
Instructions on how to work with test file in QuickBooks 2010 

1) Download the test file to your Desktop clicking on this link to start download 
2) Open QuickBooks Premier Accountant 2010 and open the test file you saved to your Desktop. 
3) You will see the below screen.  Enter the following and click OK. 

a. User Name: Accountant  
b. Password:  (file has no password) 

 

 

 

4) With Client Data Review you can quickly reclassify transactions that are posted to the incorrect 
account in the selected accounting period.   

a. From Accountant menu, select Client Data Review. 
b. Click Reclassify Transactions. 

 
 

 

 

http://http-download.intuit.com/http.intuit/CMO/proadvisor/downloads/ae/Premier_Accountant_2010_CDR_Sample_File_2009_dates.QBW�


c.  Select Office Supplies account (or any other account) from the list to see all 
transactions posted to that account. 

 

 
 
 

d.  You can review transactions posted to the selected account and re-classify them if 
necessary.  But now, let’s filter it further by Vendor’s name (select Alison’s Catering) 
and switch from ‘Selected Account’ to ‘All’ accounts. 

You can see all transactions written to Alison’s Catering from 01/01/2009 to 12/31/2009 
(you can change the date range if you wish).  You can see that some transactions got 
posted to the Meals & Entertainment account and some – to Office Supplies account.   



 
 
 

e. Let’s post transactions to the correct account by moving them from the Office Supplies 
account to Meals & Entertainment account.               

                                                                                    
f. Insert a check mark in front of the transactions posted to the Office Supplies account.   

 
Note: You can click on the Account column header to sort by Account, so all 
transactions posted to Office Supplies are grouped together. It would make it easier to 
see all transactions you need to reclassify. 
 
 

 
 



 
g. Select Meals & Entertainment account from the “Account to” list (or any other account 

you would like to post the checkmarked transactions to) and click Reclassify button.  

 

 
 

h. Now you can see that all selected transactions are posted to the account you selected. 
 

i. You can also assign a Class to the transactions with no Class assigned or change an 
incorrectly assigned Class.  

 

 
 
 
 
 
 



 
j. You are done! 

 

 


