
CREATING A SAGE BACKUP

1. With sage open, go to “File” (top left) and then “Backup…”

2. Under “File Name:” type the company name and the year-end date

3. Check “Local Backup” and leave the other boxes unchecked

4. Under “Location”, click “Browse…” and save it to a location on your computer where you will be
able to retrieve it later

5. Click “OK” on the backup window; it will tell you when it’s complete.  You can now upload the
“cabinet file” (looks like ) backup you just created to the Portal or attach it to an email.


