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6. Setting Locations/ Taxes 
 

  
6.1 Countries

�             A list of all the countries in the world 
�             No need to have any updates unless a new country is found 
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6.2 Zones
�             A list of provinces and states 
�             If you have clients in Zones that are not listed, simply click on the “new zone” icon to insert new zones. 
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6.3 Tax Zones 
�             These are the default Tax Zones (Areas) in Canada. 
�             Unless tax rates are legally changed, nothing should be edited. 
�             Tax Zones are separated into different groupings of Provinces all having the same tax rates.  If your 

customers live within Canada, applicable taxes will be calculated to the product total according to the 
area of which they live in. 

�             If your customers live outside of Canada, by default, no taxes will be charged. 

 

�             Please note that there are descriptions for each Tax Zones.   Simply click on a Tax Zone and you will 
find the description at the bottom of the blue box, to your right.   
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6.4 Tax Classes
�             There are three tax classes. 
�             The first class (GST/HST/PST) applies to products only. 
�             The second class (GST Shipping Class) applies only to the Shipping Fee. 
�             If your customers live within Canada, by selecting these classes, applicable taxes will be calculated. 

  

 

  
  
  
6.5 Tax Rates

�             Refers to Provincial Tax Rates 
�             Unless tax rates are legally changed, nothing should be edited. 
�             Shipping fees will include a 15% GST if products are shipped to Ontario, New Brunswick, Nova Scotia 

and Newfoundland. 
�             Shipping fees will include a 7% GST if products are shipped elsewhere in Canada. 
�             The invoice calculation will be based on your own calculation settings for the tax rates shown in this 

section. 

 

 


