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The intention of this document is to guide you through upgrading your Reckon Accounts company file
from Reckon Accounts Hosted 2014 Release 4 to Accounts Hosted 2015 R1 on your Hosted account.

Before beginning this upgrade process we strongly suggest that you read and familiarise yourself with
the content below and the Accounts business range Installation and Upgrade Guide which can be
accessed on the Reckon website, and select Accounts Business Range 2015.

IMPORTANT!

1. If you have already upgraded your company file to Reckon Accounts 2015 R1 on the desktop
version please ignore the instructions below and use the Accounts 2015 R1 button.

2. Accounts Hosted 2015 R1 does not contain tax tables for the 2015-16 Financial Year.

You will need to complete your 2014-15 End-Of-Year processing using Accounts Hosted 2015
R1.

Tax Table update for the 2015-16 financial year will be provided with the Accounts 2015 R2
which will be made available to you in late June 2015, with new tax tables being effective from
1* of July, 2015.

Hence, after you have upgraded your file from Accounts 2014 R4 to Accounts 2015 R1 (and
until such time that Accounts 2015 R2 has been made available to you) you may still carry out
your usual End-of-Year processing, including generating of your Empdupe and INB Payment
Summaries for the 2014-15 financial year and processing all pays for the 2014-15 financial
year.



http://home.reckon.com.au/support/Home/ReckonSupport/InstallationUpgradeGuides.aspx
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STEPS TO UPGRADE

1. Go to Reckon Accounts Hosted login page. Enter your Username and Password then click on the

Login button.

Reckon @ Hosted More Community Login

Login to Reckon Accounts Hosted

Username or UserlD
Desktop accounting in the cloud

JohnSmith ; .
The software you know and love now in the cloud

Password

Mobile enabled
Accounting on the go with no need to install

Login > Remember me a nal applications or plug-ins on any of your
devices, including 1I0S and Android devices

Forgotten usemame > i Faster than ever before
C We have invested significant resources to ensure
Forgotten password > that Hosted is faster than ever.

Confidence and security
Reckon is an ASX lis

company that has sold

ears with world-class

security & support

2. Click on Launch Accounts 2014 R4 button.

Reckon @ Settings

Welcome to Reckon Useful links

Accounts HOSted @ How-to videos

2 Community
LAUNCH ACCOUNTS 2014 R4 < ::l
(7 Test your internet speed

ey View backup log
LAUNCH ACCOUNTS 2015 R1

CONTROL PANEL



https://hosted.reckon.com/RAHV2/ReckonAccountsLogon.aspx
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3. Print a copy and/or check financial reports such as your Trial Balance, Profit & Loss and Balance
Sheet reports;

4. Create a backup of your Accounts Hosted 2014 R4 company file(s) by going to File > Save Copy
or Backup. Save your backup file (.QBB) on to Reckon Accounts Hosted - My Backup (B:) drive.

Browse for Folder -

Select folder

| My Backup (B:) |

Bl Desktop
A M| Computer

|l> 2 My Backup (B:) |

G My Live (Q:)

oK. | | Cancel

Choose the option to take a “Portable Backup” if you intend to download the back up to your
local hard drive. A portable backup is smaller in size than the standard backup and is more
practical for downloading local hard drive backups. Portable Backup may take longer time to
create & restore than the standard backup.

For best practice for Hosted backup and File maintenance, please read this article.

5. Click on File menu then select Exit from Accounts 2014 R4 after you have backed up your
company file and wait for the browser tab to close.

Important!

It is essential to perform the proper File Exit function whenever you want to exit from Reckon
Account Hosted.

Please wait until the browser tab is closed automatically after performing a File Exit, the Hosted
session is terminated successfully as a result. This will prevent later connection issues.
We do not recommend users to close the web browser, browser tab or close the Account Hosted

application by clicking the Close button (-) on the top right of the window while Hosted
session is still active. This may cause issue when you try to launch a different Hosted version later.



https://community.reckon.com.au/reckon/topics/best-practice-hosted-backup-and-file-maintenance
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6. Return to the Reckon Accounts Hosted dashboard page. If you have logged off from the
webpage, return to Reckon Accounts Hosted login page. Enter your Username and Password

then click on the Login button.

7. Click on the Launch Accounts 2015 R1 button and open your company file; Note: You must login
as the Reckon Accounts Administrator to upgrade your company file.

Reckon @ Settings

Welcome to Reckon Useful links

Accounts Hosted O How-to videos

2 Community

LAUNCH ACCOUNTS 2014 R4
(7 Test your internet speed

%,
LAUNCH ACCOUNTS 2015 R1 <:|

View backup log

CONTROL PANEL

8. Reckon Accounts will ask you whether you would like to update your file to the new version.
Type ‘YES’ and click OK.

Update File to New Version ‘L‘

Your data file needs to be updated to work with this version of Reckon
Accounts,

Depending on the version of Reckon Accounts you were previously using,
Accounts might rebuild your file to verify the integrity of your data. Thisis
a multi-step process that can take more than 30 minutes depending on the
size of your file.

Once your data file is updated to this new version, it will not work with your

previous version of Reckon Accounts. Before we begin updating your data
file, Accounts will assist you in making a backup of your current data file.

You can always use this backup data file with your previous version of
Reckon Accounts, but any data entered in this new version of Accounts wil
have to be re-entered in that case.

Type "YES' if you want to update your data file. 'Yes

ok | cancel



https://hosted.reckon.com/RAHV2/ReckonAccountsLogon.aspx
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If you are not prompted to update your file to the new version upon starting Reckon Accounts,
click File menu - Open Or Restore Company and select Open company file (.QBW) option and
click Next. Choose the company file you wish to update then click Open.

[ Open a Company -
Lookin: | & My Live (@) v| ¥ @
Name “ Date modified (A
Upload 5/09/201410:35 AM | = |
, WINDOWS 4/09/2014 4:02 PM
Bl My Company.QBW 5/11/2014 3:12 PM
|_| My Company.QBW.nd 5/11/2014 3:12 PM
v
< m >
File name: I-_ng;-_QBA v | [ Open |
Files of type: |Reckon Accounts Fies "QBW,"QBA)  v| | Cancel |
Help
[ ] Open file in multi-user mode

If you choose to restore the backup you created in the previous release, please ensure that you
entered the exact file name in the File name field on the Restore To window.

o Restore To -
Savein: l 53 My Live (@) vl 5 i 7 B
Name “ Date modified A
.. Upload 5/09/2014 10:35 AM
) WINDOWS 4/09/2014 4:02 PM
m My Company.QBW 5/11/2014 3:12PM | -
v
< m >
File name: lMy Company QBW v | | Save |
Save as type: | Reckon Accounts Files (" QBW) v | I Cancel |

A message will appear asking if you wish to replace the company file. Click Yes to continue to

upgrade process.
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Warning - Overwriting the file means deleting it completely from the server. Please make sure
that you are overwriting an old file, otherwise return to the earlier step and choose, File menu

— Open or Restore option and choose select the “Open company file” option rather than
Restoring a backup.

Confirm Save As

! . My Company.QBW already exists.
== Do you want to replace it?

If the message below is shown, change the name of the company file then click Save.

Restore To -

! My Company.QBW
% This file is set to read-only.
Try again with a different file name.

7

The upgrade time will depend on the size of your Reckon Accounts data file. It is important that
you do NOT exit or cancel out of Reckon Accounts during this time.
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Reckon Accounts will then prompt you to take a backup of your company file. Click Finish and

Reckon Accounts will automatically backup your file to Reckon Accounts Hosted Backup drive -

My Backup (B:) drive.

Save Backup: Method
Do you want to save your backup locally or online?

(® Local backup

* Save to a removable storage device (such as a CD or a USB flash drive) or
in a folder on your network.

Online backup
* Schedule automatic backups to a secure offsite location.

Learn more about Reckon Accounts Online Backu

m
o
fim

Next

| Help ] | Cancel

Click OK to save the backup onto the B drive.

Save Backup Copy: Options -

Online and local backup
Tell us where to save your backup copies (required)

Add the date and time of the backup to the file name (recommended)
[¥] Limit the number of saved on-demand backup copiesto |3 P&’ folder

[w] Remind me to back up when I dose my company file every |4 | times.

Select an option to verify that your company data is OK (e.g., not corrupted)
when you save. Which option should I choose?

(®) Complete verification (recommended)
() Quicker verification (faster but less thorough)

() No verification (not recommended)

| oK I | Cancel I I Help |

If you would like to save your back up your file to an external drive or to your local computer,

please watch this video for more detail.



http://vimeo.com/101976455
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9. Reckon Accounts will now prompt you to Update Company. Click Yes;

Update Company

You are about to open a company file using a newer version of Reckon Accounts. Reckon
7!7\ Accounts will update this file to the newer version but you won't be able to open it again in
5 older versions of Reckon Accounts,

Do you want to continue?

10. Check financial reports such as your Trial Balance, Profit & Loss and Balance Sheet reports
against the reports generated in Accounts 2014 R4 as per step 3;

11. Congratulations! Your Reckon Accounts file has been successfully updated.

12. If you have multiple Company Files, repeat this process with each of them.




