How to Create a Portable Company File in
QuickBooks

o QuickBooks 2011 and later:

1. From the File menu, choose Create Copy.
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2. Select Portable company file and click Next.

Save Copy or Backup

. what type of file do you want to save?
[*[ IH I O Backup copy

Create a backup copy of everything you need to re-create your company Ffile
in case of accidental loss or damage to your data.

Create a compact version of your company financisl data that you can e-mail
or tempararily move to another computer.,

O Accountant's Copy
Create a compact verslon of your company flle. Your accountant will use it to

make adjustments that you can import into your File later.

Naote: To send this flle to an Intulk web server, click Cancel now and go to
Flle > Accountant’s Copy > Send to Accountant.
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3. Click the Save in drop-down arrow and select any place you wish to save to.
Click Save.
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4. Click OK twice.

Close and reopen

] QuickBooks must close and reapen your company file before creating a portable company

s\ fie.
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e QuickBooks 2007 through 2010:
1. From the File menu and choose Save Copy or Backup.
2. Select Portable company file and click Next.
3. Click the Save in drop-down arrow and select any place you wish to save to.
4. Click Save and OK twice.

¢ QuickBooks 2006:

From the File menu and choose Portable Company File > Create File.
Click OK.

Click Browse.

Click the Save in drop-down arrow and select any place you wish to save to.

Click Save and click Save again.
Click OK.
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