
0ÉÖÏÔÁÌ #2-  
AvaTax Setup and Processing 

Setup 

Step 1. AvaTax System Setup 

 

!ŦǘŜǊ ƛƳǇƻǊǘƛƴƎ ǘƘŜ ά!Ǿŀ¢ŀȄ /ƻƴƴŜŎǘƻǊέ ǘǊŀƴǎǇƻǊǘ Ŧƛƭe into your Pivotal ToolKit and setting the 

appropriate security, you are now ready to setup the system. 

From the Pivotal CRM Home screen create a new search. 

   

  



{ŜƭŜŎǘ ǘƘŜ ά!Ǿŀ¢ŀȄ {ȅǎǘŜƳέ ŦǊƻƳ ǘƘŜ ƭƛǎǘ ƻŦ ŀǾŀƛƭŀōƭŜ ǘŀōƭŜǎΦ   LŦ ǘƘƛǎ ƛǎ ƴƻǘ ŀƴ ƻǇǘƛƻƴ ǘƘŜƴ ƛǘ ƛǎ Ƴƻǎǘ ƭƛƪŜƭȅ 

because of your Pivotal security setup. 

     

  



!ŦǘŜǊ ȅƻǳ ƘŀǾŜ ǎŜƭŜŎǘŜŘ ά!Ǿŀ¢ŀȄ {ȅǎǘŜƳέ ǘŀōƭŜ ŎƭƛŎƪ ǘƘŜ Run Search button. 

  

  



¢ƘŜ ŦƛǊǎǘ ǘƛƳŜ ǊǳƴƴƛƴƎ ǘƘŜ ǎŜŀǊŎƘ ȅƻǳ ǿƛƭƭ ǎŜŜ ƴƻ ǊŜŎƻǊŘǎΦ  /ƭƛŎƪ ƻƴ ǘƘŜ άbŜǿ wŜŎƻǊŘέ ƻǇǘƛƻƴ ǳƴŘŜǊ ǘƘŜ 

actions side menu.  

  

  



Next you will need to enter your AvaTax Account#, License Key, URL and Ship From Address data. 

To save the information click the Apply button at the bottom of the screen.  After you have saved your 

data you will need to verify the data by clicking the Test Connection button.   

Here is an example where the test connection failed due to an invalid Account code. 

   

  



After entering the Account code correctly the test connection is successful. 

   

  



From the System setup screen, click on the Nexus tab.  From here you select the states where you have 

Nexus.  This system will only use the AvaTax service to calculate sales tax on the states you have 

selected.  

  

  



You also have options, to completely disable the AvaTax system so that the service is not used at all.  

You can disable the document commit process only, which allows the system to only calculate the sales 

tax but not post anything to the Avalara portal.  And you can turn on or off the Address validation which 

validates both the Billing and Shipping addresses on the Order. 

  

  



Step 2. AvaTax Product Codes  

 

{ǘŀǊǘƛƴƎ ŀƴƻǘƘŜǊ ƴŜǿ tƛǾƻǘŀƭ ǎŜŀǊŎƘΣ ǎŜƭŜŎǘ ǘƘŜ ά!Ǿŀ¢ŀȄ tǊƻŘǳŎǘ /ƻŘŜǎέ table, click Run Search, and then 

select the άNew Recordέ from the actions side menu. 

   

  



You will need to enter the product codes for the product and services you are selling.  We recommend 

using the codes provided by Avalara and they can help provide you a list that best fits your business.   

    

  



One of the AvaTax Product Codes is used for Shipping Charges.  If your business passes these charges on 

to the customer you must assign this AvaTax Product Code under the AvaTax System setup. 

 

  



Step 3. Pivotal Product Update  

 

Under your Pivotal Product screen, you will have a new AvaTax tab.   From this area you will need to 

select the AvaTax Product Code that best fits each of your products.  All items must have an AvaTax 

Product Code in order to accurately calculate sales tax.

  

  



Step 4. Pivotal Company Upd ate 

 

¢ƘŜ tƛǾƻǘŀƭ /ƻƳǇŀƴȅ ǎŎǊŜŜƴ ŀƭǎƻ Ƙŀǎ ŀ ƴŜǿ ά!Ǿŀ¢ŀȄέ ǘŀōΦ  CǊƻƳ ǘƘƛǎ ŀǊŜŀ ȅƻǳ ƛƴŘƛŎŀǘŜ ǿƘŜǘƘŜǊ ƻǊ ƴƻǘ ŀ 

company is tax exempt and enter their tax exempt number. 

 

  



Processing 

Step 1. Get Tax 

 

From the Order screen you now have a Get AvaTax button.  When clicked, the AvaTax service is called 

and the appropriate sales tax is returned and populated on the screen.  A message will appear next to 

the button indicating whether or not the call to the AvaTax service was successful.  

 

  

  



Additional information about the results from the AvaTax service can be found under the AvaTax tab on 

the Order. 

  

  



Step 2. Commit Tax  

 

²ƘŜƴ hǊŘŜǊ {ǘŀǘǳǎ ƛǎ ŎƘŀƴƎŜŘ ǘƻ άLƴǾƻƛŎŜŘέ ǘƘŜ !Ǿŀ¢ŀȄ ōǳtton changes to Commit AvaTax.  This action 

will then post the transaction to Avalara web portal. 

   

  


