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Basic Calculator 

 

Very quick and easy to use for calculations of liability where the effective date is 1/4/17. Liability 

can be calculated between any two dates. The figures can be changed from Occupied Rates to 

Empty Rates at the tick of a box. It can be used where Charitable Relief, Small Business Rate 

Relief (SBRR), Supporting Small Business Relief (SSBR), Pub Relief, or Local Discretionary 

Revaluation Relief applies. 

 

 
 

Location: The location is used to determine the threshold and supplements; the drop down menu 

provides the options “England”, “City of London” and “Greater London”. 

 

 
 

Default Location/Clear Input 

 

Clicking the “Clear Input” button will reset the location to the default setting of “England”. If you 

have a lot of calculations to do where, for example, the location is City of London, you can set the 

“Default Location” to “c”.  This means that when you click “Clear Input”, the location will re-set to 

“City of London” rather than “England”. 
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London Borough’s:  If in doubt as to whether a billing authority is in Greater London or not, 

clicking the “GL” button will display a list of all London Borough’s.  The buttons at the top of the GL 

Page will change the selected location if required. 
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Local: This allows you to apply Local Discretionary Rate Relief 

 

 
 

Clicking “Search for a Scheme” (1) will allow you to choose the relevant Local Discretionary 

Revaluation Relief Scheme if it is listed Ticking the box beneath the button will display an input 

panel (2) allowing you to enter the relief amounts manually. 

 

(1) 

 
 

(2) 
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Transition: Before entering any figures you will see a heading on the Results Panel marked “ta”; 

entering the RV’s may change this heading to “tr” or “tp” to indicate relief or premium. 

 

 
 

Example:   2010 RV = 42,000 | Original 2017 RV = 60,000 | Revised = 40,000 

 

IMPORTANT: On entering figures or text, you must press “Enter” on your keyboard or 

select a different cell by clicking your mouse in order for the value changes to take effect. 

 

 
 

If the values have been entered correctly the “Base Liability” should be displayed as 20,328.00 

 

The “ta” heading to the left of “Original Liability” will have changed to “tr” and an asterisk will be 

shown next to years one and two; this indicates the liability is affected by Transitional Relief in 

those years. 

 

To the left of “Revised Liability”, the heading will have changed to “tp” with an asterisk shown in 

year one; indicating the first year included a Transitional Premium. 
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Analysis Original: Click the “Analysis Original” button to open the Analysis page 

 

 
 

 
 

The Notional Liability and the Supplement are shown separately, however some business rates 

bills will show this as one figure. Clicking the “sum” button will display the total. 

 

Transitional Adjustment: To view how the Transitional Adjustment was calculated, click the 

“Transitional Detail” button. 
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Clicking the “Transitional Detail” button will show the full calculation used to determine the 

Chargeable Amount. These details can be very useful when, for example, trying to identify the 

reason for an error on a Business Rates bill, explaining Transition to a client or ratepayer, or 

training new team members. 
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Other features of the ‘Basic’ calculator are … 

 

What if the property is Empty? 

 

Tick “Empty” 

 

 
 

Please note, this will display the unoccupied rate liability, it will not take account of any 

exemption period so please use the dates if necessary. 

 

 

 

What if the business/property is a Pub?  

 

Tick “Pub Relief”. 
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What is the business/property is a Charity?  

 

Tick “Charity”. 

 

 
 

 

What if the client did not become liable until 16th March 2018?  

 

Enter the date. 

 

 
 

 

What if Small Business Rate Relief applies?  

 

Change the indicator to “y” 
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What if Supporting Small Businesses Relief applies?  

 

Tick “SBRR in 2016” 

 

 
 

 

 

Can I copy the savings into an email or other document?  

 

Clicking the “copypaste” button will copy the savings to the clipboard. 
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Can I copy the report to attach to an email?  

 

Many of the pages within Calculate contain the buttons shown below: 

 

 
 

 

“Copy as Excel” This will create a single excel sheet excel file within your 

“Saved Calculations” folder. The copy will have NO FORMULAS, therefore 

changing the RV or dates within the sheet will not update the values. 

 

“Copy as PDF” This creates a single page PDF file within the “Saved 

Calculations” folder. 

 

Open the Saved Calculations folder 

 

Set the location of the Saved Calculations folder and how the PDF feature will 

function. 

 

 

 

 

How do I check a refund?  

 

Begin by clicking the “Enter Payments” button to open the “Liability and Overpayments” screen. 
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Notice that the “Repayment or Account Date” will be displayed as today’s date, however this can 

be changed. The Liability will be taken from the “Revised Figures” on the “Basic Calculator”. The 

“Payments Made” will be estimated automatically by reference to the number of instalments that 

should have been paid by the “Repayment Date” (based on the Original Liability). You can also 

change the “Payments Made” if required. 

 

 

 

 

What if I want to see the percentage increase from one year to the next? 

 

Click the ‘Financial Year’ button to open the “Rate Liability in Financial Year” screen. 

 

 

 
 

 

 

 

 



Calcurate   Page 13 of 20 

 
 

 

To see the percentage change from one Rate year, to the next Rate Year, (i.e. 1st April to 31st 

March) enter the “Start Date” as 1/4/16. 

 

To see the percentage change from one Financial Year to the next, enter a relevant Financial Year 

start date between 1/4/16 and 1/4/17 

 

 

 



Calcurate   Page 14 of 20 

How would I view what the monthly instalments should be?  

 

Click “View Instalments” and then enter the year and instalments required. 
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How do I use the “Search”? 

 

 
 

See separate notes on “How to use the Search” 

 

 

 

How do I Enter the Address on the Reports 

 

 
 

 

 

 

There are three ways to enter the address into Calcurate. You can: 

 

• Receive the details from “Analyse” (you must have “Analyse” from Inform CPI) 

• Copy from the VO website 

• Type the details yourself 
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Method One: Analyse 

Begin by searching for the required property on Analyse. Once found, right click on the address 

and choose “Send to Calcurate”, switch back to Calcurate and click one of the “Analyse Import” 

buttons as shown below. 

 

 

1 - Find the entry on Analyse then click “Send to Calcurate”.  There are two ways to do this, you 

can either select the row and then click the button at the top of the screen, or you can RIGHT click 

on the row and choose “Send to Calcurate” from the drop down menu. 

 

 
 

 

2 – Return to Calcurate and import the details from Analyse by clicking one of the import buttons 

shown below. 

 

 

Menu Page – top right Address Page – top left 

  

Basic – top left Advanced – top of screen 

  

 

Entering the Address - Method Two: Copy from the VO website 
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Click the “Enter Address and Other Details” button.  

 

 
 

 

 
 

Manually type in the Postcode into the Postcode box, press enter and then click the VOA Web 

button. You will then be redirected to the VOA website and the search results will be displayed.  
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Highlight the relevant address using the mouse, then right click and select “copy”. Switch back to 

Calcurate and click the VO Address button.  Then click “return to input/report page” 
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Entering the Address - Method Three: Manual Entry 

 

Enter the relevant address lines into the appropriate boxes on the page and click “return to 

input/report page” once complete. 

 

 

 
 

 

If you have already entered the address details into Calcurate 2010, you can click the button 

shown below 
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Reports from the Basic Calculator 

 

 
 

 

 

Standard Report – More Detail Client Report – Less Detail 

  
 

 

 

 

 

 


