
luannnigara.com

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...
● Make sure your company info is correct in your QuickBooks
● 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.

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 I look at all of the time in my business. 
● This means at a top-level I can look at which clients I’m making money on and 

which clients I am not. 
● 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. 

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



luannnigara.com

Adding Client List
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Adding Client List
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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
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Projects
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What are Tags and Groups?
● Tags are customizable labels that let you track your money 

however you want.
● When 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.

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



luannnigara.com

Tagging
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Vendors
● For tax reasons it is super important to keep records of who you 

make payments to.
● It is also important to know how much you spend with your 

favorite vendors in order to negotiate better pricing etc.
● Knowing your total annual spend with an account is excellent 

leverage to use when making these asks.
● QuickBooks makes tracking 1099 information a snap
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Who Needs to be Tracked for 1099 
Purposes?
● Contractors with whom you spend more than $600 annually
● 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
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How to Add a Vendor
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How to Add a Vendor
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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: 

○ Design time
○ Furniture
○ Window treatments
○ 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
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Add Products and Services
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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 I could rewind time, I would have hired this out FAR earlier than I 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

Choose credit card used

Cost of Goods Sold Whatever is helpful 
for you here.

NO NO Add client if 
applicable.




