
 

 
 
 
 

How to change VAT rates in HotSoft 7 
To change the vat rate in HotSoft on the 1st March 2021, the VAT rate is already set up so it is only a 
matter of changing any account codes that are on the current vat rate of 21% over to 23%. 

 
 

 
Please note that this change needs to be made after close of business on the 28th February 2021 
and before any transactions are put through on the 1st of March 2021 
 

• All sales account codes that are on 21% must be changed to 23% 
• Log into HotSoft with a user that has the appropriate access rights to the configuration section. 
• From the Main Screen, click on Hotel, Maintenance and Configuration. 
• This will open a box in the top left of the screen with an option called hotel files 
• Double click on Hotel Files and double click on Accounts 
• Then click on Sale / Purchase Accounts. 
• This will display a list of all Sales Accounts in HotSoft 

 

 
• All accounts that show 21% in the VAT column must be changed. 

 
 
 
 
 
 



 

 
• To change the VAT % double click on the Sales Account this will open a window for you tab 

down to the VAT field and change this to 23% 

 

• Press F10 or click on Save. 
• Repeat this procedure until all your relevant sales codes have been changed to the new VAT rate 

of 23% 
 

***HOTELS THAT HAVE THE ACCOUNTING LINK*** 
 

You will already have the mappings set up for 23% VAT T code, so it will work without issue. 
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