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An Accountant’s copy allows an accountant to review and edit a client's company file while at the same 
time the client can continue using the file at their office. When the accountant is done, the client can 
simply import the accountant’s changes and update the books. 
 
 

*** Create an Accountant’s Copy *** 
 

There are two ways to get an Accountant’s Copy:  
• Use the Accountant’s Copy File Transfer Service to send a file through the web.  *Preferred* 

o Note: This method is for newer versions of QuickBooks Desktop. If you have an older 
version that doesn’t have the email option, use the next method. 

• Create a file to put on a USB or online hosting service  
 
Before you start, if you use QuickBooks Desktop Enterprise, turn off any Advanced Inventory features 
you currently use. You’ll turn them back on as soon as you send the Accountant’s Copy. You can skip this 
step if you use QuickBooks Desktop Pro or Premier, or don’t use Advanced Inventory.  
 
 

Send a file through the Accountant’s Copy File Transfer Service 
 

1. Go to the File menu and hover over Send Company File > then Accountant’s Copy > then Client 
Activities > then Send to Accountant 
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2. The Send Accountant’s Copy window will open, click Next 

 

 
 

3. Set the Dividing Date. The Dividing Date is the date that separates the part of the company file 
the client will be able to work on (future postings), from the part the accountant will work on 
(past postings). This restriction is lifted once the accountant’s changes are sent back to client. 
 

 
 

 
 



Accountant’s Copies for Clients 

X:\Data\Company Files\Favazza & Associates LLC-01\Migration Data\Public\My Documents\Favazza & 
Associates, LLC\Firm Reference Guides 

 
4. Input your accountant’s email address, and then re-enter for confirmation. Below, enter your 

name and your email address. Your accountant will receive an email with a link to download the 
file, and you will receive an email that your file successfully sent. 

 

 
 

5. Create a password for the transfer file. Note: Be sure to share this password with your 
accountant, or they will be unable to access the file! 
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6. QuickBooks will warn you that it must close all windows to create an Accountant’s Copy. Click 
OK. QuickBooks will close all open windows and send the file. 
 

7. Turn Advanced Inventory back on, if applicable. 

You now have an Accountant’s Copy. Note: Your accountant has two (2) weeks to download the 
Accountant’s Copy you send. 

 

Create a file you can put on a USB 
 

1. Go to the File menu and hover over Send Company File > then Accountant’s Copy > then Client 
Activities > then Save File 
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2. QuickBooks will ask if you’d like to make an Accountant’s Copy or a Portable or Backup file. 

Select Accountant’s Copy and then Next 
 

 
 

3. Enter the Dividing Date and then Next 
 

4. The QuickBooks application title bar now shows Accountants Changes Pending and will ask you 
where to save the file. Click Browse then save the file anywhere you like. 

 
You now have an Accountant’s Copy. It has a .QBX extension at the end of the filename. You can change 
the filename and change the suggested location where to save the file including onto a USB to give to 
the accountant, attach it to an email, or share it through a cloud service-like box. 
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*** Receiving / Incorporating Accountant’s Copy Changes *** 

 
These directions relate to instances where our office sends our changes via Intuit Servers. 
If we instead sent you a .QBY file, follow the steps below but in Step 2, select Import Accountant’s 
Changes from File instead of Import Accountant’s Changes from Web. Then navigate to the file we sent 
you. 
 

1. When we have finished our adjustments to your file, you’ll receive an email indicating our 
changes are ready to download.  Then go directly to your QuickBooks Desktop file. 
 

2. In QuickBooks, select File and hover over Send Company File > then Accountant’s Copy > then 
Client Activities > then Import Accountant’s Changes from Web 
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3. A list of changes will be shown that you can scroll through to review. When you’re ready, click 

Incorporate Accountant’s Changes  
 

 
 

4. QuickBooks will alert you that it must close all windows to import the Accountant’s Changes. 
Click OK 

 
5. QuickBooks will also require you to back up your company prior to importing changes. Click OK 

 
6. The Create Backup window will open. Select Local backup if it is not already selected and then 

click Next 
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7. QuickBooks will ask you where to save the backup file. Click Browse then save the file anywhere 

you like.  
 

8. Click Use this Location to the messages about saving your Backup file to the same hard drive as 
your QuickBooks file. Backing up is a safeguard in case anything goes wrong when you import 
the changes. 
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9. The QuickBooks Desktop Information window will open, letting you know where you saved the 

backup. Click OK 
 

10. QuickBooks will alert you that a .PDF of our changes was created in the same location as the 
company file. Click OK. You can now close the Incorporate Accountant’s Changes window by 
clicking Close in the lower right corner of the window. 
 

11. QuickBooks will ask if you’d like to set a Closing Date Password. Click Yes 
 

 
 

12. The Accounting Preferences/Company Preferences window will open. Select Set Date/Password 
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13. The Set Closing Date and Password window will open. Change the closing date to the last day of 

the accounting period that just closed. If you’re working with our office, this should be set to the 
last day of the period covered by the most recent Tax Return.  

 
• If you file on a calendar year and we just completed your 2021 Tax Return, set this to 

12/31/2021. 
• If you file on a fiscal year, set this to the last day of the most recent fiscal year. 

 
Add an easy to remember password. This password is not used for security. Instead, anytime you try to 
post a transaction in a prior year (most often done in error), QuickBooks will warn you and ask you to 
input this password in order to post the transaction. Note: Be sure to share this password with your 
accountant! Don’t worry about forgetting this password, it can be changed at any time by coming back 
to this window via Edit > Preferences > Accounting > Company Preferences. 
 
Click OK then click OK in the Preferences window, and you’re done!  
 
 

Cancel an Accountant’s Copy 
 

If the Accountant’s Copy is ever lost or becomes outdated, the client may choose to cancel the 
Accountant’s Copy. 
 

1. Go to the File menu and hover over Accountant’s Copy > then Client Activities > then Cancel 
Accountant’s Changes 
 

2. Type YES if you’re sure you want to cancel. 


