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Here’s what you can do with Taxes in Adagio® Payables 9.2B 

Using Distributions and Distribution Sets 

 

Adagio Payables 9.2B expands on what you could do in pre-9.2B releases.  This document talks 

first about and shows examples for tax handling for Not For Profits and others that receive 

rebates of some taxes paid using Tax Included examples (you may click any of the links below 

to be taken to that topic): 

 Example of rebate for a single tax only, eg. 50% of 5% GST 

 Example of rebates for two taxes both being distributed to the same GL account 

 Example of rebates for two taxes each being distributed to different GL accounts 

 Example of testing your new Distribution Set. 

After the Tax Included examples, a Taxable Purchase example follows where applicable. 

If making any changes to tax rates used, it’s recommended but not required that you first print 

and clear the Tax Tracking report: 

 

Adagio Payables sample data contains a number of different preset up Distribution Codes and 

Distribution Sets.  We’ll use some of those in these examples and encourage you to use sample 

data to help familiarize yourself with the process and test your own codes prior to setting them 

up in your ‘live’ data. 

For Tax Included distributions, an Excel spreadsheet that calculates the correct percentage rate 

to enter is available for download at: 

http://softrak.com/resources/technicaltips/changingsalestax.php 

  

http://softrak.com/resources/technicaltips/changingsalestax.php
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Rebate for a ‘single’ tax only, eg. 50% of 5% GST – Tax Included 

With this example, we will include two taxes but only one of them will have a portion of it that 

is recoverable. 

Using the spreadsheet previously mentioned, enter 5 and press the Enter key in cell B3 for the 

Rate of Tax #1, in this case GST.  In cell B4, enter 100 and Enter as though the entire Tax #1 is 

recoverable.  In cell B5, enter 7 and Enter for the Rate of Tax #2, in this case the provincial 

portion of HST hereafter referred to as PST.  In cell B6, enter 0 and Enter to represent that none 

of Tax #2 is recoverable: 

 

You have entered that 100% of Tax #1 is recoverable because you are going to use a new 

feature within the Distribution code you create, to calculate the Tax recoverable % of the full 

Tax rate that is recoverable. 

Within the Edit menu, create a new Distribution code, perhaps called BCGPIN (for BC GST/PST 

tax included), as follows: 
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We are leaving the default expense Acct/Dept. field blank along with the Default amount field.  

These will be entered when the invoice is created, either manually or the Acct/Dept might be 

defaulted from the vendor’s record. 

Notice that, in this example, we are using the Tax rate calculated by the spreadsheet to 

determine the Tax rate for if Tax 1 (the GST) is 100% recoverable and are then setting the Tax 

recoverable % at 50% in the Distribution code to calculate the 50% recoverable amount. 

To test this code, create an invoice using this Distribution code having a Total invoice amount 

of 112.00 which represents $100 plus the additional 12% taxes included.  Save the invoice. 

Now, from the Open Invoice Batches window, select the Listing button and Preview the listing 

for this batch.  Notice that the unrecoverable portion of the taxes has all been expensed and 

the recoverable portion only is distributed to the GL tax account stored in the Distribution 

code: 

 

Return to top 

Taxable Purchase: 

When taxes are calculated on top of the invoice subtotal, you can use a Distribution code for 

the Taxable purchase to calculate the tax for you.  If a portion or all of this tax is to be 

recoverable, you can also use the Distribution code to calculate the percent recoverable.  In 

this example GST of 5% is 50% recoverable as follows: 
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To test this code, create an invoice with a detail that uses this Distribution code.  In the 

Amount field, enter the invoice subtotal (pre tax) amount (eg. 100.00).  When you tab, the Tax 

amount field will automatically be calculated for you (eg. 5.00) for a Total invoice of $105.00. 

Save the invoice and close the batch.  Preview the batch listing: 

 

Return to top 

Rebates for two taxes both being distributed to the ‘same’ GL account – Tax Included 

Using the spreadsheet previously mentioned, enter 5 and press the Enter key in cell B3 for the 

Rate of Tax #1, in this case GST.  In cell B4, enter 50 and Enter to represent the percentage of 

Tax #1 that is recoverable.  In cell B5, enter 8 and Enter for the Rate of Tax #2, in this case the 

PST.  In cell B6, enter 82 and Enter to represent the percentage of Tax #2 that is recoverable. 

If Tax #1 is not Taxable by Tax #2, enter n and Enter in cell B7.  Now in cell B13 enter a 

representative Tax included invoice amount, eg. 113 and Enter. 
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The Tax included distribution rate in cell B10 is calculated for you.  This is the amount you 

would enter in the Tax rate field within the Distribution code being set up for this tax.  

 

In this example, we are letting the spreadsheet calculate the exact Tax Rate to be used in the 

Distribution code you will create and also to determine the percentage of the tax that is 

recoverable. 

Within the Edit menu, create a new Distribution code, perhaps called ONHST (for Ontario HST) 

as follows. 

 

Notice that, this time, because both taxes have recoverable percentages and are being 

distributed to the same GL tax account, you’ve let the spreadsheet calculate the Tax rate based 

on the recoverable percentages entered.  The Tax recoverable % in the Distribution code will 

be 100.0%. 
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To test this code, create an invoice using this Distribution code and an invoice amount of 

113.00 which represents $100 plus the additional 13% taxes included.  Save the invoice. 

From the Open Invoice Batches window, select the Listing button and Preview the listing for 

this batch.  Notice that the unrecoverable portion of the taxes has all been expensed and the 

recoverable portion only is distributed to the GL tax account stored in the Distribution code: 

 

Return to top 

Taxable Purchase: 

When taxes are calculated on top of the invoice subtotal, you can use a Distribution code for 

the Taxable purchase to calculate the tax for you.  If a portion or all of this tax is to be 

recoverable, you can also use the Distribution code to calculate the percent.  In this example, 

GST of 5% is 50% recoverable and PST of 8% is 82% recoverable as follows: 
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How did we calculate the Tax recoverable %?  As follows: 

( ( (Recoverable portion of Tax 1) + (Recoverable portion of Tax 2)) / Total Tax ) * 100 

( ( (5 * .5) +  (8 * .82) ) / 13 ) * 100 = 69.69231 

( (2.50 + 6.56) / 13 ) * 100 = 69.69231 

To test this code, create an invoice with a detail that uses this Distribution code.  In the 

Amount field, enter the invoice subtotal (pre tax) amount (eg. 100.00).  When you tab, the Tax 

amount field will automatically be calculated for you (eg. 13.00) for a Total invoice of $113.00. 

Save the invoice and close the batch.  Preview the batch listing: 

 

Return to top 

Rebates for two taxes both being distributed to ‘different’ GL accounts – Tax Included 

In this example, we will be recovering 50% of the 5% GST tax to one GL account and 

recovering 82% of 8% PST to another GL account.  Because we are recovering taxes from more 

than one tax and the recoverable amount for each tax must be distributed to a ‘different GL tax 

account’, we will create and use an Auto-distributing Distribution set to quickly and easily 

create the appropriate distributions within the invoice entry for us. 

Within the Edit menu, create a new Distribution set, perhaps called ONNP (for Ontario Not for 

Profit) as follows.  Note:  If you are using Payables sample data, this Distribution set probably 

already exists for you.  In that case, just Edit the code. 
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As the total amount of the invoice being entered will vary each time this Distribution set is 

used, we’ll leave the Allocation amount at 0.00.  This amount is a default only and can be 

changed each time the Distribution set is used during data entry. 

Enable the Auto-distribute? option as this will create the appropriate entries for the invoice 

automatically for you when the invoice is created. 

The Left to allocate value for a new Distribution set always begins at 100.00000%.  When 

finished, you want the Left to allocate value to be 0.00000%.  5 decimal places are used to 

facilitate the accuracy of the distributions. 

Note:  If this were a more lengthy Distribution set not used with Auto-distribution, perhaps 

one used for Expense Sheet or Credit Card Statement entry, you would probably want to enable 

the Skip zero details lines option.  Leave it disabled for this example. 
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For this example, it is necessary that you manually calculate the Allocation % for each of the 

taxes to be recovered.  By entering each of the tax details first, you will be able to let the 

program calculate the value to be expensed for you on the last detail. 

To calculate the Allocation % for the 50% Recoverable of the 5% GST, do the following: 

Use the spreadsheet to determine the recoverable amount of the GST, based on GST being 5% 

with 50% recoverable and PST being 8% with 0% recoverable as we want to calculate the GST 

recoverable amount only.  To simplify, our Total invoice will again be $113.00, i.e. with a Tax 

base of $100.00. 

Now that we know the GST Recoverable amount is 2.50, we can do the rest of the calculation 

for the GST as follows: 

(Recoverable amount divided by Total invoice) multiplied by the Tax base 

( 2.50 / 113.00 ) * 100  or  2.21238 

Create the new recoverable GST detail for the Distribution set as follows: 

 

Notice that we are using a detail Type of Purchase.  The Acct/Dept being used is a tax GL 

account.  This and the detail Description used are what denote that this detail is for calculating 

tax ‘included’ in a purchase. 

This invoice also includes 8% PST, 82% of which is recoverable. 

Again, use the spreadsheet to determine the recoverable amount of the PST, based on PST in 

Ontario being 8% with 82% recoverable and GST being 5% with 0% recoverable as we want to 

calculate the PST recoverable amount only.  To simplify, our Total invoice will again be $113.00, 

i.e. with a Tax base of $100.00. 
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Now that we know the PST Recoverable amount is 6.56, we can do the rest of the calculation 

for the PST as follows: 

 (Recoverable amount divided by Total invoice) multiplied by the Tax base 

( 6.56 / 113.00 ) * 100  or  5.80530 

Create another detail for the PST recoverable in the Distribution set as follows: 

 

Notice that this tax detail is being distributed to a different GL tax account than the GST detail 

was. 

Take another look at the New Distribution Set window.  Notice that the Left to allocate 

percentage is now 91.98232%.  You will use this amount in the final detail for this example. 
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Enter the final detail for this Distribution set entering the remaining Allocation % that is Left to 

Allocate: 

 

 

 

Your Left to allocate should now be 0.00000% and, at the bottom right of the window, your 

Total Alloc. should now be 100.00000%.  Your new Distribution Set is ready to test. 

Return to top 
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Example of Testing your new Distribution Set – Tax Included 

In Invoice batches, create an invoice for a vendor and make sure it has an invoice Document 

code.  Select the Dist Set button. 

At the Distributions Sets window that appears, select your new Distribution set.  The Auto 

allocate option will automatically become enabled for you.  Enter the Total invoice amount, eg. 

$113.00. 

 

Select Enter key or the OK button. 

The details within the Distribution set will automatically be created for you and each detail will 

be distributed to the correct GL account. 
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If this were created from a Distribution set having many details, perhaps allocating taxes and 

expenses for different departments or contracts, you might use the ExcelDirect button to 

export the details to an Excel workbook.  Or, use the Listing button from the Invoice Batches 

window as it provides all of the detail required: 

 

Return to top 


