Sending an Accountants Copy of the QuickBooks ledger to accountant
(for QuickBooks 2008 and forward)

On the menu bar, click on “File” then click on “Accountant’s Copy” then “Client Activities” then “Send to Accountant...”.
The window shown below will open.
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Confirm sending an Accountant's Copy

% This sends an Accountant's Copy to your accountant using Intuit's
Accounkant's Copy File Transfer service, Your accountant will receive a notification
and download your file, File size and Internet bandwidth limitations

An Accountant's Copy allows
= your accountant to complete a fiscal period
= vou and your accountant to work independenthy
= wou ko import your accountant's changes inko your file

If wour accountant needs to set up vour books, do daily bookkeeping, or
work on payroll, you should create a portable or backup file that wou can send
instead. To do that, click Cancel now, and go to the File menu and dlick Save
Copy or Backup.
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Click the “Next” button and the following window will open. Enter a dividing date. Click the down arrow in the first
window then select “Custom”. Then open the calendar and choose the last day and month for the tax year. Click “Next”
when done.
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Set the dividing date

% Set the date that divides the transactions that vou can change from the ones your

accountant can change, Please discuss a suitable date with your accountant,
\
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In the next window the client enters the person’s email address to whom they are sending the file. Then they enter
their name and their email address. Once the information is entered they can press the “Next” button.
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Information for sending the file (1 of 2)

| Your accountant will be sent a notification e-mail with a link ko download the File,
I Accountant's e-mail address:

Reenter the accountant's e-mail address;

Your name:

|Jc-hn Cuskomet |

Your g-mail address:

| Johin_custarmer@»y ahoo, com |
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At the next window, they enter a file password. (The client needs to write this password down, they need to email it to
us. They must write it as it was entered, if capital letters are used, we need to know this.) The client can type a note in
the box below on this screen. Click on the “Send” button when done.

Information for sending the file (2 of 2)
@' Create file transfer password to encrypt file For security:
| | TII1 | {CK ko use your Admin password if it's strong )

Reenter password:

Be sure to let your accountant know this passward,

Mote ko vour accountant (but do naot include file transfer password here:

‘fou can use this File, it is the accountants copy, Thhnks

Back ] I Send Help ] l Cancel




The following screen will appear for a brief period. The time the screen shows depends on the file size.

Sending OBX Transfer File

Sending vour Accountant's Copy file to vour accountant using Intuit's Accountant's Copy File
Transfer service, Depending on your Internet connection speed, the transfer could take up to 15
minutes. QuickBooks may appear unresponsive unkil the transfer is complete.

Once the file has been sent this window will appear, you can click the “Ok” button to finish this process. Once
completed, the client must email us the file password that they entered in the prior window.

Send Accountant's Copy

- Your Accountant's Copy file has been successfully uploaded ko the Intuit Accountant's Copy
\y Filz Transfer server, Your accountant will be notified and will be able to download the fils,

Mesk skep: Be sure to provide the File transfer password to your accountant, so he or she
can retrieve the file,




