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[bookmark: _Toc498894100]Purpose
This SOP explains how to configure tax settings in SunLync, including standard sales tax, multiple tax rates, and the federal tanning tax. Proper tax setup ensures accurate billing, reporting, and compliance.
[bookmark: _Toc825560550]Who Should Use This SOP
· Salon owners
Front desk staff should not modify tax settings.
[bookmark: _Toc1033788784]Tax Configuration Overview
SunLync allows you to:
· Apply tax per item or per invoice
· Configure up to three separate tax rates
· Apply a 10% federal tanning tax
· Exempt non-UV equipment from tanning tax when applicable
[bookmark: _Toc533557238]Step-by-Step: Setting Up Taxes
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[bookmark: _Toc439855286]Choose Correct Location in SunLync
Parameters → Store Parameters → Tax
Taxes are store-specific.
If you operate multiple locations, ensure the correct store is selected before making changes.
[bookmark: _Toc1166833314]Select Tax Method
Choose how tax is calculated:
· Per Item (recommended and most common)
· Per Invoice
Best practice: Use Per Item unless advised otherwise by an accountant.
[bookmark: _Toc1302044122]Configure Tax Rates
SunLync supports up to three tax rates (e.g., state, city, county).
For each tax rate:
· Enter the tax name
(Example: State Tax, City Tax, Sales Tax)
· Set the product tax rate
· Set the service tax rate, if applicable
If only one tax applies, you may name it simply “Tax.”
[bookmark: _Toc700071172]Configure Federal Tanning Tax
· Locate Tan Tax
· Set the rate to 10%
 This tax is federally mandated on UV tanning services.
[bookmark: _Toc927542786]Non-UV Equipment Tax Exemption
If your salon offers non-UV services (such as spray tanning or wellness equipment):
· Check the option to exclude non-regulated equipment from tanning tax
This ensures tanning tax is not applied incorrectly.
[bookmark: _Toc685942927]Important Notes & Warnings
Changing tax settings can impact:
· Customer charges
· Financial reports
· Compliance with tax authorities
Always verify tax rates with:
· Your accountant
· Your local/state tax authority
SunLync does not determine tax legality—it only applies the rules you configure.

[bookmark: _Toc274045841]Best Practices
· Set taxes before going live
· Avoid changing tax settings mid-business day
· Review tax settings whenever opening a new location
· Re-verify rates annually or when tax laws change
[bookmark: _Toc866928973]Troubleshooting Tips
· If tax appears incorrect on receipts:
· Confirm Per Item vs Per Invoice
· Check service vs product tax rates
· If tanning tax is applying incorrectly:
· Verify non-UV exemption settings
· If reports don’t match expectations:
· Confirm tax settings were not changed mid-day
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