
Introduction To QuickBooks

San Pedro HighSchool

Form 3



How To Open A Company File

1. Click on the QB icon

2. Select Open or Restore An Existing Company icon
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3. Select Open a Company file

4. Click Next
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5. Browse to the folder that the file is located in your 
account. (NEVER OPEN A COMPANY FILE FROM THE 
DESKTOP). 

6. Select the QuickbooksCompany File Type and then 
click on Open.
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How To Edit Company Information

1. Go to Company menu, scroll do to My Company
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