
Import Data into Microsoft® Office Small Business Accounting 

Introduction 
The information on this page provides detailed steps on how to import data into Microsoft® Office Small 
Business Accounting 2006. You can import data either from Intuit QuickBooks® or from other supported 
data sources. 

Import Your Financial Data 
You can import information into Small Business Accounting from Intuit Quickbooks or from other 
sources. 

Import from QuickBooks 
Before you begin importing your data from QuickBooks, you will need to ensure that:  

Only one company may be imported at a time. If you have more than one company, complete the import 
steps in their entirety for each company you want to import into Small Business Accounting. 

You may choose EITHER to import master records, OR to import master records and all data. You 
cannot import only the master records and then import the data at a later time. However, you can start 
with all data and stop after importing just the master records. 

Before starting data migration, the Convert from QuickBooks Wizard examines the number of your 
QuickBooks transactions. For best performance, archive and condense your QuickBooks data before 
starting the wizard. You can also choose to import only a limited number of fiscal years; transactions that 
fall outside the defined years will not be imported. 

Import your data using the following steps:  

1. Download and install the latest updates for Small Business Accounting, and the Small Business 
Accounting 2006 Transaction Migration Update.  

2. Prepare data for export from QuickBooks.  
3. Import records to Small Business Accounting 2006.  

Import Utility for Other Data Sources 
Small Business Accounting provides an import utility to support importing data from the following 
formats: 

You are logged onto your computer as an Administrator.

All users have exited from QuickBooks.

QuickBooks is closed.

Comma-Separated Values (.csv)

Microsoft Access® Database (.mdb)

Microsoft Excel® Worksheet (.xls)

Small Business Accounting Export File (.xml)



Step 1: Download and Install Updates 
 
To import data from QuickBooks to Small Business Accounting, you must first download two updates to 
the product:  

1. The latest update for Business Contact Manager Update and Small Business Accounting 
The latest update contains support for importing master records into Small Business 
Accounting. You can download and install it from the following location: 

Service Pack 1 for Business Contact Manager Update and Small Business Accounting 

2. Small Business Accounting 2006 Transaction Migration Update: 
The Transaction Migration Update contains support for importing transaction details into Small 
Business Accounting. You can download and install it from the following location: 

Small Business Accounting 2006 Transaction Migration Update 

After you have finished downloading and installing the necessary updates, continue with 
Step 2: Preparing Your Data.  



Step 2: Prepare Data for Export from QuickBooks 
This page contains the steps you need to follow to prepare your data for export from QuickBooks. 

From within QuickBooks, you will need to follow the steps listed below in the order indicated. 

Requirements 

Verify that you are in Single-User Mode 
1. Launch Quickbooks  
2. Open the File menu.  
3. If you see Switch To Single User Mode listed, you are in Multi-User Mode  
4. Select Switch to Single-User Mode 

 

Note: If you see Switch to Multi-User Mode on the File menu, you will not need to do 
anything.  

5. Click OK when prompted. You can now use this file in single-user mode.  

Other Settings 
To prepare your data migration, each of the items will need to be set in QuickBooks as indicated in the 
table below. 

Item  Setting  Notes

Credit Card Accounts  Change account type to Account.  Setting the account type to 
Account rather than Liability 
Account ensures that credit card 
accounts appear as a choice 
when you enter credit card 
charges in Small Business 



Small Business Accounting gives you the option of importing only your master records, or your all 
transactions in addition to master records. However, you cannot choose to import master records, and 
then all transactions at a later time. 

Importing master records only requires steps described in Preparing Master Records in QuickBooks. 

If you plan to import all transactions including master records, follow the steps described in Import All 
QuickBooks Data into Small Business Accounting.  

Accounting.

Inventory Items  No additional setting, see Notes  Must have a Cost of Goods Sold 
account associated with them.

Accounts  Set preferences to use account 
numbers.

 Small Business Accounting will 
assign account numbers to blank 
accounts.

Clear the Active check box for any 
accounts you no longer use.

 You will be able to delete inactive 
accounts in Small Business 
Accounting.



Step 3: Preparing To Import 
 
It is best to close out your books for the current fiscal year in QuickBooks before you begin 
importing data into Small Business Accounting. To close your books in QuickBooks, make sure 
all of your income, expense, and cost of goods sold accounts all equal zero. 

Closing your books in QuickBooks ensures that your Balance Sheet is properly calculated, and that the 
balances are imported into Small Business Accounting correctly.  

Small Business Accounting only imports Balance Sheet account balances (cash accounts, bank 
accounts, other current asset accounts, inventory accounts, other asset accounts, fixed asset accounts, 
credit card accounts, current liability accounts, long-term liability accounts, and equity accounts) from 
QuickBooks. 

Note: If you do not wish to close out your books for the current fiscal year, you can still migrate your 
data, but you will need to perform some additional actions once you import your data into Small Business 
Accounting. For more information, see Import Current Fiscal Year into Small Business Accounting. 

Rebuild Company Data in Quickbooks 
Prior to importing your QuickBooks data into Small Business Accounting, you will need to rebuild your 
company data file. Follow the steps below.  

1. In QuickBooks, open the company that you want to import.  
2. On the Window menu, click Close All.  
3. On the File menu, point to Utilities, and then click Rebuild Data. 

 

4. Click OK when you are prompted to make a backup.  
5. Click No if you are prompted with the question of whether you want to replace the backup file. To 

avoid overwriting your current file, type a new name in the Filename field.  
6. In the Back up Company File window, click Back Up.  



7. The Rebuild Data utility will start as soon as the backup is completed. Click OK when you receive 
a message that states that the rebuild has been completed.  

After you have finished preparing your master records, continue with one of the following options: 

Import Master Records Only into Small Business Accounting

Import All QuickBooks Data into Small Business Accounting














