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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 Review:
Make sure your company info is correct in your QuickBooks

Discuss cash vs accrual with your accountant
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Week 2 Review:
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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Week 3 Review
Enter client lists

Enter projects

Tags

Vendors

Tracking for 1099

Product list

Entering receipts
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Goals for this week:
● Enter bills

● Enter checks

● Enter invoices

● Receive payment

● Create a deposit

● Reconcile statements
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Enter Bills from Your Vendors
Reminder: bills are from vendors to your company
● We are going to start with straight entering a bill. QBO has 

some fancier functionality where you can go from PO to Bills, 
etc,  but for today's discussion, we just want to make sure 
everyone is able to enter bills.

● Entering bills is absolutely an non-negotiable for running a 
business
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Entering a Bill from a Vendor



luannnigara.com

Entering a Bill from a Vendor
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Entering a Bill from a Vendor
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Entering a Bill from a Vendor
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Enter Checks
● Entering every. single. check. is another must-do for your business

● If the check you are writing is a payment of a bill you have entered, QBO makes 
this a snap

● If you don't have an invoice entered to match the check with, you can enter all the 
accounting information right from the check

● QBO of course, has check printing capabilities. I don't personally use this because 
I use my online banking bill payment feature (I'm lazy, and I enjoy not having to 
load checks in the pinter, runt to the post office, etc)
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Entering Checks
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Entering Checks
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Entering Checks
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Enter Invoices (to your clients)
Reminder:  Invoices in QBO are from you to your clients
● Again we are demonstrating how to enter a straight invoice. 

QBO is able to roll an estimate into an invoice, as well as some 
other fun features. Today's task is a simple invoice though.
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Entering Invoices
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Entering Invoices
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Entering Invoices
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Receive Payment to Invoice
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Receive Payment to Invoice
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Create Deposit
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Create Deposit
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Review of Estimate, PO, Invoice and Bill
An estimate can be used to create both an INVOICE (to your client) 
and a PO (to your vendor)

A PO can be used to create a BILL (from your vendor)
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Quick items that are good to know:
● An estimate will not show up on your P|L

● A PO will not show up on your P|L

● In order for your reports to be correct, you need every single 
income and expense transaction to show up in your books, and 
to show up only once!
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Review and Accept Linked Transactions
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Review and Accept Linked Transactions

QB is just looking for the exact same number. 
Double check Vendor name and date.
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Reconciling Your Accounts
Print the part of 
your statement 
that looks like this:



luannnigara.com

Reconciling Your Accounts
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Reconciling Your Accounts
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Reconciling Your Accounts
Un-select all, then 

select one by one as 
you check each 

transaction off on 
your bank statement.


