How To Restore a file into QuickBooks Pro

If you are retrieving your file from the FTP site follow these steps first; THEN, go to step 4
1. Log into the FTP via FILEZILLA 

2. On left side of screen, select where you want to save your file (i.e. desktop)

3. Right click on your Quickbooks file, visible on the right hand side of the screen, click DOWNLOAD. When progress bar at bottom finishes, close FILEZILLA


If you are retrieving your file from an email follow these steps first, THEN, go to step 4
1. Open the email with your file attached to it

2. Click on the attachment

3. Select where you want to save your file (i.e. desktop, s:drive, etc.) and click “save”

If using a USB/memory stick, plug your USB/memory stick into your computer, THEN, go to step 4

4. Open the QuickBooks program on your computer
5. Click on “File” in the upper left then down to select “Open or Restore Company”
6. Click “Restore a backup copy”, and then click “Next”
7. Choose Local backup, and then click “Next”
8. In the “look in” bar at the top of the box find your USB memory stick, (OR WHEREVER YOU SAVED YOUR FILE TO, i.e. desktop, s: drive, etc.) click on it, then click on the file to be restored. 
9. Click “Open”
10. When the box says “Where do you want to restore the file?” Click Next
11. In the “save in” bar at the top of the box find where your QB file is kept. This usually means go to your c drive, double click on users, double click on public, double click on public documents, double click on Intuit, double click QuickBooks, and double click company files. 
12. Once in the company files folder you are looking for a green icon with your company name. Find one with only the company name and no extra dates or quarterly names after it. Click on that file and then click “Save”

13. It will warn you that you are going to overwrite a file and ask if you are sure, click “yes”
If you get an error message that says “this is a read-only file” do the following

· Right click on the file in the center of the screen, click on “properties”

· Un check the box next to “read only”, click “okay”. Resume with step 14
14. Then it will say you are permanently deleting the file; do you want to continue? Type YES in the text box
15. The next thing it should say is “restoring data”.
16. After it’s done restoring it may ask for your QB password to finish restoring
17. Lastly, you will get a message that says “Data successfully restored” 
