
Accounting Software Migration Checklist 
Switch My Books specializes in seamless accounting data migration to Xero, QuickBooks 
Online, Sage, NetSuite, Freeagent, FreshBooks, Zoho Books, and more. This comprehensive 
checklist guides you through the steps to prepare for and support a successful migration, 
ensuring data integrity and minimizing operational disruptions. While Switch My Books manages 
the technical aspects of the migration, your preparation and validation are key to a smooth 
transition. 

1. Planning and Preparation 
A well-planned migration sets the foundation for success. Take these steps to ensure readiness: 

● Choose the Optimal Timing: Schedule the migration during a low-activity period, ideally 
at the end of the financial year, to minimize transaction volume and simplify the process. 

● Assess Your Current System: Identify all data to be migrated, including: 
○ Chart of accounts 
○ Customer and supplier records 
○ Invoices and bills 
○ Historical transactions 
○ Bank reconciliations 

● Select the New Software: Confirm that the chosen platform aligns with your business 
needs, considering scalability, user-friendliness, and integration capabilities. 

● Communicate with Stakeholders: Inform your accountant, finance team, and other 
relevant parties about the migration plan and timeline to align expectations and gather 
input. 

● Tip: Create a migration timeline with clear milestones to keep the process on track. 

2. Data Backup and Security 
Protecting your financial data is critical during migration: 

● Backup All Data: Create a complete and secure backup of your current accounting data 
using reliable methods like cloud storage or external drives. Verify that the backup is 
accessible and restorable. 

● Check Data Integrity: Review your current system for discrepancies or errors that could 
affect the migration. 

● Tip: Store backups in multiple locations to ensure redundancy and accessibility. 

3. Data Mapping and Cleaning 



Accurate and organized data ensures a seamless transfer: 

● Map Data Fields: Develop a detailed mapping plan to align data fields (e.g., chart of 
accounts, customer details) between the old and new systems. 

● Clean Data: Archive inactive records, reconcile accounts, and remove outdated or 
irrelevant data to streamline the migration. 

● Format Data: Prepare data in the format required by the new system, such as CSV files 
or API-compatible formats. 

● Tip: Document the mapping process to reference during validation and troubleshooting. 

4. Trial Balance and Reconciliation 
Ensure your financial records are accurate before migration: 

● Generate Trial Balance: Produce and save a trial balance from your current system as 
a reference for post-migration validation. 

● Reconcile Accounts: Complete reconciliations for all bank and credit card accounts up 
to the migration cutoff date. 

● Tip: Save copies of key reports (e.g., balance sheet, profit and loss) for comparison after 
migration. 

5. Migration Execution 
The migration process requires careful coordination: 

● Set a Cutoff Date: Determine the date when the old system will be deactivated and the 
new system will go live, ideally at the start of a new month or financial period. 

● Transfer Data: Switch My Books will use professional tools and expertise to accurately 
transfer your data to the new system. 

● Configure Software-Specific Settings: Be aware of unique requirements for the new 
software, such as currency settings in Xero or custom fields in NetSuite. Switch My 
Books will handle these configurations. 

● Tip: Confirm with Switch My Books that all necessary integrations are included in the 
migration plan. 

6. Testing and Validation 
Thorough testing ensures the new system is fully functional: 

● Test Transactions: Perform sample transactions in the new system to verify 
functionality and accuracy. 

● Validate Data: Compare key financial reports (e.g., trial balance, profit and loss) 
between the old and new systems to ensure data accuracy. 



● Check Integrations: Confirm that third-party integrations (e.g., payroll, CRM) are 
operational. 

● Tip: Create a checklist of critical functions to test, such as invoice creation and payment 
processing. 

7. Training and User Adoption 
While Switch My Books does not provide training, preparing your team is essential: 

● Arrange Training: Schedule training sessions with the software provider or a third-party 
trainer to familiarize your team with the new system’s features and workflows. 

● Document Procedures: Create user guides or standard operating procedures for 
common tasks to ensure consistency. 

● Provide Support: Be available to answer questions and assist users during the initial 
period after go-live. 

● Tip: Assign a point person to coordinate training and support for your team. 

8. Go-Live and Support 
The transition to the new system requires careful monitoring: 

● Activate New System: Officially switch to the new accounting software on the 
predetermined cutoff date. 

● Monitor Performance: Closely watch for issues or discrepancies in the first few weeks 
and address them promptly. 

● Communicate Changes: Inform customers and suppliers of any updates to invoicing or 
payment processes. 

● Tip: Schedule regular check-ins with your team to address any challenges during the 
transition. 

9. Post-Migration Review 
Verify the accuracy of the migration after going live: 

● Review Financial Reports: Compare reports from both systems to ensure all data has 
been accurately migrated. 

● Resolve Discrepancies: Address any errors or missing data identified during the 
review. 

● Update Reporting Tools: Ensure connected reporting or analytics tools are updated to 
pull data from the new system. 

● Tip: Conduct a final reconciliation of key accounts to confirm accuracy. 



10. Documentation and Archiving 
Proper documentation supports compliance and future reference: 

● Document the Process: Record the migration steps, challenges, and solutions for 
future reference. 

● Archive Old Data: Securely store data from the old system for compliance and auditing 
purposes. 

● Tip: Use a secure, long-term storage solution to maintain access to archived data. 

Software-Specific Considerations 
Each accounting platform has unique features that may require special attention during 
migration. Switch My Books ensures these are addressed: 

● Xero: Configure bank feeds and currency settings accurately. 
● QuickBooks Online: Preserve historical transaction data for reporting. 
● Sage: Verify hardware and integration compatibility. 
● NetSuite: Map custom fields to maintain functionality. 
● Freeagent: Ensure accurate categorization of recurring transactions. 
● FreshBooks: Test payment gateway and time-tracking integrations. 
● Zoho Books: Validate scalability features and data formatting. 

Additional Tips 
● Engage Professionals: For complex migrations, rely on Switch My Books’ expertise to 

handle technical challenges. 
● Plan for Contingencies: Have a backup plan in case of unexpected issues during 

migration. 
● Stay Organized: Keep all documentation and communication organized to facilitate a 

smooth process. 

Why Choose Switch My Books? 
With extensive experience in accounting software migrations, Switch My Books delivers 
accurate and efficient data transfers, allowing you to focus on your business. Our tailored 
approach ensures compatibility with platforms like Xero, QuickBooks Online, Sage, NetSuite, 
Freeagent, FreshBooks, and Zoho Books, providing peace of mind throughout the process. 

 



Get Started 
By following this checklist, you can prepare for a successful transition to your new accounting 
software. Contact Switch My Books at switchmybooks.com to initiate your migration and ensure 
a seamless switch. 
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