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Copyright
No part of these materials may be reproduced, stored in or introduced into a retrieval system, or transmitted in 
any form or by any means, including photocopying without the prior written permission of both the author and 
Reckon Limited.

Disclaimer
Because of the possibility of human or mechanical error the material contained within this book is supplied 
without representation or guarantee of any kind. The publishers and author are not responsible for any errors 
or omissions or the result from the use of such material. All accounting information used in this book is to help 
the user understand how the program can be used. It is important to seek the advice of the business’ accoun-
tant or other professional advisers to ensure that all tax and other compliance, legal or regulatory issues rele-
vant to the business are covered.

The information contained within this manual is for demonstration purposes only. You should satisfy yourself 
of the current requirements of the Australian laws and regulations and seek your own advice from your profes-
sional adviser as to your financial and business needs and obligations before acting on any information provid-
ed in this manual. Reckon Limited and its related bodies corporate (to the extent permitted by the law) have no 
legal liability to you in respect of any of the Reckon products or services.

Reckon Limited does not provide legal, taxation, financial or investment advice.
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Make payment
A payment is money that you pay to a supplier for goods and/or services (doesn’t include 
employee wages).

Click on Day to day on the main menu, and under the Money out title, click on ‘Make pay-
ment’. This will take you to the Make payment list screen. Otherwise, if you want to skip 
ahead to adding a payment, you can access the ‘Quick add’ menu by hovering over the plus 
icon on the top right, and click on ‘Make payment’.

The Make payment list screen can be filtered by bank account at the top, and using the tabs 
can show you lists of what has and hasn’t been reconciled.
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Add a make payment
To add a new payment, click ‘Add’ on the Make payment list screen.

The ‘Date’ field will be pre-filled to have today’s date, but if that isn’t when the payment was 
made, fill it in with the correct date. Leave the ‘Payable type’ field as it is (unless it’s a payroll 
or super payment). Add in the payee in the ‘Contact’ field, and select the right account in the 
‘Bank account’ field.

If this payment isn’t for something that already exists in your book, then click on the ‘New’ tab 
at the bottom. 
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In the new tab, fill in the details of the empty row. Make sure to enter in an item or an ac-
count. If the payment needs to cover multiple accounts and/or items, just click on ‘Add new 
row’ for each account or item that you want to include.

If this payment covers something that already exists in your book, then click on the ‘Allocate’ 
tab at the bottom. You can use transactions from both tabs for each payment.

For each line in the Allocate list that you want to use for this payment, you need to click on 
the line and type in the amount that you want to allocate in the ‘How much to allocate’ col-
umn.
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Once you have filled in all the necessary fields, click ‘Save & close’.
 
Handling overpayments 
If you need to include an extra amount on top of any current and/or new line items, you will 
need to untick ‘Use transaction total’ and then enter the total amount of the payment in the 
‘Amount’ field that appears. 

If you do this, when you click ‘Save’ a pop up will appear that will inform you that the addition-
al amount will be credited to the contact that you selected. Click ‘Issue credit’ to credit that 
extra amount.

Editing and deleting a payment
To Edit or Delete an payment, click on the payment in the Make payment list screen.

Edit the payment details as required or select one of the options ‘Delete’ or ‘View history’ in 
the top right. The ‘View history’ information provides an audit trail / history of the payment.
Once the changes are done, click on ‘Save & close’ to return to the Make payment list screen.
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Need more help?

Join the Reckon Community

Check out the Reckon One How-to YouTube videos

Get training at the Reckon Traing Academy

Find a Reckon One Advisor

Attend or watch a recorded webinar

Ask the Sales team a question

Ask the Support team a question

Contact us


