
 

 

 

HOW TO LOCK DOWN QUICKBOOKS ONLINE TO PREVENT POSTING IN PRIOR YEARS 

 

1. Select the gear icon at the top right corner of the window. 

 

 

2. From the pop-up window, choose “Account and settings”: 

 



 

 

 
 
 

3. From this window, choose “Advanced” from the left-hand side menu: 

 

 

4. Select the edit pencil icon in the Accounting section at the top: 

 

 
 



 

 
 
 
 

5. Click on the slider next to “Close the books”: 

 

 

6. Select the date on which you want to lock down the file. This should be the year-end date. 
Change the drop-down option to read “Allow changes after viewing a warning and entering 
password”: 

 

7. Type a password of your choosing and click Save. Do not share with others if you want to 
prevent them from posting in prior years.  
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