End-of-Day Procedure: Copy All Files to USB Drive


Introduction. The TaxWise TY 2009 edition has simplified the end-of-day backup procedures. This will outline the backup procedures you can use to make backups of your tax files to a USB thumb drive quickly and easily.

You will need to know whether you are starting a new backup or adding to an existing backup. That is, are there any existing backups already on the USB drive or are you the first of the day? You will also need to know today’s date. Now, insert the USB drive into an empty slot.

Procedure. 
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Click Tools, then Backup to Disk…. (Or just type Ctrl-B.) You will see a box like that on the right.

Click the button corresponding to your situation: starting a new backup or adding to a previous backup.

2. The next screen to be shown (in either case) will ask you to choose a user to back up. If you are still logged in as Orange, this user name will be highlighted. If not, click Orange to select the Orange user.
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Next you will see a box containing a list of randomly selected letters and numbers that represent the tax returns on the computer’s hard drive. The important thing in this window is the check box labeled Wide Format near the lower left corner. Click the box to check it.
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When you click the Wide Format button you will see a list of all the files in “human form” including the taxpayer names, SSNs, etc., AND the edit date near the right side of the window. Clicking any column heading on this list will cause the list to be sorted. Clicking a heading a second time will sort the column in reverse order.


Click the Edit column twice to sort the list by date, newest first, which will show you the returns on disk with today’s returns on top.

5. Next, click the check box to the left of each return you worked on today, and click OK.

6. Finally, choose the USB drive ID from the resulting screen and click OK. If TaxWise senses returns already on the USB drive, it will ask you to confirm that you want to overwrite them. Click Yes if so. Then click OK after the Backup Complete message is displayed, and the backup procedure is complete.

7. Remove the USB drive and return it with a photocopy of your log to the Site manager.

Jim Brooking
2/13/10
Page 1 of 1

