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Bookkeeping 101

Setting up your back office to give you the confidence to
own your numbers.
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Week 1 at a glance...

e Make sure your company info is correct in your QuickBooks
e Discuss cash vs accrual with your accountant
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Week 2 at a glance...

Chart of Accounts

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)

Expenses sub accounts are of interest to the IRS.

0 250 280 28K 27

Double check with your accountant that you are within averages.
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Homework Review

How did it go reviewing or entering your chart of accounts?
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Enter Client List into QuickBooks

Profit and Loss by Client is something | look at all of the time in my business.
This means at a top-level | can look at which clients 'm making money on and
which clients | am not.

e In order for me to be able to pull this information up at a moment's notice, my
clients must be entered into my QuickBooks and my bookkeeper must select
the appropriate client name when entering every single transaction.

e Once clients are entered, selecting the client for any expense you make on
behalf of that project is as easy as a quick dropdown.
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@ giickbooks =

Dashboard

Banking

Expenses

Cash Flow

Projec

Payroll

Mileage

Accounting

My Accountant

Commerc

Adding Client List

Design Business

+ ) .
oso  Design Business

Get things done Business overview

SETUP GUIDE

onnect with an accountant

art invoicing

See how much you're making

Pay your employees

Start tracking time

SHORTCUTS

Que Q Q¢

8 MyExperts

privacy (I

@ gliickbooks

Dashboard

Design Business

Get set up right with help from your acc| 5 ) ]
oco  Design Business

Invite them to your books so you can finish setting

Get things done Business overview

Your accountant and members of their firm will havel
access to your company data

Expenses SETUP GUIDE
No accountant? No worries. Find a pro to help
Overview

Cash Flow All Sales

Invoices

Projects

Payroll Payment Links

Time 3’

Products and

SHORTCUTS

Accounting

My Accountant

Commerce

https://app.abo.intuit.com/app/customers
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8 MmyExperts

privacy (D)

Hide
Get set up right with help from your accountant
Invite them to your books so you can finish setting up together.
Your accountant and members of their firm will have admin
access to your company data.
No accountant? No worries. Find a pro to help
°
BANK ACCOUNTS
Bank account
Bank balance 50
.I In QuickBooks $0
Bank account
50
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@ gliickbooks

Dashboard
Banking

E

Cash Fl
Proje
Payroll
Time

Reports

Accounting

My Accountant

Overview Al Sal

Adding Client L

Design Business

Keep track of who needs
to pay you
® See how it works (2:53s)

® Find all your clients and their info in one place
® See who your top clients are

® Track invoices to see who owes you money

T é—.

Invoices  Paymentlinks  Clients  Products and Services

Qo @& o

Client information

Title  First name Middle name  Last name Suffix
Company Mobile
*Display name as Other Website

Print on check as (/] Use display name []1s sub-client

Address | Notes | Taxinfo | Payment and billing | Language | Attachments | Additional Info

Bill with parent

Billing address map Shipping address map [] Same as billing address

Google Chrome
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Nested Clients

If you have clients for whom you are doing multiple projects (such
as builders, offices with multiple locations, people with second
homes, etc) the nested client option is great. This option allows you
to generate specific reports by project but keep tax or billing info
together.
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Projects

Projects are a new add with QuickBooks in the last year.
For clients that you do multiple projects with, projects is an easy

way to track items that need to be invoiced separately and even
allow you to run P and L by project.
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Projects

@ giickbooks

Dashboard

Banking

Payroll

Time

Commerce

= Design Business

+ . .
oeo  Design Business

Get things done

SETUP GUIDE

Business overview

Connect with an accountant

art invoicing

Pay your employees

Start tracking time

SHORTCUTS

e how much you're making

o

Get set up right with help from y{

Invite them to your books so you can finish

Your accountant and members of their firm
access to your company data

No accountant? No worries. Find a pro to

8 My Experts

@b quiickbooks =

Dashboard

Banking

Expenses

ash Flow
Projects
Payroll

Time

Accounting

My Accour

Commerce

Qrr Q A & ©

Hide

Design Business

Run your projects with

confidence

Make better decisions by knowing how your jobs are doing

® See how it works

© Profitability in one place

Organize your project finances with a clear view of profits

® Keep track of your labor costs

See where your team is spending time and how it affects your profit margins

® Eliminate the guesswork

Understand which projects make money and where you should focus your

efforts

( Starta project
Y

& Mybpers @D Help  Q Q & 0

25.9% Income.

PROFITMARGIN  Costs

INCOME COSTS PROFIT
INCOME, HOURLY TIME COSTS
Design income ~ Emplogees
P Enily Pl
Kate Whelson
EXPENSES
Advertising

Insurance
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Proje

cts

(&) @& app.gbo.intuit.com/app/projects

New project

Project name *

Client *
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What are Tags and Groups?

e Tags are customizable labels that let you track your money
however you want.

e \Xhen you put tags into groups, you get deeper insights into
how your business is doing. You'll need groups to get reports
for your tags.

e You can tag transactions such as invoices, expenses, and bills.
At the moment,
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Tagging

qb E‘]‘ﬁ‘lebOOkS = Design Business 8 My Experts @ Help O\ O éﬁ} 0

+ . .
2, Design Business e B

Get things done Business overview
Sales
Cash Flow

SETUP GUIDE Hide
Projects Get set up right with help from your accountant

Connect with an accountant
Invite them to your books so you can finish setting up together.

Payroll

Start invoicing

Time

Your accountant and members of their firm will have admin

Reports See how much you're making access to your company data.
Taxes
Pay your employees No accountant? No worries. Find a pro to help
Mileage (Y

: Start tracking time
Accounting 9

My Accountant
Commerce SHORTCUTS BANK ACCOUNTS
Bank account
Apps
Bank balance $0
@ In QuickBooks $0
Insurance g@ E
D3 Bank account
Live Bookkeeping Bank balance $0
NE - T S, aice ~ = In AviclBanke <n
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Tagging

@b quickbooks

Sales
Cash Flow
Projects
Payroll
Time
Reports
Taxes

Mileage

Accounting

My Accountant
Commerce
Apps
Insurance

Live Bookkeeping

== Design Business

Banking App Transactions Rules Receipts Tags

MONEY IN

Get more details about what you earn

(® See how it works (3:38)

$0.00 Aerobics classes

$0.00 Yoga classes

( Start tagging transactions

See all untagged transactions

TAGS AND TAG GROUPS

8 My Experts @ Help Q Q ‘{§§' o

MONEY OUT

See a breakdown of what you spend

@ See how it works (3:38)

$0.00 Fitness instructor payroll

$0.00 Utilities

( Start tagging transactions )

New v

You have created 0/300 tags

TRANSACTIONS ACTION

No tags yet. Create a tag to track what you care about.
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Vendors

e F[ortax reasons it is super important to keep records of who you
make payments to.

e Itis also important to know how much you spend with your
favorite vendors in order to negotiate better pricing etc.

e Knowing your total annual spend with an account is excellent
leverage to use when making these asks.

e QuickBooks makes tracking 1099 information a snap
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Who Needs to be Tracked for 1099
Purposes?

e Contractors with whom you spend more than $600 annually
e AKA laborers that are not employees

"*Check with your accountant about any specific vendors you
have a question about™”
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How to Add a Vendor

+ . .
o Design Business

Dashboard Get things done Business overview

Banking

Expenses Expenses

Sales Vendors

Cash Flow Start invoicing
Projects

See how much you're making

Payroll

Time Pay your employees

Reports Start tracking time

Taxes

Mileage
SHORTCUTS
Accounting
My Accountant
Commerce
gbo.intuit. 1se! T A e

Get set up right with help from your accountant

Invite them to your books so you can finish setting up together.

Your accountant and members of their firm will have admin
access to your company data.

No accountant? No worries. Find a pro to help
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Hide

$0
$0

$0
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How to Add a Vendor

@b giickbooks = Design Business 8 My Experts @ Help Q O €§} (L]

Dashboard

Keep track of who you

Expenses a
pay
Cash Fl. @ See how it works (2:54s)
asl ow
Projects ® Find all your vendors/contractors in one place
L]

See how much you're spending by vendor

Payroll

- ® Keep track of money you owe each vendor (bills)
ime

Reports

- Import vendors Add vendor manually e
Taxes

Mileage

Accounting

My Accountant

Commerce
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How to Add a Vendor

Vendor Information

Title  First name Middle name
Company

*Display name as

Print on check as @ Use display name

Address map

(@ Attachments  Maximum size: 20MB

(" cancel \\( Make inactive \)
- AN B

Last name Suffix

Website

Billing rate (/hr)

v

Opening balance as of

03/25/2021

Account no.

Business ID No. / Social Security No.

DTrack payments for 1099

Privacy
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Enter Product List

Products are items you are selling to your clients
Be as minimalistic as possible.
You will be able to create individual descriptions you won't need a separate product for
everything.
Material Design Products list is:
o  Designtime
o  Furniture

o  Window treatments
o  Shipping & accessories

84" long Wesley Hall Sofa would be sold as ‘Furniture’ with a description that would
make sense to a first-grader.

Each product is linked to an income account (so that any income associated with this
product will appear under that income account on your profit and loss statement)
Particular product description and pricing in the respective blanks for those items.
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Add Products and Services

@ giickbooks

Dashboard

Banking

Cash Flow
Pro
Payroll

Time

T

Mileage

Accounting

My Accountant

Comm.

= Design Business

B wepets QHep Q O & O

+ . . -
oeo Design Business rrvacy (D)

Get things done Business overview

SETUP GUIDE

Start invoicing

See how much you're making

Connect with an accountant

@ giickbooks = Design Business 8 Myexperts (@) Help

+ ! .
o | Design Business rrcr B

usiness overview

Get set up right wi

Invite them to your boo

Your accountant and mi
access to your company|

Pay your employees No accountant? No wor, . . Fide
Projects Invoices Get set up right with help from your accountant
rt tr fiiie Invite them to your books so you can finish setting up together.
Start tracking time Payroll Payment Links ¥ Y 99
Tin Clien
SHORTGUTS Your accountant and members of their firm will have admin
Reports cts and s access to your company data.
Taxes
‘g E Pay your employees No accountant? No worries. Find a pro to help
Mileage N °
” ” pa— Start tracking time
My Accountant
Commerce SHORTCUTS BANK ACCOUNTS
A Bank account
pPs
Bank balance $0
In QuickBooks $0
Bank account
hitpsijapp.cbo.ntutcomfappliems | L - . Penkbans -
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Add Products and Services

ab a’tﬁckbooks == Design Business 8 My Experts

Overview All Sales Invoices Payment Links Clients Products and Services

Sales

-
Cash Flow e
Projects <

)
Payroll ’

Time

Add your products and services to save time
Reports creating your next invoice or receipt

Taxes
Add a product or service

Mileage
Accounting
My Accountant

Commerce

Apps

nsurance
Tip: Got your products and services in an Excel or CSV file? Import a file
Live Bookkeeping
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In order to run a business with accurate
books you MUST, at minimum, enter every
transaction that involves you receiving or
spending money.

This is non-negotiable.
Unless you are in the very start-up phase of your business, hire someone to do it for you.

This is most likely a part time or contractor position.
If | could rewind time, | would have hired this out FAR earlier than | did.
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In real life, this looks like:

Enter every receipt (for me, this is credit card receipts)

Enter every bill (in QuickBooks language, a BILL is from your vendors to your
business)

Enter every check or wire transfer (you write out of your account)

Enter every invoice (in QuickBooks language, an INVOICE is from your business to
your clients)

Reconcile every bank account every. single. month.

Reconcile every credit card account every. single. month.
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Enter a Receipt for a CC Expense

; SHERWIN-WiLLIAMS.,

AUSTIN-OLTORF Store 7074

2400 § 18T ST
AUSTIN TX 78704 5403
(512)916-9047
Fax (512) 916-9825
W sherwin-williams.com

SALE 9:32an
Tran # 84759 09/25/20
E78/13647 10
RUBEN

HILL COUNTRY PAINTING
Account XXXX-5926-3
Job 1 HILL COUNTRY PAINTING
Bill To:
HILL COUNTRY PAINTING
111 CRAFT ST
HUTTO, TX 78634 4597

160-3943 63485000 .33 oz
STAIN MARKER 230 E
1.00 @ 685Y) 6.59
Discount (%15.00) =0} BF]
160-4008 63487000 .33 0z
STAIN MARKER 2716 DA
1.00 @ 6.59 6.59
Discount (%15.00) =0 c)

SUBTOTAL BEFORE TAX 11.20

8.250% SALES TAX:1-44/870400 0.92
TOTAL $12.1

‘ (' Expense

Payee

Payment date

10/15/2020

v Category details

# CATEGORY ()

2

Add lines Clear all lines

» Item details

1 Costof Goods Sold

Payment account (2)

Y | Balance

Choose credit card used

Payment method Ref no.

Permit no.

DESCRIPTION

for you here.
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Whatever is helpful

Make recurring

D Takeatour §8% (@) Help X

AMOUNT

$0.00

TAX CLIENT (O

NO Add clientif
applicable. -

=]}






