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QB’s ONLINE BACKUPS BEST PRACTICE AL AL LY

Backing up your QB’s Online file direct to a local drive can take a long time if you are backing up
over the internet. The answer to this is to backup to the Q drive of the QuickBooks server (this is
where your QuickBooks file is kept) and then copy and paste that backup file into your local
drive.

Step 1: Backup the company file

File -> Save Copy or Backup -> Local Backup -> Options -> Browse -> Select Q Drive and your

Company folder -> the first time you do this type in “\Backups\” after the company name to
create a new folder. QB’s will tell you that the folder doesn’t exist and ask you if you want to
create a new one, select yes -> OK -> Finish.

File -> Close company

Save Backup: Method ~l
Save Backup Copy: Options B

Do you want
— Online and local backup
@ ‘ ' Local backu | Tellus where to save your backup copies (required)
|

*Savetoa | Folder IQ: Vlada Accounts Ltd\backups| Browse...
in a folder

" Online back ¥ add the date and time of the backup ba the file name (recommended)
+Schedule | ¥ Limit the number of saved on-demand backup copies to |3 Per folder

Learn mor

¥ Remind me to back up when I dose my company file every |4 times.

Select an option to verify that your company data is OK (e.g., not corrupted)
when you save. Which option should I choose?

* Complete verification (recommended)

~ Quicker verification (faster but less thorough)

Before youcanp | ¢~ No verification {not recommended)
your backup copit

& OK Cancel | Help |

Back | NexE | FEinish | Help | Cancel | |

Step 2: Transfer the backup file to your local drive:
1. From the No Company Open screen

No Company Open
2. Select Open or Restore an existing company

#

Open o restore a0
exatng compeny |

Restore a backup copy -> Next - > Local Backup -> Next. This will take you into your Q drive

4. Double click on your Company folder and then the backups folder to reach the backup
you’ve just done

5. Highlight the backup file -> CTRL C to copy

6. From ‘My Computer’ open your local drive and then the folder you want to save the backup
to -> CTRL V to paste the backup file into that folder. You will see a progress box copying the
file into this folder.

7. Onceit’s done you can go back into Online and Cancel the restore backup process.

w

That’s it, you’re done. Much quicker than trying to backup over the internet, it took me about 10
minutes to do mine as | typed this.
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