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AGRIMASTER® 

HELP NOTE 
 

Closing Tax Periods and Creating BAS  
Transactions 

 
When a GST return (BAS) is due a series of steps must be taken to ensure that the return is correctly 
completed and that the data used in the return cannot be altered afterwards. 
 
Returns can be for a variety of periods: 
 

• A GST return will be for either monthly or quarterly. 
 

•  PAYG return (your income tax-PAYG instalments) will be quarterly or annually. 
 

•  Wages Tax Deducted return (PAYG withholdings from employees) will be monthly or   
quarterly depending on the total of tax withholdings for the year. 

 
 
HOW TO CHECK YOUR  BAS 
 

1. Ensure that all transactions are entered and reconciliations done for the Quarter 

a. Start at HOME  
 

b. click CASHBOOK   
 

c. Click REPORT   
 

d. Click TAX REPORTS   
 
 

2. Access the proportional code setup and the PAYG setup to adjust percentages if required. 
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3. Display the GST (FULL REPORT). By selecting this item from the reports and clicking on the 

green tick, print it, check all items for errors and omissions. Fix any errors found by returning 
to the cashbook. 

 
4. If you are using the PAYG (IAS) section, display the INSTALMENT INCOME TAX (DETAILS) 

report by selecting this item from the reports and clicking on the green tick, print it, check for 
anomalies. 

 
5. If you are using the Tax Deducted section, display the WAGES TAX DEDUCTIONS (DETAILS) 

report by selecting this item from the reports and clicking on the green tick, print it, check for 
anomalies. 
 

6. If you are using the Fuel Tax rebate section display the Fuel Tax Rebate (Details) section by 
selecting this item from the reports and clicking on the green tick, print it, check for 
anomalies. 

 

 
 
 
 

1) Select the 
report you 
wish to run  

2) Click the Green 
tick 

Check that these 
dates are correct 
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You may wish to get your accountant to check your work before proceeding further. If so, wait for 
them to report any changes needed, make the changes and re print the relevant reports. 
 
HOW TO CLOSE THE TAX PERIOD AND CREATE THE TAX TRANSACTIONS: 
 
When you are satisfied that the reports are correct: 
 

1. Check that the totals match the previous three reports printed. If you are satisfied that the 
report is correct print out the report and manually copy the details onto the BAS Form the 
ATO has sent you. (If you are using the ECI you will need to manually type the figures into the 
ECI Website) 

 
2. Close the display window. This will activate the "Create Tax Cashbook Transaction".  

 
The purpose of this option is to let Agrimaster create the transaction to pay the Tax Department. 

If you click on  
 
This will ensure that the coding is always correct and consistent. We strongly recommend you 
use this option  
 
 
If you prefer to enter the transaction yourself just click on 

 
 

1 )Click the 
print Icon 

2) Click the 
black cross  
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3. The transaction will be created and a notice to that effect will show. Click OK.  
 

 
 
 

4. The close notice will now show. If you click YES here the tax period will be closed.  
 

 
 

Select the bank 
account to be 
credit or 
debited 

Select whether 
the transaction 
is to be added 
to the 
transaction list 
or sent to the 
EFT or cheque 
printer. 

If you are 
paying IAS 
decide on how 
you would like 
to pay it 

You will need to 
setup EFT codes if 
you are paying IAS 
for multiple 
people for further 
instructions refer 
to the Paying 
income tax (IAS) 
via Agrimaster 
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5. When closing GST you will also get a message informing you of how many transactions where 
in the period, if any corrections have been made and if any non cash adjustments have been 
made click on OK 

 

 
 

6. You will then get a close notice for all other tax types that you have activated in your 
Agrimaster File such as PAYG and Wages Tax. You will only get these messages if you are 
using these tax types click YES on all tax types 

 
7. When you close the last tax type the date of return due will change to the next Tax period. 
  
8. All Tax periods must be closed so that a warning can be given if you alter something that 

affects the GST of a submitted return. 
 
 

RELATED HELPNOTES:  
 

• Paying Income Tax (IAS) Via Agrimaster 
 


	AGRIMASTER®
	HELP NOTE

