Quickbooks Backups

This tutorial will show you how to backup your Quickbooks data.
Backups should be made at least several times a month. (It's even better to make one every time you
add checks or deposits to your file.)

Making a backup

The lower right part of the main window shows when the last backup was done.

|
E Backup Status

& Your data may not be protected!

Backup has not run

Back up now
Activate Intuit Data Protect

In this example I have not done a backup yet.
To do one, click on 'Back up now'.

This box will come up: .
Create Backup [ S

Make a backup copy of everything you need to recreate your company file
in case of accidental loss or damage to your data.

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

'(.iuickBUDks data and other critical files offsite using Intuit's
fully integrated online backup solution,

Learn mare

@ ) Local backup
. - Save locally to & remavable storage device(such as a CD or USB flash

drive) or to a folder on your network.

Click Options to change your current backup settings.
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Click 'Local backup' since we are not using the online services.

Learn more

ocally to a removable storage device(such as a CD or USE flash
drive) or to a folder on your network,

Click Next'.



You now need to choose where to back up the files.
A flash drive or external hard drive is necessary to do a backup.

Backup Optiocns
Use this window to set default options for your manual and automatic backups.

Local backup only
Tell us where to save your backup copies (required)

| | [ Browse. ..

Add the date and time of the backup to the file name {recommended)
Limit the number of backup copies in this folder to

Online and local badkup

Remind me to back up when I dose my company file every times.

Select an option to verify that your company data is OK (thatis, not
corrupted) when you save.

@ Complete verification {recommended)

©) Quicker verification

() Mo verification Help me choose

L [8].4 J [ Cancel ] [ Help
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Click on the 'Browse' button to locate your drive.

Browse for Folder 1 2 )
Select a location for your backups g
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In this case we are using the drive called 'Install Ubuntu'.
Click on the drive you want and then click 'OK'.
You will see this box.



Create Backup

When do you want to save your backup copy?

[:—I @ :Saue it nowé

(7) Save it now and schedule future backups

(2) Only schedule future backups

as a CD or USB flash drive, insert the CD or connect the device naw.

MNate: If you are saving your backup copy to a removable storage device such

[ Back ] E Mext ] [ Einish l Help ] [ Cancel
Generally you can leave it set to 'Save it now'.
Click 'Next'.
A window like this will come up.
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Click 'Save'.

The backup will start. It usually only takes a couple minutes.



These are several of the boxes you will see.

Working Wotkinig,

Backing up data.
verifying data integrity.
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Press ESC to cancel.

When the backup is finished you will see this:

QuickBooks

. QuickBooks has saved a backup of the company file for Test Resident Coundl to E:\Test
\!l') Resident Council (Backup Dec 06,2012 02 18 PM).QBE.

Recommended:; Frotect vour QuickBooks data and other critical files offsite using Intuit’s
fully integrated online backup solution.
Learn more

E TryHow ’ Mo, Thanks

Click on 'No, Thanks'.
Your backup is now saved on your flash drive.

Restoring from a backup

This is helpful in a situation where something happens to the computer that Quickbooks is installed on
or to your data on that computer.

This is the screen you'll probably see when you open Quickbooks.

No Company Open

Select a company that you've previously opened and dick Open

Eront Resident Council. QB |
Maontreal Resident Council. QBW Open
Wilson Resident Council. QBW -
Test Resident Council, QBW

Location: C:\Program Files\Intuit\QuickBooks 20114

z : _1

£ B i -
Create a Open or restore an Opena

New Company existing company sample file

You'll see this if you've closed your company file or there isn't one loaded.

Look at the three boxes at the bottom.
You want to click on 'Open or restore an existing company'.



Open or restore an
existing company

Once you do you will see this box.

Open or Restore Company

What type of file do you want to open or restore?

[-_ = | ) Open a company file
I I * Qpen a regular company file {.gbw)

@ éRestore a backup oopv

* Restore a backup file {.gbb)
wJ »Restore files from an online backup

) Restore a portable file
* Re-create a company file that was stored as a portable file {.gbm)

Cancel

You want to check 'Restore a backup copy'.
Click 'Next'.

You will then see this.

s 15 the backup copy stored locally or online?

] Backup copy is saved on this computer, on a removable =
a network drive.

i) Online backup
Backup copy is stored online,

Check 'Local backup' since we are not backing up data to a web server.

Click 'Next' again.

You will then get a box where you can choose the drive the backup is stored on.

Click on the drive you want.

This box will come up.
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@Central Resident Council (Backup Jan 06,2012 1010 AM)
[@jFant Resident Council (Backup Jan 19,2013 06 41 PM)
@jhamline resident council (Backup Feb 01,2012 11 43 AM)
[}ﬁjhamline resident council (Backup Feb 08,2013 02 51 PM)
[ﬁjhamline resident council (Backup Jan 15,2013 12 55 PR
@Inwa Resident Council (Backup Feb 12,2013 11 50 AN}
[Ejjlnwa Resident Council (Backup Jan 22,2013 12 23 PM;)
@Mnntreal Resident Council (Backup Jan 23,2013 03 45 PM)
[éth Airy resident council (Backup Dec 15,2011 1213 PM)
@SEEI Resident Council (Backup Feb 10,2012 11 29 AM)
Eﬁj‘ﬂ"ilsnn Resident Council (Backup Jan 18,2013 11 25 PM)

He name: lident Council (Backup Jan 23.2013 0346PM) +| [ Open |

Flesoftyps: | QEW Backup - GEE) -] | Canesl |

[ Hen ]

You should see your backup listed on it.
The file name will look like the ones above. Choose the backup with the latest date if you have more
than one on your drive.

Click on the backup you want and then click 'Open'.

You will see this box.

UpEN of KEStOre Lompany

Where do you want to restore the file?

In the next window, you will choose the location where you want to restore the
file, Az the file restores, it is converted to a company file with the extension .gbw.

Important: If you don't want to overwrite your existing company file, rename
the file in the next window. For example, you may want to add a date or version

,,‘4 number such as mycompanyname-Jan2-2007.gbw or mycompanyname-v 2. ghw.
@ Do you sync your company file with your online services?
] You or your accountant may have worked on this backup while the sync was

suspended. If this is the case, you should overwrite your existing company file in
the next window. Sync will then be resumed.
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Click Next'.



You should now see this.

Save Company File as

Save in: | |53 QuickBooks 2011

My Recent
Documents
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[ Components

I Convertd3

ICh Data

[ChHelpResources

|y Restored_Front Resident Council_Files
|h Restored_Wilson Resident Council_Files
rﬁﬁFant Resident Council

@Mnntreal Fesident Council

@Test Resident Council

@Wilsun Resident Council

File name: |Fmrrt Resident Councill

Save as bype: |Guiu:l-:Eh:u:uks Files [".QBW)

Check to be sure the name is correct and click 'Save'.

The backup will be opened.

A login box will come up.

QuickBooks Lagin

Enter a user name and password to log in to the company:

Front Resident Council

User Mame: |.-5.|:Imin |

Password: | | Forgot Password?

Passwords are case sensitive.

Ok ] [ Cancel ] [ Help

Enter your password and click 'Okay".



You will then see this.

QuickBooks Information

| i) ‘four data has been restored successfully.

Click 'OK".

Your home screen should come up.



