One way you could do it is by doing a zipcode search in your order manager to pull information.

You can also set up your sales tax settings in the manager. It won't total it for you though:

Store Manager > Tax Calculation

You have not yet set up tax caloulations,
Use the Auta Setup YWizard

[Add MNew Fow]

Tay Calculation for Customers: | Tell customer that tax may be added Iaterj

Update \

Store Manaqer » Tax Calculation » New Tax Rule

select a type of tax rule. Mast taxes are percentages,

 Percentae
C Flat rate charge
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E = - -
btore Manager > Tax Calculation > Customer Matching

hat shipping addresses does this rule apply to?

AF Afghanistan
AL Albania
* Inside Eéilger?a g
. i merican samoa
ountry: Outside | A Andorra
" Anywhere | AQ Angola
Al Anguilla
A Antarctica

[l

|£

Etate: |(any)

llse 2-letter codes for US states & Canadian provinces.

You can have multiple states separated by commas. eq: HILAK.
Daon't forget to set the country

fipcode: |(any)
Or a prefix, Example: 021 matches all zipcodes starting with 021,
Or specify a range with a dash: 021-027

Back ‘ Next‘ Cancel

btore Manager > Tax Calculation = Amount

IWhen shipping address matches:
Inside Linited States

hild this charge:

FPercentage of taxable amount:  |0%

Percentage of shipping charge: |D%

Elac:k| Du:me| Cancel

Add a New Rule for each tax calculation needed.
OR, if information is already in Yahoo and they need to get information ‘after the fact’ so to
speak:
From The Yahoo Store Manager:
» Process > Orders >

> In the fields beside Export, type in your beginning and ending order numbers (leave the
format as Excel) >

» Click Export > Choose to download the as Orders.csv record and Open in Excel
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You can then open it in Excel or another spreadsheet program. There will be a field for sales tax.

The easiest way is:

>

>

Download all your orders as CSV
Open it in Excel

Highlight the First Column>Right Click your mouse> Select Insert. This will add a new
column left of your selected one.

Next, scroll to the right and find the column with "Bill State" and Highlight the whole
column

Right click and select Cut
Go back and paste the selection within your new added column

Highlight the added column and pull it all the way to the right ... until all used columns are
highlighted

Click the Sort Arrow Symbol at your Toolbar, the orders are sorted prior to the billing
state

At this point, cut out the ones you want
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Additional information on how to sort in Excel:
Sorting the items.cvs in Excel:
1. Highlight the column you want to sort
2. Go to the top menu click on Data
3. Click on sort and then ok
= This will sort all the data A to Z; Delete everything that is not Tax.
= The result will be the orders that you have set up as Taxed in the Yahoo.
= Same applies for the order.cvs file .... Perform a Data Sort for state abbreviation.
Next, delete the information not needed.

The order numbers should match if you only charge tax for one rate/state. You can copy
one spreadsheet into the other and have the tax and the customer you charged in one form.

Roxanne Brown rox@4luvofbiz.com
1-925-247-0100 x 9 1-888-258-0341 ~ Toll Free Fax
www.4luvofbiz.com/yahoo.html




