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1.
DriveHQ New Location, Username & Password
Your QuickBooks files and Intranet files have been moved to your very own account.  Your login information has changed.  Please keep in mind, Raymond will still need access to this new location to work on your QB files so if you change your password, please inform Raymond of the new password.  What’s different is that you now have a dedicated section which holds only Iconic Strategies, Inc. specific files and are no longer sharing one umbrella account with Raymond.

From this point forward, you will gain access to your account via ftp (see procedure in item 3).
You will require your new Username & Password, as follows:

USERNAME: 
wendyisi

PASSWORD: 
xxxxxxxx
2.
Intranet – New URL
Your Intranet site containing the Action Register, Work-in & Work-Out tracker, Mileage Expense Report template, etc. has moved.  Here is the new, secure URL:

https://www.drivehq.com/web/wendyisi
3.
Update files on Intranet site using ftp
Example.  Hold down the Ctrl key and click the URL above in item 2.  Once open in Internet Explorer (or other web browser), click on the Action Register link to open the Action Register. When prompted, click Open.  Once open, on the File menu, click Save-as and save the file to your desktop.  Work with the file on your Desktop (make changes or edits).  Once you have finished editing, save and close the file.  Upload the file from your desktop to DriveHQ using ftp within Windows Explorer, as follows.
1. Open Windows Explorer.  Right-click on Windows Start button and select, Open Windows Explorer.

2. In the Address Bar, click in the white space off to the right, like in figure 2-1.
Figure 2-1
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3. Type the following into the Address Bar.  
ftp://USERNAME:PASSWORD@ftp.drivehq.com/
Be sure to replace USERNAME with your username and PASSWORD with your password.  Don’t forget to include the colon in between.  For example, let us assume your username and password are, as follows:
USERNAME: wendyisi

PASSWORD: xxxxxxxx
You would type the following into the Windows Explorer Address Bar:


ftp://wendyisi:xxxxxxxx@ftp.drivehq.com/ and hit Enter key.

Figure 3-1 contains an example of what you will see, after you hit the Enter key.

Figure 3-1.
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Note the wwwhome folder?  Double-click it to enter.  Figure 3-2 shows you what you will see.

Figure 3-2
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Notice the Action Register – ISI.xls file?  This is where your Intranet files are stored.  

N.B. Please do not rename any of these files.  The Intranet site points to these files and looks for them under their current names.  If you change the name, the link will be broken to that file from the Intranet.
4. Let’s update the Action Register – ISI.xls file on DriveHQ (as seen above in Figure 3-2 (top right)), with the changes you made to the copy you saved to your Desktop.  
a. Navigate to your desktop and Copy (right-click on the file and select Copy) the Action Register – ISI.xls file to your clipboard.
b. Now, click on the Windows Explorer folder, as seen in Figure 3-2 above.  Click any white space inside the pane on the right, the pane containing all of your files.  In the same white space where you just left-clicked, now right-click and select Paste.  Your Action Register – ISI.xls file will now upload to DriveHQ.  That’s it!  You just uploaded an updated copy of the Action Register.
4. QuickBooks – New Username & Password

Having dedicated Usernames and Passwords will track changes made in QuickBooks to the Username and also limit or expand that user’s capabilities within QuickBooks.  For example, Accountant access allows your Accountant to see everything in QuickBooks except for sensitive information such as credit card numbers.  There are three new sets of Usernames and Passwords in Quickbooks, as follows:

1. 
USERNAME:
Wendy




PASSWORD:
xxxxxxxx
Wendy, feel free to change your QuickBooks password to anything you want.

Here’s the procedure in QuickBooks:

You can change your QuickBooks password at any time. Be aware that passwords are case-sensitive, so note whether or not you have your Caps Lock key on.

To do this task
1. Go to the Company menu and click Change Your Password.

2. Enter your current password in the Enter Old Password field.

3. Enter the new password: first in the New Password field and then in the Confirm New Password field.

4. Click OK.

The next time you log into the company file, QuickBooks asks you to enter your new password.

2. 
USERNAME:
Bookkeeper


PASSWORD:
xxxxxxxx

3.
USERNAME:
Accountant


PASSWORD:
xxxxxxxx

Also, keep in mind that the Admin user is still active and has all out power over all other usernames and passwords.  You can add and remove users with the Admin username and password only.  Here’s the Admin username and password:




USERNAME:
Admin




PASSWORD:
xxxxxxxx
5. QuickBooks – How to access on DriveHQ using File Transfer Protocol (ftp) method
1. Send email to Raymond to advise QuickBooks is in-use.
2. Open Windows Explorer.  Right-click on Windows Start button and select, Open Windows Explorer.
3. In the Address Bar, click in the white space off to the right, like in figure 2-1.
Figure 2-1
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4. Type the following into the Address Bar.  
ftp://USERNAME:PASSWORD@ftp.drivehq.com/
Be sure to replace USERNAME with your username and PASSWORD with your password.  Don’t forget to include the colon in between.  For example, let us assume your username and password are, as follows:
USERNAME: wendyisi

PASSWORD: xxxxxxxx
You would type the following into the Windows Explorer Address Bar:


ftp://wendyisi:xxxxxxxx@ftp.drivehq.com/ and hit Enter key.
Figure 3-1 contains an example of what you will see, after you hit the Enter key.

Figure 3-1.
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Note the QuickBooks folder?  Double-click it to enter.  Figure 3-2 shows you what you will see.

Figure 3-2.
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5. Now that you’ve opened the folder where the QuickBooks files are contained, all you have to do is Copy & Paste or Drag-and-drop the three associated QuickBooks files to your laptop computer to the following location:
C:\Users\Public\Documents\Intuit\QuickBooks\Company Files

Here’s a helpful tip: open another instance of Windows Explorer (i.e. right-click Windows Start button and select, Open Windows Explorer).  Copy the underlined text from above, paste it into the Address Bar of the new instance of Windows Explorer, and hit Enter.  This will automatically navigate you to the folder where you will Paste the QuickBooks files that you will copy from the ftp window like in Figure 3-2.

6. Once the three QuickBooks files have been copied to your local C: drive on your laptop using ftp, launch QuickBooks and click, Open or restore an existing company.  

Figure 5-1.
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Select Open a company file and click next.  See Figure 5-2.
Figure 5-2.
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What type of file do you want to open or restore?

© Open a company file
+ Open a regular company fe (.bw)

Restore a backup copy

+Restore a backup fle (.gbb)
¢ +Restore fies from the QuickBooks Oriine Badup service

Restore a portable file
+Re-create a company fie that was stored as a portable fle (gbm)





The next screen will prompt you for a file to open.  Navigate to: C:\Users\Public\Documents\Intuit\QuickBooks\Company Files
Then click, Open.

Enter password, when prompted and use QuickBooks.  When finished using QuickBooks, simply copy the three QuickBooks files from:

C:\Users\Public\Documents\Intuit\QuickBooks\Company Files

To

ftp://USERNAME:PASSWORD@ftp.drivehq.com/ where USERNAME is your username and PASSWORD is your password.
Once the three QuickBooks files have been uploaded using ftp in Windows Explorer, send email notification to Raymond to signal QuickBooks is no longer in-use and is available again.
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