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This document intends to guide you through upgrading your Reckon Accounts company file from 2017
Release 2 to 2018 Release 2 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 at https://www.reckon.com/au/downloads-guides/ and select Accounts Business Range 2018.

IMPORTANT!

1. Reckon Accounts Hosted 2018 Release 2 contains tax tables and other legislative changes for
the 2018-19 Financial Year.

You will need to complete your 2017-18 payroll processing on Accounts Hosted 2017 R2 before
upgrading to Accounts Hosted 2018 Release 2, as the tax tables available are for payroll
processing after July 1st, 2018.

2. The Reckon Accounts Hosted 2018 Release 2 addresses the following:
e PAYG Tax Tables for 2018/19 Financial Year;
e Single Touch Payroll

More information of each changes can be found on the following page.

3. If you have already upgraded your company file to Accounts 2018 R2 using the desktop
version, please ignore the instructions below and use the Accounts 2018 R2 icon.
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PAYG Tax Tables for 2018/19 Financial Year

The new PAYG tax tables for the 2018/19 financial year have been included in Hosted 2018 R2.

Upgrading to Account Hosted R2 will ensure that the correct taxation is applied to salaries and wages in
the new financial year from 1% of July 2018.

For more information on the new tax tables, visit the following ATO link:
https://www.ato.gov.au/Rates/Tax-tables/

Single Touch Payroll

For employers with 20 or more employees, Single Touch Payroll reporting is mandatory from 1 July
2018. If you have 19 or less employees, Single Touch Payroll will be mandatory from 1% July 2019.

For more information on Single Touch Payroll see https://www.ato.gov.au/Business/Single-Touch-

Payroll/

As part of your subscription to Hosted you will have access to Reckon GovConnect Single Touch Payroll
a Reckon developed gateway which has been built to allow you to submit your Single Touch Payroll
information to the ATO as well as keeping track of responses from the ATO and having an audit of all
data which has been submitted.

If you need to report Single Touch Payroll, to switch the feature on, after upgrading to Reckon Accounts
2018 R2, go to Edit > Preferences > Payroll & Employees > Company Preferences and select the below

option.
e

Preferences Type a help guestion
= Ao My Preferences I Company Preferences | [ ok

!Eg Banking Reckon Accounts Payroll Features Pay Slip and Voucher Printing Cancel

Eh Eills @ Eull payroll Printing Preferences ?

3 elp

25 pecktop View ) Mo payrol

% Finance Charge [} Enable single Touch Payroll. Default |
t* General || cash Pays Rounding.

- L = Also See:
H ntegrated Applications [7] Copy earnings details from previous pay cheque.

& Items & Inventory [¥] Recall guantity field on pay cheques. | Employee Defauls. .. | General

o Jobs & Estimates [¥] Recall hour field on pay cheques.
?-?E:! Online [¥] Job Costing and Ttem tracking for paycheque expenses.

7 Reminders Changing the employee name display preferences will cause all Reckon Accounts
&
windows to dose. Please finish paying your employees before you do this,

lelt Reports & Graphs Display Employee List by: Other Leave Names
& Sales & Customers @) First Name () Last Name Other 1: | Other 1
. Send Forms = -

s [T] Mark mew employees as sales reps Other 2: | Other 2
B Spelling
Tax ] calculate RESC difference for SA andjor CA payroll items
Time Tracking [ super Payment Date on Payslip

Once enabled you will see the below Menu Entry under the Employees Menu.
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;lEmployees] Banking Reports Window

Employee Centre
Payroll Centre

Enter Time >

Pay Employees
Add or Edit Payroll Schedules
Edit/Void Pay Cheques

Payroll Taxes and Liabilities >
Process Payment Summaries >
‘I Process Single Touch Payroll I

Process CDEP Payments...
Super Data Export
Set Up YTD Amounts...

Employee Organiser >

Tax Table Information...

Superannuation Information

Payroll Setup

Manage Payroll tems >

Billing Rate Level List

(Single Touch Payroll is also accessible via File Menu > Utilities > Export > Electronic Files > Single Touch Payroll.)

Clicking on this Menu Entry will launch the below Single Touch Payroll window.

G — = T = = — - -
Ef'ﬂi.‘-@l'e"l"uibth"l’é?’ﬁ“ Lodge Type & help question [Ask] {v HnwDoI?] == |ﬁ

Payrun | FE R e « | Total Gross: $11,552.33 Total PAYG: $2,246.00
[ Full File Replacement [ Update Event [ Final Pay Event
o Employes Emp. Mo. |
Barry Dawson E
Betty Frankston L I Select All I
Muriel French
bplist I Select Mone I
Samantha Stone
I Lodge I

Close I I Help I
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On this window, you can select the Pay that you are exporting to the ATO, as well as the Employees that
you are exporting.

Please see the Single Touch Payroll Help portal for further info on the lodgement process at the below
link:

https://help.reckon.com/reckon-accounts/payroll/single-touch-payroll
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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@

Login to Reckon Accounts Hosted

Username or UserlD
accounting in the cloud

are you know and love now in the cloud.

JohnSmith

Password

m AR L

I’ I} Mobile enabled

Forgotten password >

2. To prep, your data file for an upgrade, Click on Launch Accounts 2017 R2 button.

LAUNCH ACCOUNTS 2017 R2

3. Open your company file. 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 2017 R2 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.
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Browse for Folder -

Select folder

| My Backup (B:) |

B Desktop
4 Ml Computer
b o= My Badap (8] |
- & 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 a 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 2017 R2 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.
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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 the Login button.

7. Click on the Launch Accounts 2018 R2 button when you log in and open your company file;
Note: You must log in as the Reckon Accounts Administrator to upgrade your company file.

LAUNCH ACCOUNTS 2018

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 IL'

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 beagin 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 will
have to be re-entered in that case.

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

- .

9. Reckon Accounts will prompt you to create a Backup before the upgrade progress. Click OK to
create the backup.

Reckon Accounts Information

I.-’ (8 Before we can update your data file, you must back up your company data.
| Click 0K, and you will be asked for a file name for your badkwp.
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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.

Cpen a Company

Look in: | G My Live @)

v| @ e @~

Mame -

Upload
; WINDOWS
mM}r Company CBEW
L_| My Company.OBW.nd

< m

Date modified
5709,2014 10:35 AM
A4509/2014 4:02 PM
5/11/2014 312 PM
51172014 3:12 PM

File name: |‘_QEI‘-"-":'.GEﬂ

o

Files of type:

| Reckon Accounts Files {* QBW ~.QBA)

2

[] Open fil= it multi-uzer made

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.

Restore To

Save in: | S My Live (Q:)

vl? s T«

-
Mame

Upload
J WINDOWS
|l My Company.aBw

<] n

Date modified
5/09,/2014 10:35 AM
4/09/2014 4:02 PM
5/11/2014 3:12PM

File name: | Ny Compary: 2 BW

Save as type: | Reckon Accounts Files (".GBW)

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

upgrade process.

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 to select the “Open company file” option rather than

Restoring a backup.
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Confirm Save As

l . My Company.GBW already exists.
2= Do you want to replace it?

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

Restore To -

l My Company. QBW
= This file is set to read-onhy.
Try again with a different file name.

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.

10. 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 USE flash drive) or
in & folder on your network.

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

Learn more about Reckon Accounts Online Backup

Mext

Help | | Cancel
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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 badwp to the file name {recommended)

Limit the number of saved on-demand backup copies to |3 PE7 folder

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.q., not corrupted)
when you save. Which option should T choose?
(®) Complete verification (recommended)

() Quicker verification (faster but less thorough)

() No verification {not recommended)

| oK | | Cancel | | Help |

11. 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, Redkon
l 4, Accounts will update this file to the newer version but you won't be able to open it again in
" older versions of Reckon Accounts,

Do you want to continue?

12. Check financial reports such as your Trial Balance, Profit & Loss and Balance Sheet reports
against the reports generated in Accounts 2017 R2 as per step 3;

13. Congratulations! You have successfully upgraded your Reckon Accounts File.

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




