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Bookkeeping 101
Setting up your back office to give you the confidence to 

own your numbers.
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Homework Review
Open your QBO account

Enter your business type

Make sure your logo is uploaded to your QuickBooks

Set fonts and colors to your logo colors | Enter your EIN or SSN

Enter your choice of cash or accrual

Enter your appropriate sales locations
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Week 1 at a glance...
Intro to Bookkeeping

Bookkeeping vs. Accounting

Account Setup Basics
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By the end of today you will be able to:
● Enter your Chart of Accounts
● Enter Client list
● Enter Nested Clients
● Enter Projects
● Enter Tags
● Enter Vendors
● Enter Product List
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Setting the Structure

Business reports get really informative 
when you can narrow them down and 
sort by useful classifications. Think of it 
like entering the correct keywords for 
you to be able to search and sort 
transactions in a helpful and 
informative way.

Some questions I want to know from 
looking at my books:

● Is my business making money?
● Am I on target to meet my financial goals for 

the year?
● What clients (product type) are the most 

profitable?
● What bills do I owe?
● Who owes me money?
● How much do I owe in taxes?
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Enter Chart of Accounts
Think of your Chart of Accounts as a sort of quick shorthand to 
classify how you are spending and receiving money.

Set up an appointment with your accountant to discuss your 
must-have accounts. Beyond that, I would stick by the rule of 
thumb that the more simple = the more useful and intelligent.
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For accounting and tax purposes your 
chart will look something like:
● Bank accounts
● Credit cards
● Other current liabilities (debts)
● Income
● Cost of goods sold
● Expenses (overhead expenses or expenses not directly related 

to a product sold)
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IRS Expense Accounts Include:
● Advertising 
● Car and truck expenses
● Parking fees and tolls
● Commissions and fees
● Contract labor
● Employee benefit programs and health 

insurance (other than pension and 
profit-sharing plans)

● Insurance (other than health)
● Interest - mortgage (paid to banks, etc.)
● Interest - other
● Legal and professional fees
● Office expense
● Pension and profit-sharing plans

● Rent or lease - vehicles, machinery 
and equipment 

● Rent or lease - other business 
property

● Repairs and maintenance
● Supplies (not included in Cost of 

Goods Sold)
● Taxes and licenses
● Travel
● Meals
● Entertainment (deductible only on 

some state returns)
● Utilities
● Wages
● Dependent care benefits
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Chart of Accounts
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Enter Chart of Accounts
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Enter Chart of Accounts
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Enter Chart of Accounts




