings. You can use the created/modified template from
under TOOLS - STEP TOOLS - EXCEL TO STEPTRAN along with an Excel
spreadsheet to generate a steptran file from it.

Note: If a certificate is valid for multiple states, keyword “ALL” can be used in the
corresponding “state code” column of the Excel sheet to create a certificate for
each state. If the certificate is valid for specific states only, provide a comma
separated list of states in the “state code” column of the Excel sheet, e.g.

“AL, CA, TN, UT".

@mA WEBToLKIT | Y

Excel Mapping Template ‘

Mappings for Test

Excel Column Mappings

EXCEL to Steptran Config for Canadian Customers: Similar to the creation of
exemption certificates under the “Create new Certificate” option, there are some
differences when configuring an EXCEL file for Canadian customers. The state
flag column will be set to CN and if you are doing PST based exemptions the
county column will contain the province name. Set the Jurisdiction code to “1” to
exempt at the GST level and to “3” to exempt at the PST level. When dealing
with the State jurisdiction level be sure to also set the “Default to state flag”
according to how you want to exempt the customer. If it set to “D” then all
jurisdiction levels will be exempt. If it is set to “S” then only the state level will be
exempt.

The Excel Column Guess Tool has been added to the latest version of the
software. To use it, you’ll need to highlight the entire header row of your STEP
flat file, and copy all of the column headers into the field shown above.
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Here’s an example of what needs to be copied:
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12. AUTO UPDATE

The WTK AutoUpdate function allows you to automatically apply the monthly
Taxware file updates to your Taxware systems. The AutoUpdate processes the
following Taxware updates:

Tax Master file updates (TAX020)

Product Code Master file updates (TAX007)
VERAZIP file updates (ZIP and County files) (ZIP040)
Control/Runtime files

Besides executing the file update functions, the AutoUpdate function also allows
you to perform complete master file replacements (Load function).

The AutoUpdate function can be scheduled to run automatically at a specified
interval, or it can be run on demand. When running the AutoUpdate function, you
can specify which Taxware instances should be updated by the AutoUpdate
function. This allows you perform updates first in your test/QA environment and
then, at a later point, in your production Taxware environment.

When executing the AutoUpdate function, the following steps are performed
automatically by the system:

1. The AutoUpdate process connects to the Auto Update website to
determine the current file update versions available from Taxware. This
information is downloaded to your WTK server via a secure connection in
the form of an XML instruction file.

2. The AutoUpdate function determines which available Taxware file
versions are applicable to your selected Taxware instances

3. The AutoUpdate function connects to the Taxware Web Support Center
Website and downloads the applicable Taxware update zip files via a
secure connection to the /toolkit/AutoUpdate/TaxwareUpdates directory on
your WTK server

4. The AutoUpdate function decompresses the downloaded file updates in
zip format

5. The AutoUpdate function renames the decompressed Taxware update
files to their required file names
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6. The AutoUpdate function uploads the Taxware update files to the indata
directory on your Taxware server

7. The AutoUpdate function executes the Taxware import programs
(TAX020, TAX007, ZIP080 and ZIP040 for file updates and TAX021,
TAX006 and ZIP010 for master file replacements.

8. For Taxware versions 3.6 and higher, the AutoUpdate function executes
the SUTUPDATE import program for exception rule updates.

9. The AutoUpdate function captures all output from the above Taxware
programs (log files) and downloads those logs to the WTK server

10.The AutoUpdate function emails all log files and update version
information to a predefined set of email recipients within your organization.
In addition, the log information is also made available via the AutoUpdate
Status function described later in this document.

Should you not allow internet connectivity for your WTK server (prerequisite for
the process described above), you can manually download the Taxware update
zip files to the /toolkit/AutoUpdate/TaxwareUpdates directory on your WTK
server. Once the files are present in this directory, you can then execute the
AutoUpdate function. The AutoUpdate function will then skip steps 1-3 as
described above and only perform steps 4-9 (for which no internet connectivity is
required).

12.1. Auto Update Status

The AutoUpdate status report provides access to all log information that was
generated during each execution of the AutoUpdate function.

The report details for each run-date the following information by Taxware
instance (Taxware instances are listed as tabs. Click on each instance tab to
view the status information for that instance):

Status: General status information for this run. Possible status values are:

e No Updates Available: Your Taxware system(s) are on the most current
file versions. No updates were required at this time.

e Success with Updates: Taxware update files were successfully applied to
your Taxware system(s).

e Partial Success: Taxware update file were applied to your Taxware
system(s), but at least one file update had errors. See the attached log
files to determine which update file(s) were not applied successfully.

e Failure: The attempt to apply the Taxware update files failed completely,
i.e. due to missing connectivity to the internet or connectivity problems
between the WTK server and the Taxware instance(s).
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Product: For successful product taxability file updates, the applied product
taxability update file version is displayed. Attempted but unapplied update file
versions are displayed in red.

VERAZIP: For successful ZIP file updates, the applied ZIP update file version is
displayed in green. Attempted but unapplied update file versions are displayed in
red.

Sales Tax: For successful tax master file updates, the applied tax master update
file version is displayed. Attempted but unapplied update file versions are
displayed in red.

Logs: Use your mouse to roll over the displayed log file icon, which will display
the name of the log file. Click the log file icon to display the contents of the
corresponding log files. All log files produced by the AutoUpdate function, the
Taxware import programs and the Taxware change notification files (SumChng
files) are accessible here.

12.2. Auto Update Configuration

This function allows you to configure, schedule and execute the WTK
AutoUpdate function.

To manually trigger the execution of an AutoUpdate run, click the Run button.
You can trigger the AutoUpdate run at any time, even in the event you already
have an AutoUpdate job scheduled (see Scheduler Tab for more information on
how to schedule an AutoUpdate job).

To purge the log files that are produced during the AutoUpdate run, click the
Purge Logs button. This will allow you to purge all log files for a specified period
or to purge only those logs that were produced by AutoUpdate runs which did not
result in an update to any of your Taxware instances.

Taxware Instances Tab:

Here you will see a list of all Taxware instances that are connected to the WTK.
With the on/off checkbox next to each Taxware instance name, you control
whether or not a specific instance should be updated by the AutoUpdate function.
(Checkbox checked: Instance will be updated by AutoUpdate)

With the Update/Load radio button, you control whether and update or a master
file replacement is performed for a specific instance.

Note that you will need to click the Save button to activate any changes to the
Taxware instances tab.
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@mMA WEBTooLKIT

E Save Run Viewlogs Purge Logs Auto Update Configuration ‘

Taxware Instances || Configuratior

Configuration Tab:

On the Configuration tab you specify the technical setting for the AutoUpdate
function.

The following settings are available:

Note that you will need to click the Save button to activate any changes to the
Configuration tab.

Allow Remote Access:

e TRUE: WTK has internet connectivity and you want the AutoUpdate
function to automatically download all update files from the Taxware Web
Support Center website

e FALSE: WTK has no internet connectivity and you want to manually
download the update files from the Taxware Web Support Center Website.
In this case, manually place the compressed Taxware update files (.exe
files) into the /toolkit/AutoUpdate/TaxwareUpdates directory on your WTK
server.

Allow Software Updates:
e TRUE: Allow the AutoUpdate function to automatically apply software
updates to the AutoUpdate software
e FALSE: Do not allow automatic software updates to the AutoUpdate
function

Debug Enabled:
e TRUE: The AutoUpdate function will write very detailed trace information.
e FALSE: No trace file is written
Note that in normal operation, this setting should be set to FALSE. Only set the
Debug option to TRUE, if you are asked to do so by a DMA Support specialist.

Force Partial Sales Tax:
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e TRUE: Automatically increment the current version number in Taxware file
txupdtno in the indata directory on your Taxware server in the event that
the Taxware import program TAX020 reports only a partial success

e FALSE: Do not increment the current version number in the txupdtno file
in the event of a partial success of program TAX020

Note: If you set this setting to FALSE, you will need to manually research and
correct any circumstances that caused the TAX020 program to report a partial
success, prior to being able to re-run the AutoUpdate function.

Force Partial Product:

e TRUE: Automatically increment the current version number in Taxware file
txupdtno in the indata directory on your Taxware server in the event that
the Taxware import program TAXO007 reports only a partial success

e FALSE: Do not increment the current version number in the txupdtno file
in the event of a partial success of program TAX007

Note: If you set this setting to FALSE, you will need to manually research and
correct any circumstances that caused the TAX007 program to report a partial
success, prior to being able to re-run the AutoUpdate function.

Force Partial VERAZIP:

e TRUE: Automatically increment the current version number in Taxware file
zpupdtno in the indata directory on your Taxware server in the event that
the Taxware import program ZIP040 reports only a partial success

e FALSE: Do not increment the current version number in the zpupdtno file
in the event of a partial success of program ZIP040

Note: If you set this setting to FALSE, you will need to manually research and
correct any circumstances that caused the ZIP040 program to report a partial
success, prior to being able to re-run the AutoUpdate function.

DMA Auto Update User ID: Login user-id to the DMA AutoUpdate website (to
retrieve XML update instruction set from DMA). This user-id will be provided by
your DMA Support Specialist.

DMA Auto Update Password: Password for the above user id

Taxware User ID: Login user-id to the Taxware Web Support Center website.
This user id will be provided by Taxware

Taxware Password: Password for the above user id

When Email:
e Always: Always send an email notification when the AutoUpdate function
is executed (even in the event that no updates were applied)

Page 102 of 105

©2022 DuCharme, McMillen and Associates, Inc.



AN EXTENSION OF YOUR TAX DEPARTMENT

DMA Web Tool Kit
User Reference Manual

e Never: Never send an email notification when the AutoUpdate function |
executed

e Updates: Only send an email notification in the event the AutoUpdate
function applied updates to the Taxware system

SMTP Host: IP address or server name of your SMTP (email) server

Email From Display: Name that will show as from Name on the AutoUpdate
notification email

Email From Address: email address that will show as from email on the
AutoUpdate notification email

Recipient list: Email addresses of all recipients for the AutoUpdate notification
email. Separate multiple addresses by comma.

e

P WEBTOOLKIT
DMA DUCHARME, MCMILLEN & ASSOCIATES, INC %

E Save Run Viewlogs Purge Logs

Auto Update Configuration ‘

Taxware Instances | Configuration || Scheduler |[ Current Versions |

Gurrant System: DEMO

General Configuration

Allow Remate Access True ~ Force Partial Salestax | True ~
Allow Software Updates | True Farce Partial Product | True v
Dabug enabled True v Force Partial Verazip | True v

Auto Update Credentials

DMA Auto Update Userid | "™
DMA Auto Update
Passward

Email Options

When Email Never Email From Display |~

SMTPHost T Email From Address | ™™™
Recipient List (CommMa ...,

SMTP TLS On False v el

SMTPPot

SMTPUser U

SMTP Password
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Scheduler Tab:

To define a scheduled job that will automatically execute the AutoUpdate function
on a regular basis, use the Scheduler tab. Here you can also monitor the status
of the AutoUpdate job.

Note that you will need to click the Save button to activate any changes to the
scheduler tab.

Scheduler Status: Status of the AutoUpdate Scheduler. A status of Started
indicates the an AutoUpdate job is scheduled to run a the specified frequency
and date/time. A status of Stopped indicates that there is no AutoUpdate job
scheduled at is time. Note that restarting the WTK server will terminate any
scheduled jobs and will require you to restart the AutoUpdate job scheduler.

Start/Stop Scheduler:
e Start: To start the AutoUpdate job scheduler in the event the current
scheduler status is Stopped
e Stop: To stop the AutoUpdate job scheduler in the event the current
scheduler status is Started

Execution Interval:

e Daily: Execute the AutoUpdate job on daily basis

e Weekly: Execute the AutoUpdate job on a weekly basis
Start Date: Date of first execution for AutoUpdate job

Start Time: Start time of AutoUpdate job. Note that you should schedule the
AutoUpdate job during periods of no or minimal activity in your Taxware system
(i.e. during nights or weekends).

Note that changes in the execution time/interval require a restart of the scheduler
process.

QOMA WEBTOOLKIT | RN

Auto Update Configuration ‘

Current Versions Tab:

The Current Versions Tab shows you the current Taxware file versions that are
applied to your Taxware instances (as recorded in the txupdtno and zpupdtno
files in the indata directory on your Taxware server)
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