[image: image4.png]



e-Accounting Solutions User Guide
[image: image3.png]



Guide for Accountants and Consultants


Help your clients work smarter – not harder.

Thank you for choosing e-Accounting Total Solutions
This guide is designed strictly for e-accounting users.  If you require information that is not available in this guide, please contact your
e-Accounting Coach at 253-284-2000 or via e-mail to Sales@InsynQ.com.
Our representatives are available to assist you in communicating with your clients about the service, the value proposition, and other aspects of e-Accounting.  We’re here to help you be successful with your online accounting business.
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e-Accounting ADVISOR Program

e-Accounting is about leveraging technology to do more with your business.

e-Accounting is about providing you, the accounting professional, with the tools and resources you require to build your practice, serve your clients, and increase your profitability through the intelligent use of technology.  We bring to you the solutions and services your business, and your client businesses, require in order to succeed in today's fast-paced and highly competitive economy.  From total technology outsource solutions to managed services that make your own network better; from e-marketing to continuing professional education; e-Accounting Solutions can help you and your entire organization work smarter, not harder.  Be the key to your clients' success.  e-Accounting can help make it happen.
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Be an ADVISOR

[image: image3.png]Leverage technology to help improve your bottom line.  e-Accounting Solutions provides you with a variety of tools and services that have proven effective in helping our professionals grow their businesses, increase their profitability, and create niche or specialty service offerings.  Our application hosting solutions eliminate the effects of time and distance - allowing you to interact in real-time with your clients' business applications and data from anywhere at any time.  Be an on-the-spot CFO, or provide outsourced bookkeeping services without the travel time.  Be an ADVISOR to your clients, and help them, and your practice, do more.

You hold the trust relationship with your business clients.  They likely seek your advice on how to solve various business problems.  In many cases, your clients probably ask you about computers and technology and what they should use in their businesses. 

You're going to be involved... there's no avoiding it.  You have to work on their accounting data, and that data is sitting on a computer.  Whether or not your client is paying attention to the safety and security of their data - we know you are.

InsynQ's e-Accounting Advisor VAR program allows you to earn revenue on the services and solutions your clients need.  Online application solutions help you increase processing capacity and work closer with your clients.  Increase the profit potential of every engagement even more by promoting online solutions and earning revenues from subscriptions.  You're already doing the business - why not profit from it?

ASP Technologies and Virtual Computing

The ASP industry was created to address the rising costs of information technology.

· Lower initial investment for hardware and software

· Rental pricing and subscription model allows for accurate projections of technology costs

· Easy scaling with predictable results

· Highly secure and strictly managed

· Anti-virus protection and backups included with service

· Platform and application maintenance included with service

· Leverage the Internet as the network

Shifts in technology force businesses to the Internet in order to remain competitive.

· Information services and resources are readily available on the Internet for connected businesses

· Economies of scale allow Internet-based services to be delivered for a lower cost to a broader market

· The availability of broadband has increased dramatically, while the cost of service has decreased as dramatically

· The Internet eliminates geographic boundaries and barriers

· A small business that leverages technology successfully can accomplish more with fewer human resources

Locating data and applications in a central environment allows for streamlined management.
· All workstation environments and resources are consistent, secure, and strictly managed

· All users have the same application versions

· All data is backed up and copies are rotated offsite to a secure facility

· All systems are protected with anti-virus technologies

· Data is centrally available to all permitted users

· User permissions can allow or prohibit movement of data from the central server to a local workstation

ASP computing allows you to access application and data resources using the Internet as the network.

· Each person still sits at a computer. The computer, however, can be located anywhere Internet access is available – and it doesn’t have to be the same computer every time

· Each user still gets a personal workstation. The difference is that the personal workstation is a virtual one, not a physical one. This means that the personal workstation is available from anywhere – regardless of what PC is used to connect to it.

· Your users can all share documents and files. They don’t, however, have to be connected to your local network. Files are located on a central server so all users can access them – regardless of the user’s current location.

· Users can be prohibited from moving data from the server to their local PC. Just try that on your current network.

It runs the applications you already run. 

· It’s not a totally new idea… big companies have been running this type of environment for years

· It uses Microsoft Windows for the desktop environment. You know how to use Windows

· It runs the Windows-based applications that you probably already run on your own computers – and it probably runs them faster

· It runs Web- and browser-based applications, too.

It comes with system management, administration, and technical support.
· e-Accounting creates users and sets permissions and controls what applications get installed and where

· e-Accounting performs anti-virus scanning and backup services

· e-Accounting installs application updates, patches and fixes

· e-Accounting manages the hard drives and data storage

· e-Accounting restarts the servers and maintains the database environment and keeps the network running

· e-Accounting monitors network security and connections

· e-Accounting provides technical support if you have problems with your virtual desktop

Service Description

e-Accounting Total Solutions offer a low-cost computing and networking alternative for business or mobile computing.  e-Accounting services specifically addresse the demand for low-cost MIS alternatives and flexible access to important information.
e-Accounting services provide:

· Internet computing

· E-mail

· Business software applications

· Personal file area for each user, and a shared file area for your organization

· Secure computing environment

· Remote access

· Data backup and storage 

· MIS management

· Technical Support

The cornerstone of the e-Accounting Solutions program is the virtual desktop.  The virtual desktop is a Windows workstation that you connect to over the Internet.  This provides a familiar Windows environment that you and your clients probably already understand.  Because you can connect to your virtual desktop using the Internet as your network, it is possible to connect from virtually anywhere you have access to an Internet connection and compatible browser.  From a hotel room, from home, on a mobile laptop computer… you and your clients can work from anywhere at any time using these online solutions.

The e-Accounting virtual desktop always includes 100MB managed storage space for personal files, and 100MB per user shared storage space for shared files.  An organization with a minimum of 5 subscribers is provided 1GB of managed shared storage.  Managed storage means that it is backed up regularly, completely firewalled, and fully virus-protected. 

The e-Accounting virtual desktop runs the desktop applications you need to run your business.   The applications are tested and deployed by e-Accounting, and are delivered to you as an installed application on your virtual desktop.  In most cases, all of the applications you subscribe to will be installed right on your virtual desktop, providing you with the same application and data integration capabilities that you have on your local PC.  All applications are strictly managed, protecting the installation from novice users or careless power users.

Each virtual desktop account comes with an optional Internet e-mail account.  The e-mail client, however, is not bundled with the system.  The preferred software is Microsoft Outlook.  You can obtain the Outlook application from e-Accounting in two ways:

· rent the Microsoft Office Suite with your virtual desktop, and have all the Office applications (including Outlook) available any time anywhere; or

· subscribe to Microsoft Exchange enterprise messaging services.  The Outlook client comes with all Exchange mailbox subscriptions. 

You can also provide your owned licenses for Microsoft Outlook and e-Accounting can host them.

Application Options

There are a variety of desktop applications, browser-based applications, and network services that e-Accounting provides to the e-Accounting Total Solutions Program.  We can offer applications in several ways. 

Desktop applications – these are applications that are installed to and available on the virtual desktop.  They are usually Windows-based applications, and they may be client applications that connect you to an applications server on another platform.

Desktop applications may be “published” in different ways.  For example, the virtual desktop is really a published application – the desktop being the application.  We can also “publish” just the program you want – such as Microsoft Word.  In this case, you would likely go to a web page where you saw the Word icon… when you click it, a window with Word running would launch.  When you press the “Excel” button in QuickBooks, for example, you want Excel to launch from your desktop with your QuickBooks data in the spreadsheet.  The virtual Windows desktop provides this capability most readily – just like on your local PC.  The published application is the method used for delivering the AccountingStation hosted QuickBooks solution, as well as the instances of Excel available as an option with the AccountingStation service.

Browser-based applications are applications that are run from an Internet browser.  These applications typically require no special software to run.  Because the virtual desktop is delivered with Internet service and the Internet Explorer browser installed, you can run all your browser-based applications from the virtual desktop as well as your local PC.  This allows you (in most cases) to integrate your virtual desktop functionality and data with the browser-based application.  Browser-based applications may be served by e-Accounting directly, or through one of our strategic partners.

We have applications that are hosted “on demand”.  Host-on-demand simply means that you have the application license, and we are providing an outsourced – hosted – network environment for that application (or multiple applications).

Rented applications, which we also have, are applications that we not only host, but you can obtain rental license from us along with the hosting service.  This provides for a small monthly rental fee for software rather than a large initial software purchase..

Licensed applications are applications that we can provide licensing for as well as hosting services, but the application license is purchased (not rented).

Your e-Accounting subscription also provides access to j2 Global Communications jConnect services.  JConnect allows you to establish a phone number (may be local or toll-free) that is able to receive fax and voicemail messages.  The jConnect service “packages” the messages as e-mail and delivers them right to your e-mail inbox.  J2 provides a free service, as well as paid services for local and toll-free numbers.  Support for viewing fax messages and playing voicemails is installed on e-Accounting’s servers, to ensure your ability to access all your important business messages.  (**Note: j2 Global is the owner and provider of the e-Fax service.  If you already have an e-Fax account, you’re already set up! 

In order to ensure that your Internet-connected PCs remain virus-free, e-Accounting  offers Managed Virus Protection (MVP) services.  MVP was designed to provide an easy way for you to keep your computers (ANY computers – home, office, wherever) clean and free of computer viruses.  Particularly if you use your PC to work on client data, for moving data to and from the network, or for Internet e-mail, you should ensure that your systems and your client systems are protected.
Realizing that certain circumstances may prevent businesses from working online, we have developed data management, backup and electronic vaulting services to keep important business data safe and secure.  eFileSafe, our managed backup service, protects files from your local computers, file servers and application/database servers by automatically backing them up to a secure, offsite location.  Multiple redundant datacenters offer the secure storage your business information requires.  You can restore files immediately to your PC or server, or use the Web restore to retrieve files to any computer or to your virtual desktop.
These services have been designed to function with either a dial-up modem or broadband Internet connection.  Broadband connections provide the optimum experience for these services.

Delivery Options

e-Accounting provides a variety of delivery options for applications, depending on the application type and the business requirements of the user.  There are advantages to using some methods over others.  Make sure that you understand the delivery options before you judge which options will work best for you.

Full Citrix ICA Client Application

The biggest advantage to using the full ICA desktop client is flexibility.  The desktop client application (available for many platforms, Windows included) allows for customized settings for each of your ICA connections.  A few of the customizable options with the full client include:

· Screen size and resolution settings

· Audio controls

· Screen colors

· Security options

· Encryption options

The biggest disadvantage of using the full ICA client is the size of the file.  This creates a fairly long download for those using a dialup connection.  Also, use of the ICA desktop client can preclude the delivery of the applications through a website or portal service, because the connection is initiated directly from the local PC desktop.  You can find out more about the Citrix ICA client by visiting www.Citrix.com.
Simple Website Link
e-Accounting has the ability to deliver to you a simple login link for you to include on your website.  This link launches InsynQ’s portal, allowing you to let your clients access their service login right from your website.  There is no branding with this option.  The size and configuration of the desktop is predetermined by e-Accounting.

Login services (the “live” links) are also available on the InsynQ website.  Visit www.InsynQ.com, and find the subscribe link.  You can also access the login link via www.cpa-asp.com.

Website Portal Link using the Branded Desktop Delivery System
To get the maximum value in delivering e-Accounting solutions and services to your business, provide them with a corporate resource portal along with the virtual desktop.  e-Accounting has developed the BDDS (Branded Desktop Delivery System) to allow you to provide virtual desktop services to your users with YOUR brand or logo.

In addition, the BDDS provides you with links that can be set to promote your other website resources to your users.  Reminder services, news and events, service options – all can be made visibly available to your users the entire time they are online.
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A login button is provided on the business website, causing users to see the site every time they access their virtual desktop
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The virtual desktop is launched in a framed browser window – retaining the visibility of the business brand while the user desktop is open.
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Additional buttons can be set to

link to other web resources or

information services, such as a

newsletter, HR information, etc..
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e-Accounting Total Solutions – User Guide

Information you should know before using your e-Accounting service:

· Configure your workstation to use your Internet service.

· Remote and traveling users will require Internet access from a variety of locations.

Need help?

Contact us via e-mail at

support@InsynQ.com

For Information on Setting Up Your e-Accounting Service

Visit our Web Site at

http://www.insynq.com

Virtual Desktop Package

Virtual Desktop description

Remotely-accessible Windows(NT Virtual Desktop

Internet Explorer browser, Calculator

100MB personal managed storage

100MB shared managed storage (1GB for minimum 5 user organization)
Optional Internet E-Mail inbox 


15MB mailbox storage


desktop e-mail client required (such as MS Office with Outlook)

Internet-based service

On-line help and unlimited e-mail technical support

Telephone Toll-Free 5 X 11 Technical Support

Virtual Desktop Upgrade Options:

The following optional features are available with e-Accounting Solutions services

· Additional application selections

· Choose from a list of industry leading software titles – we can host Your software

· Additional application software titles available for rental

· Organization file system services; printer sharing

· Enterprise messaging solutions

Visit our website to find out more!

www.cpa-asp.com

AccountingStation Package

AccountingStation description

Remotely-accessible Windows(NT-based application environment with hosted QuickBooks Pro 2001 or QuickBooks Pro 2002.
100MB personal managed storage

100MB shared managed storage
Internet-based service

On-line help and unlimited e-mail technical support

AccountingStation Upgrade Options:

The following optional features are available with the AccountingStation service

· Additional application selections

· Microsoft Excel Application Rental for integrated reporting

· Dual-version QuickBooks Pro services (2001 and 2002)

Access e-Accounting AccountingStation and Virtual Desktop Services

Welcome to the e-Accounting Total Solutions Program.   This document will demonstrate the ease with which you will be able to establish a connection to your hosted application or virtual desktop account.  The procedure involves two simple steps:  
Step 1 – Access the Login service from CPA-ASP websites *


www.cpa-asp.com

www.insynq.com
*IMPORTANT NOTE:

AccountingStation service may only be accessed at www.insynq.com/as 

Step 2 – Click on Login and provide your username and password.
Step 1 :  Access the Login service from the CPA-ASP websites

myCPAportal

Simply connect to the Internet using your browser, and access the website www.myCPAportal.com.  You may be required to provide login credentials for access to your personal portal.  Once the portal page is displayed, simply click on the e-Accounting login link.

CPA-ASP

Simply connect to the Internet using your browser, and access the website www.CPA-ASP.com.  Once the page is displayed, simply click on the login link.

InsynQ

Simply connect to the Internet using your browser, and access the website www.insynq.com.  Once the page is displayed, simply click on the login link.

*IMPORTANT NOTE:

AccountingStation service may only be accessed at www.insynq.com/as 

When you ordered your services:

When you signed up for your service, you provided us with your first and last name, and the specific type of printer you want configured for use with your service.  If you need to change this information (or any other profile-specific information), contact your sales representative at Sales@InsynQ.com.  A profile setup fee of  $19.00 will be charged for any modifications or changes to a virtual desktop or user profile once the service has been established.

Information provided during order:

· Your name, phone number, and current e-mail address

· Your Name is used as the primary contact for this account.

· Your e-mail address is the address to which all notifications will be send regarding your service order and account.  Your e-mail address is also used to identify the “administrator” for your account.

· Make and model of your printer

· Untested printer types are not guaranteed to work with this service.
Step 2:  Provide your username and password, then click on the application icon(s) presented
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Enter your username and password as provided by e-Accounting Customer Service when your profiles were deployed.  If you did not receive notice of your account activation, or username/password combinations, contact e-Accounting Customer Support.

Passwords are case-sensitive, so make sure to check your [CAPS LOCK] key.  The system will lock out your account if you enter your password incorrectly 3 times.  You will be required to contact Customer Support to have your account unlocked.

Login using the full Citrix ICA desktop client

The Citrix ICA Windows-based desktop client provides flexibility in the setup of your virtual desktop connection.  Screen size and resolution, color selections, audio support, and encryption levels are a few of the customizable settings available using the full client.

To setup a PC to connect to a virtual desktop using the ICA desktop client, follow these simple steps:


Go to the downloads page of the Support section of the InsynQ website



www.InsynQ.com


Click on Support



Click Download (left-side menu)



Follow the instructions for installing the Full Client.
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Getting Technical Support

All e-Accounting subscriptions come with unlimited e-mail technical support to help you with connecting to and using your service.  e-Accounting virtual desktop subscribers are also provided with a toll-free telephone number for Customer Support, if you prefer live support to e-mail or Web-based service.  

Telephone Support

If you have subscribed to virtual desktop services and require telephone support, you can obtain technical and operational assistance by calling  1 877-873-7261 Monday through Friday between the hours of  7:00am and 6:00pm (Pacific Time).  Please remember to have your account number available.  Emergency callback support is available 24 hours per day, 7 days per week for e-Accounting Solutions subscribers.

If your service is working properly, but you have general questions about our e-Accounting Solutions programs,  simply click on FAQs for online information (located on the Support pages on the InsynQ website).  

For assistance with value-added products and services, please refer to the following:

· j2 Global Communications jConnect service

· FREE customers can obtain e-mail technical support by contacting   freehelp@mail.j2.com

· LITE & PREMIER customer are provided telephone and e-mail support numbers upon signup with j2

· Microsoft Office

· e-Accounting Customer Support does not provide instructions or training on the Microsoft Office suite applications.   To obtain assistance or get more information about your subscribed Microsoft Office 2000 applications, please refer to the Microsoft Office support site at http://support.microsoft.com/directory , where you can search the Microsoft Knowledge Base of technical support information and self-help tools for Microsoft products.

· Managed Virus Protection

· Customers can obtain technical support for e-Accounting’s MVP service by sending an e-mail to mvp@insynq.com or via the website at http://www.InsynQ.com/MVP
· eFileSafe

· Customers can obtain technical support for e-Accounting’s eFileSafe service via the website at  http://www.backup.com/care.asp
Privacy and Acceptable Use Policies

Reviewing the InsynQ Services Privacy and Acceptable Use policy documents is a requirement of using our virtual desktop services. After your setup is complete, please review the policies by going to www.InsynQ.com and selecting the bottom navigation links to Privacy and Acceptable Use.

Quick Facts

Optional Features

J2 jConnect LITE and PREMIER  –  Get a local or toll-free telephone number and the ability to send desktop faxes and initiate on-the-fly conference calls!  Receive voice messages and fax documents right in your e-mail inbox - no fax machine required!  Find out more at www.cpa-asp.com/iq-j2.php
Managed Virus Protection (MVP) from e-Accounting  - Proactively protect your PC from virus attacks!  e-Accounting’s MVP services makes anti-virus protection easy to setup and keeps it updated as long as you are connected to the Internet.  Find out more at http://www.cpa-asp.com/iq-mvp.php
eFileSafe Backup Services from e-Accounting  - Keep your critical business information safe and secure.  e-Accounting’s eFileSafe service provides simple, affordable, automatic data protection that keeps your data stored in a secure electronic vault.  Find out more at www.cpa-asp.com/iq-backup.php
E-mail

Is there a limit on the number of e-mails I can send?

No, not currently. If you are using your account to send SPAM (annoyance, harassing or unauthorized) e-mails, your account will be closed.  Refer to the Acceptable Use Policy. 

Is there a limit on the size of e-mails I can send?

Yes – Up to 10 MB can be sent. Any e-mail larger that 10 MB will not be forwarded.

How much storage capacity do I have for my e-mail?
Your mailbox size is limited to 15 MB.  E-mail messages can be saved as document files, and deleted from your e-mail folders, reducing the size of your mailbox.

May I customize my e-mail with a vanity domain?

Yes.  All Accounting Solutions programs include POP3 Internet e-mail accounts at our domain.  If you have or would like to establish your own organization domain name, simply contact our sales department at Sales@InsynQ.com.  We can register your domain name, and configure messaging services to use it with your account.  In addition, we can provide enterprise-class messaging services using either Microsoft Exchange or Novell Groupwise.

General Setup and Configuration

How do I set up my PC to connect to my Virtual Desktop?

There is no need to install software on your  PC.  If your PC’s browser does not already have the required ICA plug-in, it will be automatically downloaded or may be manually downloaded from www.insynq.com/support/download/
e-Accounting provides both browser plug-in and full client software to use with your service, depending on how you prefer to connect.  Simply follow the links on the InsynQ website (www.InsynQ.com) to the Support section, and then select downloads.  You will be provided access to the software you need to connect using either method.

General Use

How do I log in to my Virtual Desktop?

To login to your virtual desktop, connect using one of the methods outlined in the beginning of this manual .  Once connected, the system will display a security message, and will then prompt you for your username and password.

How do I log out of my Virtual Desktop?

It is important to log out correctly, to log out of your Virtual Desktop, click the start button in the virtual desktop window, and select logoff.  Confirm the logoff when prompted. 

How do I use my email account?

Your Virtual Desktop includes an Internet email account.   There is no default e-mail client installed with the service.  In order to use e-mail, you must subscribe to an e-mail client application, such as Microsoft Outlook.  The Outlook client can be obtained by subscribing to Microsoft Office Suite or Microsoft Exchange messaging services.

If the e-mail client application has been selected or subscribed to, your e-mail account will be set up for you by the production team and ready to go when your virtual desktop service is delivered to you. To access this account, open Outlook from the shortcut on your desktop or from the start menu. Using Outlook is just like using it on your local PC, - you can customize your views, folders, address books, etc. just as you would on your local PC. 

In addition to your Internet e-mail account, you can subscribe to a j2 jConnect FREE account and receive voicemail and fax messages in your e-mail box.  Simply follow the link on the Application Hosting Solutions  page (found under e-Accounting on www.cpa-asp.com) to signup for this service with your virtual desktop.

How do I copy files between my Virtual desktop and my local PC?

You may find that you would like to move documents or other data from your PC to your virtual desktop in order to access them from anywhere.  This will enable you to work efficiently from home or office without carrying them around on disks or other media. This is one of the primary benefits of the service.

1. Locate the files you wish to transfer. 

1. On your virtual desktop, double click the My Computer icon to access your online data storage area. 

2. You will see your I:\ network drive, usually your USER_NAME) - that is your personal file storage space in the virtual desktop environment. Locate the folder you wish to move the file to or from and open it by double clicking on it.  (**note: you may also have shared file space on e-Accounting’s servers, depending on your specific service subscribed).

3. Double click on the My Computer icon a second time, (leaving the first one open) you will see an icon titled C$ on Client 'C' Double click on this drive to browse your local PC hard drive. Locate the destination or source folder you would like to copy to or from and open it. 

4. You will now have two windows open, your source and destination folders.

2. Copy the file. 

1. To transfer a file, right mouse click on the file and drag it to the folder you wish to copy it to. Release the mouse button and click on Copy Here from the menu. 

2. Wait for the copy to complete, you will see the windows file copy screen while the copy is in progress. The amount of time required will vary depending on the speed of your Internet connection. 

3. Confirm file integrity - when the copy is complete, open the file with the appropriate application and make sure that the file is complete and functional. 

Printing
Why am I unable to print from my hosted applications?

1. Make sure that your printer is installed on your virtual desktop.  You selected your printer type when you subscribed to the service.

1. Open the Printers folder.  On your virtual desktop window, click on start, click on Settings, click on Printers. 

2. Confirm that the printer you are attempting to print to is displayed in the folder.

3. If your printer is not in the Printer Folder, e-mail Customer Support. If your printer is displayed in the Printers Folder, proceed to step two. 

2. Check the printer queue. 

1. Double click on your printer icon to view the printer queue. 

2. Look for print jobs listed in the printer queue. If the queue is empty, your default printer may set incorrectly, see the section on setting your default printer.

3. If there are print jobs listed in the queue, but none of them actually show up on your printer, proceed to step three. 

3. Check to see if a print job is "stuck" in the printer queue. 

1. Check to see if the first print job in the list is an error state. The job status may be stuck at printing or have an error tag. 

2. Clear the errant print job by right mouse clicking on it and clicking on cancel from the menu. If the print job remains in the queue, proceed to step c. 

Purge the entire print queue by clicking on Printer then clicking on Purge Print Documents, this should clear all documents from the Queue. 
 

How do I add a printer to my Virtual Desktop?

Adding a printer to your virtual desktop is very similar to adding a printer to your local PC. To add a local printer, Login to your virtual desktop and take the following steps;

1. Open the printers folder on your virtual desktop

1. Click on Start. 

2. Highlight Settings. 

3. Click on Printers. 
 

2. In the Printers folder, double click the Add Printer icon, the add Printer Wizard will start. 


3. The Network printer server option should be selected by default, if not, select that option and click next. 


4. Select your client printer from the shared printers list. 

1. Double click on client. 

2. Select the desired printer from the list. 

3. Click on OK. 
 

If your client printer does not appear as shown in the Select Printer list, click cancel to abort the add printer wizard and e-mail Customer Support with your request to add a printer.  Please note that untested printer drivers will require testing and are not guaranteed to function in this environment.

5. Select whether or not your wish this printer to be your default printer, usually yes, and click next. 


6. Click finish. 


7. Confirm that the printer is set up correctly. 

8. Right click on the printer and click on properties in the menu. 

1. Click on the Print test page button. 

2. When the prompt appears asking you if the page printed successfully, click yes even if it did not print. 

3. Confirm that a test page is printed and is readable (look for garbled text or text running off the page etc.) 


How do I set a Default Printer on my Virtual Desktop?

Setting a default printer for your virtual desktop is exactly like setting the default printer on your local PC. Take the following steps to set your default printer for your virtual desktop

1. Open the printers folder on your virtual desktop

1. Click on Start. 

2. Highlight Settings. 

3. Click on Printers. 

2. Set the default printer. 

1. Right mouse click on the printer and click Set as Default from the menu. 

2. Right mouse click on the printer and confirm that the Set as Default option in the menu has a check mark by it. 

3. Test your default printer settings. 

1. Some applications do not identify the default printer from Windows. If the page did not print using the toolbar icon, click on File, click on Print, select the desired printer from the list and click OK 

2. Confirm that the page printed. 

Thank you for choosing e-Accounting Total Solutions
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