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How To Open A Company File

1. Clickon theQB icon CID
2. Select Open or Restore An Existing Company icon

Open or restore an
existing company




3. SelectOpen a Companiyle
4. Click Next

Open or Restore Company x

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

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

m Finish Cancel




5. Browseto the folder that the file is located In your
account. (NEVER OPEN A COMHANFROM THE

DESKTOP).

6. Selectthe Quickbook€CompanyFile Typeand then
click on Open.
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How To Edit Company Information

1. Goto Company menu, scroll do to Mjompany
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My Shortcuts

A" Home

‘1" My Company
% Income Tracker
E‘; Bill Tracker
Calendar

@ snapshots
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Home Page
Company Snapshot
Calendar
Documents

Lead Center

My Company

Advanced Senvice Administration...
Users

Customer Credit Card Protection...
Change Your Password...

Set Closing Date...
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