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Learning Outcomes 
In this lesson you will learn how SoEasy handles GST. 

Requirements and Prerequisites 
·  SoEasy should already be installed on your PC 
·  You should have completed the following modules   

�  Familiarisation Training  
�  Cash Book Set up Module 
�  Using The Cash Book 

Video 
There are videos available on this subject. 
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Overview 
SoEasy captures the GST of each transaction automatically for you. Inside SoEasy there are two 
GST reporting systems operating simultaneously 
 

·  Cash Based - from the Cash Based General Ledger 
·  Accrual Based - from the Accrual General Ledger 

 
Cash Based Reporting  reports on the actual cash transactions that have moved in and out of the 
cash handling accounts of Main Bank, Second Bank, Investment Bank, and the Cash on Hand 
account. 
 
It is the easiest method of keeping your GST reconciled and should be used by most small 
businesses unless advised to be on a different method by your accountant. 

 
Accrual Based Reporting  reports on the dated transactional movements in the Debtors and 
Creditors Legers as well as the Cash book entries that have not been created by receipts and 
payments from the Creditors and Debtors Ledgers. This reporting method is also affected by the 
opening Balance Sheet values and any Accrual Ledger journal entries. 
 
For the average small business owner without a degree in accounting, accrual based GST reporting 
can be a difficult affair. It relies upon a very high degree of accounting accuracy and should only be 
attempted by people who have completed the full Accrual Course from SoEasy Accounting.  
The issue is that you do not want to be penalised by the IRD for filing an incorrect return and if you 
are not skilled in accrual management you could easily make a mistake. 
 
This warning aside, SoEasy is very capable of providing the correct results for Accrual GST 
Reporting. 

Back to Top 

Understanding GST 
Let’s start at the basics. 
 
When you purchase $90 of petrol for your business you are actually purchasing as follows 
 
 Fuel $80.00 
 GST Paid $10.00 
 Total deducted from you bank  $90.00 
  ------------------------------- 
 Total transactions $90.00 $90.00 
 
When you set up the GST setting of SoEasy and specify that you are a New Zealand registered GST 
business, SoEasy automatically knows that the GST Rate is 12.5%. 
 
When you set up your Chart of Accounts in SoEasy, you specify which Accounts are GST applicable 
and which ones are not. 
 
When you add a transaction into the Cash Book, or anywhere else in SoEasy, as the transaction is 
being processed, the system automatically looks up the GST setting of the account you are allocating 
the transaction to, and works out if it should create a GST entry for the GST portion. 
 
In the fuel example above, when the entry is placed in the cash book, the system automatically 
creates three entries in the cash based general ledger and the accrual general ledger. 
 
  DR CR Account Description 

 
1/5/2009 Gull Fuel -80.00   A-F  The fuel account 
1/5/2009 Gull Fuel -10.00   A-GSTP The GST Paid 
1/5/2009 Gull Fuel   -90.00 A-MB  The Bank 
 
Ok so now you know what goes on behind the scenes. 
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When you report on GST for May, the report simply looks in the appropriate General Ledger for the 
GST Entries. 
 
So you can start to see why it is important to set up the Chart of Accounts correctly. 

Back to Top 

GST Mistakes 
In the above example, if you were to specify that the transaction you were adding to SoEasy for fuel 
did not include GST…  
 

 
 
 
When you selected the Accept  button, SoEasy would pop up a warning… 
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You see the system has seen that  A-F (Fuel Account) should include GST and you flagged the 
transaction as not having GST. 
 
If you override the ‘Yes’ answer, the system will still accept the transaction because sometimes such 
transactions are correct. (These could be handled a bit better but that is discussed later.) 
 

 
 
On the screen you can see that the transaction has not been allocated a GST portion. 
In the next section we will discover how to find such transactions. 

Back to Top 
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GST Reporting 
SoEasy keeps track of when your GST returns are due and 7 days before they are due it starts to 
warn you. 
 

 
 
You do not have to wait for the warnings as you could process your GST Return through the Reports  
section. However the warnings provide a guided process  for completing your return, so let’s take a 
look at the guided process. 

Back to Top 
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GST Return – Guided Process 
To be guided through the GST Return, select the GST prompt with your mouse. 
 

 
 
Arrow 1 SoEasy knows when your next GST Return is due because you enter the date and the 

frequency. If it is incorrect, change it by selecting the Change  button. 
 
Arrow 2 To step through the GST Reporting process, select the Next  button. 
 
As you step through the guided process you will perform a series of tasks which will ensure that your 
GST report is accurate. 
 
1. About   Introduction screen. 
 
2. To Do  Tells you to make sure you have reconciled your Cash Handling Accounts. 
 
3.  Tests   You can perform 3 tests that make sure there is nothing wrong with your  
   transactions. 
 
4.  Reporting  Produce a GST Allocation Check Report. This report looks for transactions that  
   have been allocated to an account but the Account’s GST setting is different 
   than the transaction’s. This enables you to make a decision about such entries 
   before you produce the GST Report. 
 
5. GST Return  Produce the actual GST Return. 
   Option to connect to the IRD’s GST site and file the return online. 
   Set the next GST Return Due Date. 
 

* make sure you set the correct date if you are relying on SoEasy to warn you 
   when the return is due; otherwise the warning may not come. 

Back to Top 
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GST Allocation Check Report 
As discussed in the GST Mistake section, if you add a transaction and set the GST flag differently 
than the Chart of Accounts, this transaction will appear on the GST Allocation Check Report. 
 
Editing an incorrect transaction  
If there are transactions on the report, and you want to change the transaction, the report has the 
actual internal transaction number that the transaction is known by in SoEasy. 
 

1. Go to the Cash Book  
2. Select the top menu called Transactions  
3. Select Find Transaction by number  
4. Enter  the Transaction number 
5. The screen will display the transaction. Click on it with your mouse and edit to suit. 

 
What if the transaction should not be set to the Ac count’s GST setting?  
It is probably ok to leave it but it may be better to create an appropriate Account in the Chart of 
Accounts for such transactions and then edit the transaction (as above) to be allocated to the new 
Account code. 

Back to Top 

GST Refunds from the IRD 
To correctly process GST refunds  in SoEasy you should add a Receipt in the Cash Book for the 
refund and allocate it to the A-GSTP Account. 
 
WE ARE RECEIVING A REFUND FOR GST WE HAVE PAID OUT 
 
* See special GST notes below. 

Back to Top 
 

GST Payments to the IRD 
If you are paying  GST to the IRD then you would add a transaction into your Cash Book. 
It would be a payment and the Account to allocate it to would be A-GSTR. 
 
WE ARE PAYING THE IRD FOR GST WE HAVE RECEIVED 
 

*See special GST notes below. 
Back to Top 

Special Notes on GST Refunds and Payments 
In some cases you may have penalties for not paying on time. 
 
This involves a dissection of the transaction. 
 
For example, you are paying the IRD $2145 which is made up as follows 
 
A-GST  $2000 
A-INTP  $45 Interest Paid 
A-IRDPEN  $100 IRD Penalties 
 
Make sure you split the transaction accordingly.  
 
If in any doubt, allocate the payment to A-GSTP, and inform your accountant at the end of the year 
that there were penalties and interest that you put down to A-GSTP instead of the correct allocation. 
They will be able to work it out as long as you give them the IRD’s GST Statements. 

Back to Top 
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GST on Imports 
If you are importing goods from overseas the GST transactions for such trading need to be handled 
in a special way. 
 
* You should have completed the Creditors Module  before reviewing this procedure. 
 
The scenario  
 
You are purchasing $5,000 NZD worth of widgets from overseas. 
 
1. Set up a specific overseas purchases Account in the Chart of Accounts 

 
i. Name: PURCHASES OVERSEAS  
ii. Abbrev: PUROS 
iii. Type:  Expenses 
iv. GST?: No 
v. Classification PURCHASES 

 
2. Add the Supplier to your database and specify the following 

 
i. They are a Supplier  
ii.  In Defaults  that they are an Overseas client  

 
b. Once they are added select the Creditors  tab 
c. Set their default account to the A-PUROS account 

 
3. Add a transaction in the Creditors  section for the $5,000. 

 
4. You can pay the account at any time in the normal manner. 

 
5. The Import Agent will provide an invoice for additional charges. 

 
a. There are six permanent accounts set up in SoEasy to handle such invoices 

 
A-GSTI  GST ON IMPORTATION (used to record a 100% GST transaction) 
A-ITF  IMPORT TRANSACTION FEE (records any transaction fees inc gst) 
A-IDF  IMPORT DISBURSEMENT FEE (non gst charges made by the agent) 
A-IFCG  IMPORT FREIGHT CHARGES GSTABLE) 
A-IFCN  IMPORT FREIGHT CHARGES NON GST) 
A-IDUTY  IMPORT CUSTOMS DUTY  
 
b. The Invoice would look something like this: 
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6. Add the Agent to your database and specify 
i. They are a Supplier  (They are a normal supplier.) 

 
7. Once they are added select the Creditors  tab 

a. Load in the invoice but dissect the amount as follows 
 

i. Import Transaction Fee  22.00 A-ITF 
ii. GST on Importation  427.50 A-GSTI 
iii. Disbursement Fee  10.00 A-IDF 

 
This completes the transaction and will have the effect of causing box 13 on your  
GST Return to have the value of $427.50. As a result the GST Return will be correct. 
 
Your accountant will pick up that GST ON IMPORTATION has be entered into your 
Cash Book and the End of Year GST Reconciliation will show the correct GST values 
as well as the General Ledger reports. 

Back to Top 

GST Opening Balance 
To keep track of your current GST position, SoEasy requires that the correct Opening GST Balance 
from the previous financial period be loaded into the Cash Book opening balances. 
 
To load or edit the opening balance 
 

1. Go to Cash Book – Set Up – Open Balances 
 

 
 

2. You can change the opening balances here at any time. 
 
If you change the opening balances it is a good idea to exit out of SoEasy by selecting  
the top right corner X , so that when you come back into SoEasy, the system will see that  
it was crashed out of and re-calculate all temporary values. 
 

                                                          Back to Top 
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GST Reports 
There are four main GST Reports available. 
 

1. Go to the Cash Book Main Menu and select the Reports Tab. 
2. You can filter the reports by selecting the GST button. 
 

 
 
 
The Reports available are 
 
GST Allocation Check Checks that each transaction’s GST setting is the same as the Account 

it is allocated to. 
 
Non-GST Transactions You can view a list of all transactions that do not include GST. 

This can be a handy report. Review it and see where you are spending 
money that you can’t recover the GST on. Try to eliminate such 
spending as each purchase actually increases the amount you have to 
pay the IRD. 

 
GST Return The GST Return. When printing this report (which you can print at any 

time) do not send this actual report in to the IRD. They only want the 
summarised values in the boxes at the end of the report which you 
transfer on to their physical or online forms. 

 
GST Summary This is a very useful report. It summarises month by month,  the year’s 

GST positions. 
 
There is another GST Report that is very handy. See the next topic on EOY Reports. 

Back to Top 
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End of Year Reports 
You can run the End of Year Reports at any time. We bring these reports to your attention during the 
GST training because in the EOY Reports there is a special GST analysis available. 
 

1. In the Cash Book – Report  screen, select EOY Reports  (see bottom button on the right). 
 

2. You will be taken to a Guided screen called the End of Year Wizard . 
 

 
 

3. Select the Reporting  Tab and then select Produce Report. 
 

 
 

4. Select the GST Analysis  option and select OK. 
 

5. A special report will be produced that summarises all the GST reports, which you can email 
and export to a spreadsheet for further analysis if needed. 
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GST General Ledger 
 
If you wanted to produce a list of all GST Transactions you could simply produce a General Ledger 
Report on each GST Account code. 
 
Cash Based GST  
 

1. Cash Book Main Menu  – Reports  – Cash GL  – General Ledger  
2. Specific Account 

 
Accrual Based  

1. Cash Book Main Menu  – Reports  – Accrual GL  – Accrual General Ledger  
2. Specific Account 

Back to Top 

The Common GST Account Codes  
 
A-GSTR  GST Received 
A-GSTP  GST Paid 
A-GSTI  GST ON IMPORTATION (used to record a 100% GST transaction) 

Back to Top 

GST Number 
 
Your GST Number should be loaded into SoEasy so that any Invoices you produce have your GST 
Number on them. 
 

1. Cash Book Main Menu  – Set up  – Registration  
 

2. Edit your company details  to add/edit  your GST number 
Back to Top 

GST Information 
 
There are three additional settings SoEasy has for GST 
 

1. Cash Book Main Menu  – Set up  – GST Info  
 

a. Registered/Not Registered for GST 
b. GST Payments or Invoice Basis Reporting 
c. Country 

i. SoEasy can operate in different countries. By changing the country, the 
GST rates will change. Do not change the rate. Once set up leave it. 

ii. If you are going to change the country contact support first. 
 

Back to Top 
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Non GST Invoices 
Sometimes you need to create a Non-GST Invoice for a customer.  
For example, you have an overseas customer who would like to purchase goods from you.  
Such a transaction does not include GST (they are GST Exempt). 
 

1. To create a Non-GST Invoice, simply create an Invoice header as per normal, but set the 
GST flag to No. 

 

 
 
An advancement on this would be to add the customer into your database and set them as an 
Overseas client. 
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This way whenever you add an Invoice for the customer, it will automatically be flagged as Non-GST. 
 

Back to Top 

Summary & Conclusion 
SoEasy makes keeping track of GST very easy. Once you have established an in-depth knowledge 
of the internal structure you can almost see how each transaction is created. Achieving this state of 
knowledge has a very beneficial outcome in that you feel comfortable with handling complex 
transactions. 
 
On a simpler level, there is no real need to understand the in-depth workings of the GST system as it 
happens for you automatically. 

Back to Top 

 


