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

YOUR COMPANY LISTS TOOLS PROFILE
All lists Order cheques Subscriptions and billing
Manage users Products and services Import data Feedback
Custom form styles Recurring transactions Import outside data Privacy
Chart of accounts Attachments Export data Switch company
Payroll settings Custom fields Reconcile
Get the desktop app Rules Budgeting
Additional info Auditlog

Share screen

(®Video tutorials Switch from Accountant view to Business view (?)
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3. From this window, choose “Advanced” from the left-hand side menu:

Account and settings

Company
Company name

Usage
Payments Company name

Legal name
Sales

Business Number (BN)
Expenses
T Company type Tox form

Industry

Contact info ’
Company email

Customer-facing ema
Company phone

Website

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

Account and settings ® X
Company
Accounting irst month of fiscal yeor April
Usage irst x year Samo as fiscal yoar
e ccountin 0 Accrual
lose s off
I
5 Exclusive of T
Expenses
Company type m
Tim
Ad d Chart of accounts E -count num| O
Billable expe: m
Categ off
off
Automation off
On
off
on
Projects On
Language Langusge English
Currency Home Currency Canadian Dollar
M Cy off
Business Network Allow men ™ o

PACIFICCPA.CA




p A c I F I c P. 250-758-2724 F. 250-758-4043 E. reception@pacificcpa.ca

A.1- 6135 Metral Drive, Nanaimo, BC V9T 2L7
CPA LLP ’ ’

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

Accounting First month of fiscal year (@ April ~
First month of income tax year Same as fiscal year ¥
Accounting method (%) Accrual v
Close the books (?) o
Default tax rate selection (@ Exclusive of Tax v
' Cancel ‘ Save

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”:
Accounting First month of fiscal year () April ¥
First month of income tex year Same as fiscal year ¥
Accounting method (?) Accrual ¥
Close the books (?) [ @)

9 Allow changes after viewing a warning and entering password v ©)

Password

PASSWORD

Confirm Password

Default tax rate selection () Exclusive of Tax v

" Cancel :' Save

7. Type apassword 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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