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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’ 
accountant or other professional advisers to ensure that all tax and other compliance, legal or regulatory issues 
relevant 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 
professional adviser as to your financial and business needs and obligations before acting on any information 
provided 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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Customising the settings
This guide will help you customise the settings in your book to fit your needs.

General Settings 
From the Administration drop down menu, click on Settings.

What is shown on the Settings screen will reflect the modules that you have.
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Lock off date field
This allows you to lock transactions on and before a chosen date. This can be a good way of 
preventing errors. 

At the bottom of the page are 4 tabs: General details, Legal address, Physical address and 
Contact details. The fields in these 4 tabs get used in multiple places in Reckon One, such as 
reports,  TPAR, emailed documents like invoices etc. So make sure the information you use 
here is accurate.

Book settings
Under the General heading, click on ‘Book settings’. 
Here we have some basic settings for the book, as well as the tabs at the bottom where you 
can add in your details for communication with your contacts. Don’t forget to click ‘Save’ 
when your done.
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Report settings
In the Settings screen in the General settings area, click on Report Settings.

Email settings
In the Settings screen in the General settings area, click on Email Settings.

You will see an accordion for each thing that you can send an email for. This will change 
depending on the modules that you have active.

Clicking on an accordion will allow you to enable and customise the CC and BCC, as well as 
the ability to change the default email subject and content.

Here you can set the report basis, and what the ageing reports are based on.The report basis 
setting is for all non tax reports.
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Tax Settings - General tax settings
In the Tax settings section, click on General.

The General section has all the essential tax settings. 
The ‘Are registered for tax?’ field enables / disables GST tax tracking.

For the ‘Reporting basis’ field, you can choose between Accrual and Cash - this only impacts 
the tax reports. The main difference between the two is when transactions get recorded. 

Cash basis transactions are recorded when cash is received, or paid.
Accrual basis transactions are recorded when goods and/or services are consumed.

If you don’t know which one to use, ask your accountant or bookkeeper. You can also find out 
more information from the ATO on using Cash basis and Accrual basis.

Then there is the setting for sales figues to exclude or include tax, default tax accounts and 
editable settings.

Don’t forget to click ‘Save’ when you’re done.
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Tax Settings - BAS details
In the Tax settings section, click on BAS details.

BAS details section is used to set preferences for the book relating to the business’s BAS
requirements.

In the ‘Reporting period’ field you need to set your preference for the period to use for your 
BAS. If you don’t know what to choose, ask your bookkeeper or accountant.

You can also choose to show amounts in the BAS as tax inclusive or exclusive, and add in any 
tax types that apply to your business.

To find out more about BAS, check out the ATO Business Activity Statement (BAS) website.

Simpler BAS
If you decide to choose Monthly, Quarterly option 1, or Annually for the ‘Reporting period’ 
you can use Simpler BAS. Using this means there will be less information that you need to 
report to the government. To find out more about Simpler BAS, check out the ATO Simpler 
BAS website.
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Tax Settings - Tax codes and groups
In the Tax settings section, click on ‘Tax codes and groups’.

Tax Codes and groups contain all active and inactive tax codes within the book. From this 
screen tax codes can be added, edited and made inactive or active.

For many businesses, these preset tax codes are the only ones needed. You can add 
additional tax codes to accommodate other reasons for charging (or not charging) tax on 
your transactions. 
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Adding a tax code
1. Click Add on the Tax codes and groups list
2. In the Add a tax code or group, enter a name and description.
3. Choose if it’s a tax code or group.
4. Choose if this tax code is to be used with Sales and/or Purchases, and add in the tax 
account/s .
5. Under ‘Tax rate’ click on ‘Add’, and fill in the tax rate and the date it’s applicable from.
6. Under ‘Reporting’ make the appropriate selection from the ‘Tax liability section’ field.
7. Under the ‘GST Summary’ and ‘BAS’ tabs, click on ‘Add’ and fill in the Report label, amount 
to include, and Transaction type fields. 
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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


