Right Netwsrkse®

QuickBooks License Upgrade Guide

This document describes activating your QuickBooks 2019 software and upgrading your QuickBooks file.

Please try these easy upgrade directions yourself (it should take 5-10 minutes), however, if you get stuck
contact Right Networks Support at 1-888-417-4448x2 (there may be a long hold time, so please try this
yourself first). If your problem is that you don’t know your QuickBooks file Admin password (read step 17 first)
then call Intuit support instead if needed at 1-877-797-5809.

NOTE: Some users may get these screens in a slightly different order, but generally speaking just follow the
prompts which will take you through the upgrade process. As always please call support at the number listed
above or email support@rightnetworks.com if you have issues during the upgrade process

1. Double-click on the icon labeled QuickBooks [Version] 2019 on the desktop. (You will be prompted with a
small window labeled, “QuickBooks 2019 License Agreement.”)

2. Click on View License Agreement. (When the webpage opens you can simply close the window which
will bring you back to the small window labeled “QuickBooks 2019 License Agreement.”)

3. Click “Yes” to accept the terms of the Intuit End User License Agreement.

4. QuickBooks will now open and you may need to click OK to a pop-up relating to QuickBooks using your

internet connection. (this may appear in a later step as well)

QuickBooks Desktop Usage & Analytics Study

At Intuit, we work continuously to improve our software and provide you with the best possible
product, services, and experiences. One way we do this is by tracking QuickBeoks Desktop
usage

QuickBooks is a web-enabled product. ¥When you're connected to the Internet from within
QuickBoaks, in addition to delivering product updates, messages, service information, and
help content, we also collect data about you and your use of our software. This helps us see
where our software is effective and what Intuit services help you manage your business most
effectively. Leam more about the data we collect and how to discontinue participation in the
study.

| Continue

5. The window below will open. Click on Open or Restore an existing company.


mailto:support@rightnetworks.com

No Company Open

Select a company that you've previously opened and click Open
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6. QuickBooks should immediately skip to the screen below. If so, click Begin Activation. If it doesn’t go to

this screen, refer to step 30 at the end.

@ Activate QuickBooks Now
infurt
QuICkBOOKS. #hatocuicaooss nowt coninus sing aiconks

asthey

7. After the screen loads, open the dropdown menu and pick Zip code on billing address.

8. In the blank “Enter Your Information Field” type in the zip code for the DIOCESE: 60611
(not your parish zip code!)

9. Click Continue

We just need to verify
your identity to activate.

Please select and provide information that you already shared with us
when purchasing or previously activating QuickBooks Desktop.

Seloctone

Select one
Email used when purchasing

Business phone
Zip code on rgllinq address

About Intuit | Legal | Privacy
ETRUST. © 2018 Intuit Inc. All rights reserved.



10. After the screen below loads, your QuickBooks should be activated, click No Thanks, Start
QuickBooks. If QuickBooks does not activate or produces an error, please refer to step 24 at the bottom of

this document.

Confirmation

A 5 | [Pant Page]
Your activation is now complete.
You will need thes business phone number or 2ip code or emadl if you need to re-activate QuickBooks Desktop mn the
re.

oy H License Numbi F
Zip cud:»- Product Code:|

How did we do?
Rate your overall QuickBooks Desklop activation experience:

Start Using QuickBooks Desktop Now

Based on your responses, Intuit Checks and Supplies can help you run your business better,

Print Checks in QuickBooks Desktop

Save time and keep better records by
printing checks from QuickBooks
Desktop.

* Avoid data entry errors — check information is
updated and stored in one place,

= Easily type information onscreen.
« Print multiple checks in one dick.

= Protect your business from fraud with new
Secure Plus checks.

* Save 20% on your entire first order.

No Thanks, @rt QuickBooks

Too Thanks, Start Guickicoks

11. Opening and Upgrading your QuickBooks Company File

12. After activating is complete, the window below will open. Click on Open or Restore an existing

company.

No Company Open
Select a company that you've previously opened and click Open

COMPANY NAK AET HODIFIED

M

Create a |Open or restire an
news company | existing company
|

13. Check off Open a company file and click Next



Jpen or Restore Company

What type of file do you want to open or restore?

& Open a company file
« Open areqular company file (qow)

" Restore a backup copy

= Rastore a hackup fiie (. gbh)y
= Rastore files from an onling backup

" Restore a portable file
*» Re-create a compary file thatwas stored as 3 portable file Cqbrm)

14. If you receive this error message. Disregard and click OK.

Restrictions

This operation has been canceled dus Lo restrctions n=ffect on ths compuler, Pleass corkact your

system admnsranor.

15. Check the Open file in Multi-User Mode box at the bottom of the window. (pictured below)

16. Find your QuickBooks company file. These are often located by going to Computer, then your I: drive,
then find and select your QuickBooks file which is a yellow icon and the name ends in .qbw.

Then click Open. (Pictured Below + More Help Below)



Open a Campany
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File name: % BW.%0BA -
Files of type: | QuickBooks Files [*0BW,".0BA) v

- + Open file in multi-user mode

MORE HELP: If you have multiple QuickBooks files in your I: drive/parish folder and are unsure. Find the one
with the newest Date modified as it is often the correct QuickBooks file. If you are the bookkeeper to multiple
parishes or schools, you may need to search through the different folders in your I: drive to find the right
QuickBooks (.gbw) file.

Loskire | . StLous Parish [8).data > OF P @
Narme - | <] Dore mocifed | <| Type
g- . tytach 10/16/2017 3:52,,, Flefoldar
Recent Plares LTS 9/25/2015 £1:49... Fie folder
L. Parsh.QBW.old. Searchindex Q2512015 11:49...  Fie Folder
| l L. Parsh, GEW, Searchindex BI2912016 1:33PM  Fle foldar
Desktop | Patish,QBW1 . Searchindax 7i25/2016 2:S5PM Fie Foldar
|, Parish1. QBW . Searchindex E1/2016 ;32 P4 Fie Foldar
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17. When prompted, please enter Admin as the username or username of the Admin if different and the

admin password you used when opening the file before.



A. If you don’t know the admin password but aren’t the primary bookkeeper of this file, either have that
bookkeeper provide you with the password or have them complete the upgrade process themselves
prior to you using the file with your non-admin user or password.

B. If nobody knows the admin password, you will need to try resetting it with the “I forgot my password”
button or by calling Intuit support at 1-877-797-5809 (not Right Networks). If however, you need help
with parts of the process other than your QB file Admin password, contact Right Networks Support at

1-888-417-4448x2.
18. Once the correct password is entered, the screen below will generally appear, and click Update Now.
However, if you share use of this file with other bookkeepers and one of them has already upgraded the file,

you will be able to open your QuickBooks file and use it without being asked to upgrade it. If this happens, you
can skip steps 16-18 below). Otherwise, follow the steps below.

@ QuickBooks

Let's update your company file to the newest version
of QuickBooks

St e I e ARG DesktopiQB 1 3BackupF est

lmpoM- @ YOU UDGNS, you WON't Dé AbM 10 S0an your Lompany £i0 in 40 oldie vt

19. The file will now go through the upgrade and backup process (it may take a while, be patient and don’t
close the window).

@ QuickBooks

Okay, we're updating your company file

d tako 3 vl
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20. Once completed you will receive confirmation that the file has been upgraded. Click Done, when finished.



(ab] quickbooks

0 You're all set!

You successfully updated your company file to
QuickBooks Desktop 2019.

21.1f you get this message click Yes.

The following application(s) have been given access to QuickBooks data even when QuickBooks
isntrunming - R.pTg Data Colector from Right Networks

Eecause this access has been granted, QuickBooks will store your credentials in an edemal
secure file outsice the company file

Do you want 1o continué providing these apps with this access?
Yes No

Note: Ve recommend that you 7 taie these precaulions 10 protect your content & dats. # Learn more about
SOK Ape Aghorgaton

22. If you get this message you can generally check the Don’t
Show Again and No .

Extermal Accountant is a special fype of user Learn More
¥you log in 3s External Accountant, you can:
+ Separate the changes you make in the data Ble from the changes
your dient makes
+Use the Client Data Revtew 1001 more eMciently
» Access all areas of QuickBooks axcept sensilive customer data
* Access Client Data Review 1008 in QuickBooks Pro and CuickBooks
Premier

Only Admin can create an Edernal Accountant user, and only in 2 regular
company file ( gbw)

Do you want to create 3 now user now?

(7] Dont show this agan

CEN




23. If you get this message you can generally click Close (you may see it every time you log in).
Do not ever log in as or delete the user named cathonet. Editing or updating any of the other users listed

on this screen may not be needed and could have adverse effects as well.

Lsers with Pa

These users need to login once t0 mest security criteria or need to setup a password if they have not already created a password.

To protect sensitive data in QuickBooks, we recommend all users have a passwiord. Users can create their own passwords or admin can
assign a unique password. To create or assign, go to Company = Users = Set up Users & Roles.

Users who are no longer active should be deleted.
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22. To resolve the “cathonet” username showing up in this list, proceed with the steps below while logged
in as admin.

23. At the top of the screen, click on “Company” and then “Set Up Users and Passwords” and “Set Up
Users” (this may vary based on the version of QuickBooks you’re using, but will generally be similar).



24. In the “User List” menu, select “cathonet” and then click “Edit User” on the right.
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Admin (logged on) Add User...
cathonet
Edit User... ouF
Delete User Irrial
[ Jou
Yiew User
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Close trie
Set the closing date: Closing Date... Help
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25. Re-enter the cathonet user’'s passtrd, Cathonet123 and select Next.
26. On the next screen, click “Selec’Eed areas of QuickBooks” and click Next.

' Banking

Reports
e What do you wiant this user to have access to?
* %k

Access for user: cathonet

O All areas of QuickBooks

@ Selected areas of QuickBooks,
(You will make the selections in the screens that follow)

) External Accountant
(Access to all areas of QuickBooks except sensitive customer data, such as credit
card numbers)

E Finish Help Cancel

27. You will be presented multiple questions asking what level of access this account needs. For all of the
questions you can answer “No Access” or “No” as pictured in the two examples below.



LA o1

and a

Sales and Accounts Receivable Page 10f8

Banking  Access to this area includes activities such as: entering invoices, sales receipts
Reports and sales orders, receiving payments, and writing estimates and statements. It
also includes access to the Custormer Center and accounts receivable repors.
ok ok

Wyhat lewvel of access to Sales and Accounts Receivable activities do you want to
give this user?

@ Mo Access
> Full Access

© Selective Access

Tell me about customer credit card protection

m Finish Help Cancel

Chart of

Changing or Deleting Transactions Page 7 of8

Do yaou want this user to have the ability to change or delete transactions in the

Reports
areas they have access to?

Passwo
* **
© Yes

@ Noi

Should this user also have the ability to change or delete transactions that were
recorded before the closing date?

m Finish Help Cancel

28. Once you have answered all of the questions above, you will be presented a screen summarizing the
permissions given to the “cathonet” user. Click “Finish” to conclude the “cathonet” user setup.

Chart of
nd

Access for user: cathonet Page §of8

Banking oy have finished setting this user's access rights and passwiord. Below is a
Reports  SUMMary of this user's access rights. Click the Finish button to complete this

e task
* k&

AREA CREATE ! PRINT i REFO...

Sales and Accounts Receivable N M N A
Purchases and Accounts Payable N N N
Checking and Credit Cards N M nia
Payroll and Employees N N N
Sensitive Accounting Activities N N N
Sensitive Financial Reports N N nia
Changing or Deleting Transactions N na

Cancel

Congratulations! When you reach this point your QuickBooks file will have been successfully updated

to QuickBooks 2019 and vour license for QuickBooks properly activated.

Note: If you have multiple Right Networks usernames or QuickBooks files, you may have to repeat
parts of this process with those other usernames/files.




29. ( Only needed if you have trouble registering/activating)

If QuickBooks doesn’t prompt you to register or produces an error during registration, it's possible your
QuickBooks license may have already been activated. Check this by hitting the F2 key inside QuickBooks and
looking in the red area shown below. If QuickBooks says REGISTERED or ACTIVATED, then you are all set
and you can skip to upgrading your QuickBooks file on step 11.

If QuickBooks is NOT ACTIVATED or UNREGISTERED, please go to HELP on the toolbar, then Activate
QuickBooks, and start following directions from step 6 onward.

Product Information

Product  QuickBooks Pro 2016 Release R13P

e _ SERvicEs mFORMATON
Product number R13_32
User Licenses 3 Company Realh 0
Installed 0312012018 ' Online Billing Token
Shopping Source Token
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CONDENSE INFORMATION
Lastrun
Lastas of date
Last payroll deleted
Versions Used on File Lastinventory deleted
K

FILE INFORMATION
Location
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Server Name
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Hosting off ServerlIP DB Engine version 16.0.0.2038
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