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The Export and Import features allow you to download (export) and upload (import) transactions
to/from zipForm® Plus accounts.

Export a Transaction

1. Onthe Transactions tab, check the ustboord
box(es) for the transaction(s) you'd like to s e
export, then click Export in the top toolbar. .
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2. Click on the next popup window. Y

Export Transaction(s)
Leave the checkboxes checked to capture all
file data — do not uncheck any boxes.

zipForm Content
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Your browser will ask you to confirm saving the file, please allow it. ‘

3. One of the following three options will
display, depending on the exported file size:

e If you exported one transaction and

. L - . e k3 O
the file size is small, then the file will
automatically download to your b Recent download history X
browser in a .xzfx file with the
. 678_Any_Street,_Some_City_f599e55.xzfx
transaction name. 64 KB + 16 minutes ago

e If you exported multiple transactions
and the file size is small, then the files
will automatically download to your
browser in a .zip file with the name ' Recent download history x
“TxnsZipped.zip”.
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TxnsZipped.zip
8.8 KB + 2 hours ago

e If you exported multiple or all
transactions and the file size is large,
then a popup window will display
stating the estimated size of the file.

Export Transaction(s)

The estimated download size for your export archive is 34MB. While we create your
export archive file, please feel free to continue working. Once it is ready to download,

. Export v . .
C“Ck e ’ and you WI” receive we will send you an e-mail and you will receive an in-app notification.
an email notification once the file is

ready to download. cancel » | [
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Import a Transaction

1. Onthe Transactions tab, click Import in -~ Templates ¥ Dochbox  Tosks Contcts
the top toolbar.
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. Browse for a file L
2. Click _on the Import Import transaction(s)

Transaction(s) popup window. [ sromerorane B =

3. Locate and select the file(s) saved on your
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computer and click Open. Multiple files can be € 5 v 2 8> TEPC > Downlosds P rr— 7
selected/imported at the same time.
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4. Click at the bottom right of the Import transaction(s)

popup window to finish importing the file(s). B
Browse for a file

The imported transaction(s) will display at the — - File

top of the “Active” section in the Transactions FBANYSreet Some. (I 9558 K o

tab of your zipForm® Plus account.
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