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Creating Automatic Flat Rate Fees 

using Adagio OrderEntry or Invoices 

 

 

The following provides examples of how to get OrderEntry to create charges that are: 

 

(a) automatically applied to an invoice as a flat fee detail line for those items that are set up 

to use the charge, and 

 

(b) calculated by multiplying the quantity shipped by the flat rate. 

 

Examples of these types of charges might be fuel surcharges, freight or environmental levies. 

 

For the purposes of this example, tax will be charged on the Fuel surcharge jurisdiction. 

 

As these types of charges use the Cost1 and Cost2 costing fields in an item record, you are able 

to create a maximum of two such charges.  The charges may have different rates per item being 

sold as the Cost1 and Cost2 rates are stored within the individual item record. 

 

 

Setting up the Tax Group 

 

In Adagio OrderEntry or Invoices,  

 

1) Select Edit | Tax Groups (or Tax Tables if in Invoices) from the menu. 

 

2) Create a New tax group code and description. 

 

The order in which you create the various jurisdictions will be dependant on whether tax 

will be charged on one of the flat rate charges or not.  For the purpose of this example, 

we are setting the jurisdictions up so that taxes will not be calculated on the 

Environmental Levy.  However, both taxes will be calculated on the Fuel Surcharge. 
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3) Create Jurisdiction 1 as Enviro Levy as follows: 

 

 
 

NOTE:  This jurisdiction uses a ‘Tax base’ of Cost 1, is not Taxable, will print on the 

invoice as a Line item and uses 100% of the Cost 1 rate for both Customer and Item Tax 

Rates. 

 

4) Next, create Jurisdiction 2 as the Fuel Surcharge as follows: 

 

 
 

NOTE:  This jurisdiction uses a ‘Tax base’ of Cost 2, is Taxable using the jurisdictions 

which immediately follow it, will print on the invoice as a Line item and uses 100% of the 

Cost 2 rate for both Customer and Item Tax Rates. 

 

5) You will set up the taxes to be charged on the Fuel Surcharge and on taxable items as the 

third and fourth jurisdictions. 

 

NOTE:  It is important that the applicable actual Tax Jurisdiction(s) immediately follow 

the automatic charge jurisdiction to be taxed. 

 

If no taxes are to be charged on any jurisdictions created as automatic charges, the order 

you create the jurisdictions in becomes immaterial. 
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Setting up the Item 

 

Remember, those items that the automatic charge(s) will apply to and be calculated on must have 

the appropriate Cost 1 and/or Cost 2 rate set up within their record.  

 

In Adagio Inventory or OrderEntry: 

 

1) Select Items from the toolbar.  Locate and edit the item you which to create a flat rate 

charge for. 

 

2) In the Cost1 and/or Cost2 fields (as needed) in the lower right corner of the Item 

window, enter the rate to be used for the (tax jurisdiction) charge for Cost1.  Enter the 

rate to be used for the (tax jurisdiction) charge for Cost2. 

 

 
 

Generating the Automatic Charge 

 

1) Nothing extra needs to done during order creation or invoicing. 

 

2) When the Invoice specification is printed, as long as the invoice contains at least one 

item for which a quantity was shipped, a line item will print for each of the 

Environmental Levy and Fuel Surcharge automatic charges. 

 

3) The Extended Price of each of the charges will be the total of the rate for the each of 

the applicable item’s Cost 1 or Cost 2 costing field multiplied by the quantity of these 

items shipped on the invoice. 
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Example: 

 

Item BKH.UNI-002 Cost1 Enviro = 8.00 and Cost2 Fuel = 5.00 and 

Item BKH.UNI-004 Cost1 Enviro = 4.00 and Cost2 Fuel = 5.00. 

 

A quantity of 1 item of BKH.UNI-002 and 3 items of BKH.UNI-004 are shipped. 

 

Fuel Surcharge is calculated as ((1 x 8) + (3 x 4)) = $20.00 

Environ.  Levy is calculated as ((1 x 5) + (3 x 5)) = $20.00. 

 

NOTE:  Because taxes are being used to automatically generate the charges rather than 

manually entering item codes, even if you have multiple items with different rates, only one line 

for each automatic charge will print on the invoice.  If a detail line is required to print or each of 

the items with surcharges, use items instead. 


