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Education Support Services  
Supporting our schools 

Changes to the Standard Rate of VAT in FMS 6 
 
The recent changes to the standard VAT rate require modifications to FMS.  The standard VAT 
rate is to be reduced from 17.5% to 15% with effect from Monday 1st  December 2008.  
 
The following instructions document how to add two new VAT rates (VAT In and VAT Out) at the 
new 15% rate and to change default VAT settings.  They apply to all versions of FMS. 
 
It is advisable to take a backup of your FMS data before proceeding with these modifications 
 

Backing up FMS 
 
A user with FMS Access Rights levels 4 or 5 can carry out the backup. The backup is created on 
the Server, not the workstation, unless these are one and the same.  
 

1. Select Tools | FMS Transactions Backup.  
2. A confirmation dialog is displayed. Click the Yes button to continue. The backup is then 

carried out.   
 
It is likely that additional information will be sent to you by your Local Authority finance 
team concerning the exact codes to be used.  Schools should be clear which codes are to 
be used before adding the new VAT codes. 
 

Adding a VAT Input Code at 15% (Expenditure) 
 

¶ In FMS, select Tools|General Ledger Setup 

¶ Select the Ledger Codes tab 
 

 
 

¶ Add a new ledger code by clicking on the icon 

¶ In the Ledger Code Definition Wizard,  scroll down the to entry for VAT Input and click to 
select and then click the Next button 
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¶ Click on the magnifying glass icon  and select VAT from the list presented 
 

 
 

¶ In the dialogue box enter a Ledger Code and Description.  Refer any communication you 
may have received from your Local Authority Finance team for the exact code to be used.  
The description may be amended at a later date, but the code cannot be changed once 
entered and saved. 
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¶ Once the entries for the code and description have been made, click on Finish 

¶ To complete the Ledger Code definition, enter a number in the VAT Code box and a VAT 
Rate of 15.00.  Again you may have received advice on the VAT code number, numbers 
are in the range of 0-9, if the number you enter shows with a red background, the number 
is already in use.  The recoverable tick will be checked automatically. 

 
 

¶ Clicking on Save will complete the process, a confirmation message will appear, click OK 
to confirm if you are satisfied that the entries are correct.  Click cancel if you wish to return 
to editing. 

 

 
 
 

Adding a VAT Output Code at 15% (Income) 
 

¶ In FMS, select Tools|General Ledger Setup 

¶ Select the Ledger Codes tab 
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¶ Add a new ledger code by clicking on the icon 

¶ In the Ledger Code Definition Wizard,  scroll down the to entry for VAT Output and click 
to select and then click the Next button 

 

 

¶ Click on the magnifying glass icon  and select VAT from the list presented 
 

 
 

¶ In the dialogue box enter a Ledger Code and Description.  Refer any communication you 
may have received from your Local Authority Finance team for the exact code to be used.  
The description may be amended at a later date, but the code cannot be changed once 
entered and saved 
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¶ Once the entries for the code and description have been made, click on Finish 

¶ To complete the Ledger Code definition, enter a number in the VAT Code box and a VAT 
Rate of 15.00.  Again you may have received advice on the VAT code to be used 

 

 
 

¶ Clicking on Save will complete the process, a confirmation message will appear, click OK 
to confirm if you are satisfied that the entries are correct.  Click cancel if you wish to return 
to editing 

 
 

Using the New 15% VAT Codes 
 
Users should be aware that when creating an invoice where the standard rate of VAT is applicable, 
the VAT rate will be automatically entered by the software.   
 
This default will be at the old 17.5% rate.  It will be necessary to choose the new VAT rate in 

the look up table presented when clicking on the magnifying glass icon  
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The governmentôs statement indicated that this change in VAT rate will be for a period of 13 
months until the end of 2009.  During this period this manual change to the standard VAT rate will 
be required unless further adjustments are made to FMS. 
 
Users may wish to continue to make this manual adjustment on invoices for the duration of 
the VAT change or they may want to change the default settings so that the 15% rate is 
automatically selected by the system.  Making this change will require work in the General 
Ledger Setup for a number of ledger codes. 
 
If you prefer to make a manual change each time to the standard VAT rate as you raise invoices, 
there is no need for any further adjustments to FMS. 
 
If you wish to make changes to the default VAT settings, proceed as follows: 
 

Finding the Ledger Codes for standard rate VAT 
 
In FMS, select Reports|General Ledger Setup|Ledger Code Listing 

Click on the magnifying glass icon aligned with Ledger Type 
 
In the dialogue box, click on the Remove All button to move all the 
Ledger Type codes to the left column of available items.  Then scroll 
down and choose the EX and IN codes. 

 
 

Click Update to complete 
 
In the Reporting Criteria dialogue box, click 
OK to produce a preview of the report 

 
 


