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1 Click here: File
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2 Click here: Send Company File

3 Click here: Accountant's Copy
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4 Click here: Client Activities

5 Click here: Send to Accountant
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6 Click here: Next

7 Click here: Dividing Date
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8 Click here: Custom

9 Type 12/31/2019 (or whatever period accountant is reviewing)
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10 Click here: Next

11 Send to Cheryl@atcpas.com
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12 Click here: Next

13 Type a strong password with 1 uppercase, 1 lowercase, 1 number, 1 
special character
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14 Click here: Next

15 Click here: Ok (QuickBooks must close all windows)
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16 Click here: Ok (Successful)

17 Notice "Accountant's Changes Pending"
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