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GST Full Report  
 

 
This help note will outline how to use these new features of the GST Full Report 

To access the GST Full Report 

1. Go to Home  

2. Go to Cashbook   

3. Go to Report  

4. Go to Tax Reports  
 

  

Select the GST 
Full Report 

Click the 
Green tick 

If this option is 
ticked you will 
be asked to 
check your tax 
setups if you 
do not wish to 
check them 
remove the 
tick from this 
box 
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5. You will now be on the report preview screen, from here you can email the document in PDF, 

print the entire document, 1 or more pages or drill down on Corrections 
 

 
 

 

Drilling down on corrections 
 
If there are any corrections on the GST report they will display as blue text in the GST full report 
 
You can left mouse click on this blue text to get the details of the audit trail for the correction 
 
Find the correction you would like details on in the report 
 
The audit trail will now be displayed  
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