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Backup and Restore

Backup QuickBooks® Company File and Restore on a different computer
See *WARNING on the last page of this procedure

Do you ever need to work on your QuickBooks® company file on a different computer?
Examples of this: Take the file along to your Accountant

Take the file home to work on your home computer
On this tip are procedures to backup and restore your QuickBooks® company file to another
computer.

1) Backup up your file onto a USB drive or a CD/DVD disk by following these screens:
Edit ‘Wiews Lists Fawvorites Accountant

Mew: Company...

Open or Restore Cormpany..

Open Previous Company 3

Sawe Copy or Backup...

Close Company

Swvitch to Multi-user MMode
Ltilities

File menu, Save Copy or Backup...

Save Capy or Backup [

What type of file do you want to save?

‘ :J @) Backup cnpyé
Create a backup copy of everything you need b re-create your campany file
in case: of accidental loss or damage ko your data.

Portable company file

Create a compact version of your company financial data that you can e-mal
or kemporarily move b anather computer,

Accountant's Copy
N Create a compact version of your compary Fle. Your accountant wil use it b
- make adjustments that you can import into your file later.

Tasend this file ta an Intuit web server, click Cancel now and go to
File > Accountant's Copy » Send to Accountant,

Help me choose

Back Einish ‘ Help Cancel

Select Backup copy then click Next
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Save Copy or Backup

-

]

s

Do you want to save your backup copy locally or online?

Online backup
Save bo a secure offsite location over the Internet using QuickBooks
Online Backup,

First 30 days free.

 Learn more about QuickBooks Orline Backup

Save to a remavable storage device (such as a €D or a USE flash drive) or
to & folder on vour network,

Options ‘ Click Dptions to change your current backup settings.

| Back

|| Hext H Finish |

Help H Cancel |

backup then click on Next

Bl
]

¢

[ Save Copy o Backup

When do you want to save your backup copy?

Save it now and schedule Future backups

Only schedule Future backups

Mote: I you are saving your backup copy ko a removable storage device such
as a CD or USE flash drive, insert the CD or connect the device now,

Back

‘ [ ext l | Finish Help Cancel
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To backup on a USB drive or a disk select Local

Select Save it now then click on Next
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e Save Backup Copy
Savein - 0 $ e Er
I Name’ Date taken Size Rating

9

Recent Places -

! brkthrough ¢

TR T A

i

Trish - Qumer

&

=

Computer
[
-

Hetwork

Fie name: ikthrough QB2003 (Backup Sep 24 2

v Save

Save as type: [QBW Bachup [".0BE)

vl [ Cancel ]

Locate the drive you will be saving to and

click on Save

2) To restore the file on a different computer

Edit ‘“iew Lists Faworites
Meww Carmpary..,
Qpen or Restore Company..,
Qpen Previous Cormpany
Sawve Copy or Backup..,

Close Campany
Swvitch to bulti-user Mode
Litilities

Accountant's Copy

Print ...

Sawve as PDF...
Print Forms
Printer Setup..,
Send Farms...

Shipping

Update Web Services
Toggle to Snother Edition...

Exit

Accountant

Chrl+P

Alt+F4
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Cpen or Restore Company
What type of file do you want to open or restore?

Dpen a company file

= Open a regular company file {.gbw)
= Open an Accountant's Copy working file {.gba)

= Restare a backup file {.gbb)
= Restore files from the GQuickBooks Online Backup service

|| g Restore a portable file

A

= Re-creake a company file that was stored as a portable file {.gbm])

==

Convert an Accountant's Copy Transfer File
= Select an Accountant's Copy Transfer File L QBx)
= Conwert it to an Accountant's Copy working filed, QBAY and save it
Back Finish | Help

Cancel |

then click on Next
] Open or Restore Company

Is the backup copy stored locally or online?

a network drive.

Online backup
Backup copy is saved with QuickBooks Online Backup,

Select Restore a backup copy

Back Mexk Finish Help
I |

Cancel |

Select Local backup then click

on Next

vl Open Backup Copy
o i* @-

Size

Look i -

Marne Drate modified Type Tags

Py

Recent Places

Desktop

Trish - Owiner

1Ay

Computer
.
==

Metwork

==

File name: [

- Open

Files of type: [ @B Backup [%0BE)

- | ‘ Cancel |

Help |

Select the drive that has

your backup company file stored then click on Open
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Open or Restare Company ===l
wWhere do you want to restore the file?

In the next window, you will choose the lacation where you wank bo restore the
File. As the file restores, it is converted to a company file with the extension .gbw.

il

Important: If you don't want to overwrite your existing company file, rename
the Fil in the nest windaow, For example, you may want ko add a date or version
number such as mycompanyname-lanz-2007 .qbw o Mycompanymams-v2. ghw.

Do you sync your company file with your online services?

¥Ou or your accountant may have worked on this backup while the sync was
suspended. TF this is the case, you should overwrits your existing company File in
the next window. Syne vl then be resumed.

5]

[ Back J | Dext | Einish Help || cancel |

Review this screen and its warnings then

click on Next

wd Sawve Company File as @
Savein - @F M-

Marne Date modified  Type Size Tags

e B

Recent Places

Desktop

7
Trish - Owner

LY
Computer

W

-
Metwark

File name: | - Save

Save as type. | QuickBooks Files [-.0BW) - | cencel |

[ Hem |

Identify the drive you want
your restored QuickBooks® Company file saved in on your computer’s hard drive

When the file is restored you can now use the file just as you did on your other
computer.

*WARNING

Remember that no one can work on the company file once you have saved the
backup to restore on the new computer.

Any work you do on the company file will have to be backed up and restored to the

first computer before someone else can open the company file to work on it.

You can not import transactions to a QuickBooks® company file so if you don’t follow
these procedures you can loose the data you entered from the second computer

This isn’t a procedure to be taken lightly so make sure you follow the screens and
warnings.
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