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What to know before you start

Do I have the right version?

If you do the following jobs in your current version, you’ll need
QuickBooks Premier:

« You create back orders or sales orders
« You buy by one measure (e.g. the crate) and sell by another (e.g. the can)
= You have specified static foreign sales prices

You can still install this version and upgrade to Premier from within the product.

Set aside a few hours

« Installation takes about 15 minutes. Upgrading your company file
depends on the size, but most take 1-2 hours.

« You’ll need to perform some extra steps after you upgrade. Set a few
hours aside for this.

» We suggest you perform the upgrade outside of work hours, either at
the weekend or at the end of your work day.

Before you upgrade

1 In your current version of QuickBooks:
« Verify your company file
» Back up your verified file to a safe, external location (such as a
writeable CD or USB stick)

2 Gather the necessary upgrade information. In order to upgrade your
file, you’ll need a copy of the last VAT return that you filed with
HMRC. QuickBooks cannot upgrade your file without information from
that return!



Start installation

Put the QuickBooks CD in
[:l your CD drive

° If the installer doesn’t start automatically:
« Click Start from your Windows menu (bottom
left of your screen)
o Choose Run

» Type D:\setup.exe (where D is your CD drive)
« Click OK

QuickBooks asks you some questions to help
you install. The next steps highlight some of
your key choices.

Choose number of users

One user: Most people
choose this option

If you choose this option, skip to Step 4.

. More than one user: (on a network)

/\ Install QuickBooks on multiple computers so more
than one person can use it at the same time.
\ / If you choose this option, go to Step 3.
Don’t worry — you can change these settings
later, if you like.



Make multi-user choices

Choose install type

Which type of QuickBooks installation do you want to use?

(@ Install Full QuickBooks with Database (Recommended)

(7 Install Database Server Only
Idse OMLY on compukers that stare company files ARD do not need the Full
QuickBooks application installed. This option does nak require a license,

More than one user: Most people choose
Install Full QuickBooks with Database

When should I choose Install Database Server Only?

Use this advanced option only if you want your company file to be
located on a separate database server where you will not run QuickBooks.
Users on your network run QuickBooks on their computers, but update the
company file on the database server only.
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If you choose this option, go to Step 4.




Make multi-user choices

Choose user access

Do you want to allow QuickBooks users on other computers to open
company files stored on this computer?

7 Yes, allow access
Choose this option to allow users on other computers to open company files stored

on this computer,

@ Mo, do not allow access
Choose this option if users will not need ko open company files stored on this
compuker,

Select Yes, allow access if you want to store
QuickBooks company files on this computer AND want to share them with
others in your network.

Select No, do not allow access if you don't
want users on other computers in your network to share the QuickBooks
company files on this computer.




Choose where to install

Choose installation folder

Installation Folder

(@) Install QuickBooks Premisr: Accountant Edition 2010

To Falder: CiiProgram Files {861\ IntuitiQuickBooks 20104

Select an exisking wersion ta replace (upgrade):

Add service and support shortcuts to your deskbop,
(The QuickBooks shortcut is always added to your deskkop.)
InstallShield

[ < Back I mext > | [ Cancel ]

We recommend that you accept the default folder and keep your old
installation of QuickBooks. You can have both your old and new versions
of QuickBooks installed at the same time.

Why the new location?

Windows Vista and Windows 7 require program files to be installed in
different locations than in previous operating systems. The new location
is compatible with these new requirements.

©2010 Intuit Ltd. All rights reserved. Unauthorised duplication is a violation of applicable law. Intuit, the Intuit
logo and QuickBooks are registered trademarks and/or registered service marks of Intuit Ltd. Other parties’
trademarks or service marks are the property of their respective owners.
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Select company file

Start QuickBooks

Double-click the QuickBooks icon on your desktop.

Open your current company file
Click Open an existing company file. Select the
file type of your old company file (typically a

standard QuickBooks*.QBW file), then browse Cipen or restore an
to the original file. Existing compary

Start going through the Upgrade Wizard
The Upgrade Wizard takes you through the steps necessary to upgrade
your company file.

To save time, before starting the upgrade process, the wizard asks for
key information about your data file. We describe the most important
questions in the upcoming steps.

infurk Upgrade your company file to QuickBooks 2010

We need to upgrade your company file to work with this version of QuickBooks.
Before the upgrade begins, QuickBooks makes a back-up of your file.

Note: Once upgraded. you cannot use this file with old versions of QuickBooks

Ifyou need to use your previous version of QuickBooks, restare the back-up file
instead

1 understand that my company file will be upgraded ta this new version of QuickBooks

QuickBooks

‘what happens to my company file when | upgrade it?

[ Upgrade Naw ] [ Cancel

Click the blue links at any time if you want more information.

TIP: QuickBooks prompts you to make a backup copy. We recommend
you accept the default name and location for the backup copy and the
upgraded company file.
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Country and currency

Choose your country and home currency

As you go through the Upgrade Wizard,
you’ll be asked for the country in which your
company is based and later (if you used the € ©) Eura [EUR
Multicurrency feature) for your home currency. R southtiosn and 227
« For the country, choose the country in which
your company has its home office
« For the home currency, choose the currency that corresponds to the
currency in your old version

£ @ Great British Pound [GBF]

Why do I have to choose my country?
QuickBooks needs this information to set up your company so that it
correctly processes multicurrency transactions.

TIP: If your company is based in Ireland or South Africa, QuickBooks now
supports International VAT rules for these countries. To take advantage of
this new functionality, search the in-product help for “Irish VAT” or “South
Africa VAT”.

How come my home currency isn’t brought forward

from the previous version?

The multicurrency feature in previous versions allowed you to customise
the name of the currency. QuickBooks needs to know which currency
corresponds to your old home currency so it can download the correct
exchange rates from the Internet.
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Date of last VAT period

Find the date of your last VAT period

If you are VAT-registered, QuickBooks
asks for the end date of the last VAT  Acknowledgement

Rank you for 3anding your VAT iU, Yo SHtals Maws B5an mesived

retu m that you ﬁ Ied With H M RC' J:’v TAK QU PRIST De G SMECTTONICANY 300 resvEd By MM Revenus B Customs by 07 By
CONNIE CITIZEN VAT Number: 1234567 89
ATANEET pariod: 1009

It is vital that you enter the correct  &Wishk
date. Otherwise, the VAT totals in s 3c0
your upgraded file will be incorrect!

~ a0
3100 2008
]

Why do I need this information?

During the upgrade, QuickBooks reassesses your VAT to the end date of
your last return, to catch possible VAT entry errors that might be present
in your old company file.

We do this now because QuickBooks has a completely new VAT system.
The new VAT system helps ensure the accuracy of VAT reports is not
affected by common user mistakes, including:

« Transactions entered or modified after VAT was filed

« Transactions that contain VAT but don’t have an associated VAT code

We decided to overhaul the VAT feature when previous attempts to teach
customers the correct process weren’t effective. In the new version, all
VAT amounts are caught and accounted for, no matter how or when a
transaction was entered.

If QuickBooks finds VAT entry errors in your old company
file, you might have a VAT overpayment or underpayment. When the
upgrade completes, resolve the overpayment or underpayment with a
new tool available from the Upgrade Centre.
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Forms and reports

About business forms and reports in
the new version

Near the end of the Upgrade Wizard, QuickBooks notifies you that you
must manually recreate your business forms and (for Pro users or above)
reports in the new version.

INTuIT  You need to manually upgrade:

Your Upgrade: %' Customised business forms. Recreate these with the improved Layout Designer
Pro or higher customers only:

4 Memorised Reports. Recreate these reports and memarise them,

.y
\ 4 Passwords. Ifyou use passwords in QuickBooks, we might ask youto changs
them so they are more secure

.2 Check user permissions. The set of available user permissions has changed.
resview your existing permissions and make any necessary changes

Note: All your VAT accounts are brought forward 1o QuickBooks 2010, butyou can't
QUiCkBOOkS reprint past VAT period returne. If you ever need these again, print them using your
previous CluickBooks version

You don’t have to do anything about these right now. After the upgrade
is finished, the Upgrade Centre lists the items you need to recreate and
gives you the tools to do so.

Why do I have to recreate my business forms?
The way that VAT is reported on business forms (like bills and invoices)
is different in the new VAT system. VAT is now reported only as a total
on each form, instead of separate amounts for each line, resulting in a
more accurate VAT calculation. However, this change prevents us from
upgrading your customised forms.

TIP: We’ve improved the Form Designer so it’s even easier to recreate
your business forms, and we have templates you can download from the
web. For more details, see QuickBooks.co.uk/templates
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Finish the upgrade

Finish the Wizard

When QuickBooks has enough information, it begins updating your
company file. QuickBooks estimates how much time it will take based on
the size of your file and displays a countdown timer.

The Upgrade Centre

After you upgrade your company file, QuickBooks displays the Upgrade
Centre. From here, complete the remaining tasks necessary to finish the
upgrade of your company file.

Fl e =S

Your upgrade is almost finished...
QuickBooks made hehind the scenes changes that impact your upgrade  Explain
Tofinish the upgrade to QuickBooks 2010 cormplete the active tasks below. To return to the Upgrade Centre at 3 later
time goto the Company menu and click Upgrade Centre,

~BieFore you file your next YAT returm
Recalculate your historical VAT; QuickBooks explains the adjustments you should make

When you upgraded, QuickBooks conducted a prefiminary assessment of your VAT, We identified O Add Reminder
discrepencies in previously filed AT periods that indicate you might have overpaid or underpaid your WAT,

- Optional investigations
Recreate custom form templates 5
%) add Remind)
Use the Template Wizard to recreate the templates we couldn't upgrade. O aodReminder

Identify your memorised reports
Use the Fallowing list ka dentify the reparts you memarised in yaur prir version and then memarise
them again

() acd Reminder

¥erify Customer & Supplier default ¥AT codes

Use Customer and Supplier WAT codes when buying or selling goods or services to other countries () addReminder
‘wher vou create a new Customer or Supplisr QUickBooks assigns & VAT code based on the defaul: e
settings and applies that WAT code to transactions that use that Supplier or Customer,

Download currency exchange rates O add Reminder
Download currency exchange rates we werent able to bring Farward ta this wersion, T

(-Learn more in the coming weeks

Important changes to ¥AT in QuickBooks 2010
QuickBiocks AT Feature Is now more robust and error proof.

Important changes to Multicurrency in QuickBooks 2010
QuickBocks Mulicurrency inkeracts more flexibly with Ttems, Customers and Suppliers.

) Helpwihthissoreen 3! Uparade Centre Overvisw

Click an issue to view and resolve it. Items that don’t apply to you are
greyed out.



Remember, we’re here to help you.

-ﬁ FREE telephone support for 30 days* on 0808 168 9535.
Our help centre is open 8am to 8pm, Monday to Friday

FREE online self-help support available 24/7** at
_ QuickBooks.co.uk/support

PLUS in-product support within your QuickBooks, including
video tutorials, the QuickBooks Coach and a Live

=== Community forum

Outside the UK?
If you are not currently in the UK, please visit http://support.intuit.co.uk/quickbooks/contact/index.jsp

* QuickBooks 2010 support is included for 30 consecutive days from first-time registration. First-time
registration must be completed within 90 days of purchase. UK only, see terms and conditions inside software.
** 24/7 access is subject to occasional downtime due to systems and servers maintenance.




