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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.

0 250 280 28K 27

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:

e Enter bills

e Enter checks

e Enterinvoices

e Receive payment
e Create a deposit

e Reconcile statements
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Enter Bills from Your Vendors

Reminder: bills are from vendors to your company
e \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.

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

qab aiﬂflckbooks —  Design Business 8 My Experts @ Help Q O @ °

\gn Business et (B

Dashboard Get things done Business overview
Banking
Expenses SETUP GUIDE X . Hide
Get set up right with help from your accountant

Connect with an accountant
Sales Invite them to your books so you can finish setting up together.
Cash Flow Start invoicing
Projects Your accountant and members of their firm will have admin

See how much you're making access to your company data.
Payroll
. Pay your employees No accountant? No worries. Find a pro to help

L ]
Reports Start tracking time
Taxes
Mileage
SHORTCUTS BANK ACCOUNTS

Accounting

Pinnacle Financial Partners
In QuickBooks $0

My Accountant

Commerce

=
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Entering a Bill from a Vendor

CUSTOMERS
Invoice

Receive payment
Estimate

Credit memo

Sales receipt

Refund receipt

Delayed credit

Delayed charge

ittps://app.gbo.intuit.com/app/bill

VENDORS
Expense

Check

Bill

Pay bills
Purchase order
Vendor credit
Credit card credit

Print checks

EMPLOYEES
Payroll #*

Time entry

OTHER

Bank deposit

Transfer

Journal entry

Statement

Inventory gty adjustment

Pay down credit card

Show less
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Payment Information

Entering a Bill from a Vendor

Rowe Invoice
Furniture

Elliston, Virginia

Ship to Doc. No.-Date 91456453 03/18/2021
Material Design Delivery Note No./Date 81475096 03/17/2021
Order No./Date 1492777 02/10/2021
AUSTIN TX 78758 Shipment
usa Cu
. Currency UsD
Bt . Involce Amount 2,036.36
Material Design
AUSTIN TX 78703
usa
Conditions
Payment Up to 03/18/2021 without deduction
Dellvery Outside Camer
Purchase Order 02102020 021072021
Item Materlal Description CMIR Price Qty Unit Value
Text
000010 K139Q-000 BED 1,951.00 1EA 1,851.00
Configuration:
Balance Fabric 13205-56
Cushion Option 300CC / B00XL (Basic)
Finish Color ocolate
Mattress Type Standard Mattress
TPID TP
TP Type CUSTOM-W
Size 14x18
TP Quantl 2
TP Fabric #1 13205-56
TP Fabric CW 13205-56
inge No Fringe
P Filling Down Filling
Net Freight 85.36
Total FreightHandling 85.36
Invoice Amount 2,036.36
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Entering a Bill from a Vendor

~ .
 Bill & @ Hep X
Vendor BALANCE DUE
’ 0.00
L]
Mailing address Terms Bill date Due date Bill no.
v 03/27/2021 03/27/2021
Tags @ Manage tags
Vv Category details
# CATEGORY DESCRIPTION AMOUNT BILLABLE CLIENT
o | : O ] ®
2 i
[ Add lines ] [ Clear all lines ]
Cancel Clear Make recurring Save Save and schedule payment v
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Enter Checks

e Entering every. single. check. is another must-do for your business

e Ifthe check you are writing is a payment of a bill you have entered, QBO makes
this a snap

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

e QBO of course, has check printing capabilities. | don't personally use this because
| use my online banking bill payment feature (I'm lazy, and | enjoy not having to
load checks in the pinter, runt to the post office, etc)
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Entering Checks

ab '"'fiirckbooks = Design Business My Experts Help
q

Dashboard Get things done Business overview
Banking
Expenses SETUP GUIDE . ' Hide
) Get set up right with help from your accountant

Connect with an accountant
Sales Invite them to your books so you can finish setting up together.
Cash Flow Start invoicing
Projects . Your accountant and members of their firm will have admin

See how much you're making access to your company data.
Payroll
T Pay your employees No accountant? No worries. Find a pro to help

e
Reports Start tracking time
Taxes
Mileage
SHORTCUTS BANK ACCOUNTS

Accounting

Pinnacle Financial Partners
In QuickBooks $0

My Accountant

Commerce

=
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Entering Checks

CUSTOMERS
Invoice

Receive payment
Estimate

Credit memo

Sales receipt

Refund receipt

Delayed credit

Delayed charge

abo.intuit.

VENDORS
Expense

Check

Bill

Pay bills
Purchase order
Vendor credit
Credit card credit

Print checks

EMPLOYEES

Payroll #*

e entry

OTHER

Bank deposit

Transfer

Journal entry

Statement

Inventory qty adjustment

Pay down credit card

Show less
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Entering Checks

(> Check #1

Payee Bank Account

I Choose a payee ‘ v l Pinnacle Financial Partners Y | Balance $0.00

Check no.
E

D Print later

AMOUNT BILLABLE

Mailing address Payment date
032772021 [
Tags@ Manage tags
Start typing to add a tag
Vv Category details
# CATEGORY DESCRIPTION
1
2
Add lines ] [ Clear all lines
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AMOUNT
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Enter Invoices (to your clients)

Reminder: Invoices in QBO are from you to your clients
e 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

@b giickbooks

Dashboard
Banking
Expenses
Sales

Cash Flow

Projects

Payroll

Time

Reports

Taxes

Mileage
Accounting
My Accountant

Commerce

Design Business

ign Business

Get things done Business overview

SETUP GUIDE

Connect with an accountant

Start invoicing

See how much you're making

Pay your employees

Start tracking time

SHORTCUTS

8 My Experts

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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BANK ACCOUNTS

Pinnacle Financial Partners
In QuickBooks

@ Help

privacy (D)

Hide
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Entering Invoices

CUSTOMERS
Invoice

Receive payment
Estimate

Credit memo

Sales receipt

Refund receipt
Delayed credit

Delayed charge

VENDORS
Expense

Check

Bill

Pay bills
Purchase order
Vendor credit
Credit card credit

Print checks

EMPLOYEES
Payroll

Time entry

OTHER

Bank deposit

Transfer

Journal entry

Statement

Inventory gty adjustment

Pay down credit card

Show less
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ntering Invoices

(9' Invoice #1001 %Takeatour {C:)_’? @ Help x

Online payments Get set up

Client (2) Client email (2)
D Cards visa @2 =en, I [v] BALANCE DUE
v
D Bank transfer  eanc $0 oo
[ sendlater @ Ce/Bee &
Billing address Terms (2) Invoice date Due date Invoice no.
Net 30 v 03/27/2021 04/26/2021 1001
Create recurring invoice
Tags ® Manage tags
# SERVICE DATE PRODUCT/SERVICE (2) DESCRIPTION ary RATE AMOUNT
1 i
2 il
[ Addlines | [ clearalilines | [ Addsubtotal | Subtotal $0.00
Message on invoice
9 Discount percent v $0.00
Cancel ew Make recurring Save Save and send
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Receive Payment to Invoice

CUSTOMERS
Invoice

Receive payment
Estimate

Credit memo

Sales receipt

Refund receipt
Delayed credit

Delayed charge

VENDORS
Expense

eck
Bill
Pay bills
Purchase order
Vendor credit
Credit card credit

Print checks

EMPLOYEES
Payroll

Time entry

OTHER

Bank deposit

Transfer

Journal entry

Statement

Inventory gty adjustment

Pay down credit card

Show less
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Receive Payment to Invoice

o) M
() Receive Payment @ wep X |
Chient AMOUNT RECEIVED
Get paid 2 times faster Accept payments online s 8 o
Jannifer Anthony v I No. e > 1 '5 1 ) 2
Credit card visa [l o ==
Payment date

10/22/2020
Payment method Raferance no. Depositto Amount received
- Undeposited Funds | v e a 1.581.20

Outstanding Transactions

Filter > All

v DESCRIPTION DUE DATE ORIGINAL AMOUNT OPEN BALANCE PAYMENT

v Inveica it 1011 {10/22/2020) eoyo 1,581.20 1,581.20 1,581.20

1.10f1

Saveand close v
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Create Deposit

CUSTOMERS VENDORS EMPLOYEES OTHER
Invoice Expense Payroll Bank deposit
Receive payment Check Time entry Transfer
Estimate Bill Journal entry

Credit memo Pay bills Statement

Sales receipt Purchase order Inventory gty adjustment

Refund receipt Vendor credit Pay down credit card
Delayed credit Credit card credit

Delayed charge Print checks

Show less
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Create Deposit

(% Bank Deposit

Account

Fir

Select the payments included in this deposit

| RECEIVED FROM

5t Vision . ..6

DATE

7 Jennder Anthony @ZO

2 JohnSmith
1:20f2
Clear all

Selectall

Don't see the payments you want to deposit?

¥ Add funds to this deposit

# RECEIVED FROM

10/22/2020

ACCOUNT

Date

10/22/2020

Payment

Payment

@ Help x

AMOUNT

_9 $10,331.20

PAYMENT METHOD MEMO REF NO.
= a
Check -
Total
Selocted Paymants Total
DESCRIPTION PAYMENT METHOD REFNO.

AMOUNT

1,581.20

8,750.00

10331.20
10331.20
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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:

e An estimate will not show up on your P|L

e A PO will not show up on your P|L

e 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

Accounting

NOV DEC JAN

PROFIT AND LOSS Thisysar Vv

$7,642

Net income for this year

s25.000 |

Income

4 TO REVIEW
51735
Expenses
INVOICES

$100,000 Unpaid  Last 355 days

$100,000 $0

Not due yet

F

m

B

MAR APR MAY JUN

EXPENSES

$7,715

Last 30 days

Last 30 days Vv

W 57,024
W s574
™ 586

). Freight

ms3

tartair

SALES

$98,900

Last 30 days

Last 30 days WV

A
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R
SEF

JuL AUG

BANK ACCOUNTS

Chase Checkin

Bank balance
In QuickBooks

Cash on hand
In QuickBooks

Checking

In QuxkBooks

First Vision

In QuickBooks

Credit Card

In QuickBooks

B2 )

ocT

388,803,00

$1,401.36

$-407085%

$516.12



Review and Accept Linked Transactions

= Design Business

Banking Rules Receipts

[] opate v DESCRIPTION AMOUNT ASSIGNTO
10/19/2020 LAUNDRY WORKS AUSTIN TX 10/17 -§5.00 Owmner's Pay & Person... Confirm
Y
R Records found (1) :
(] o928r2020 Venmo .$573.75 i AN
O Categonize @ Find match ‘:" Record as transfer B Record as credit card payment e
Matching records found L. .
QB is just looking for the exact same number.
Bill 0%/28/2020 $-573.75 {open balance) Bob Busby
Double check Vendor name and date.
* Visa Di Y
e BANK DETAIL VENMO* Visa Direct NY 09/28 S A
[[] o09r28/2020 Venme -$57.00 Transfer to Owner's P...
[] 09152020 Venmo $38.33 Recards found.{1)

Expense: $38.33 Venme
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& My Experts @ Help O\ G {§}’ 1]



Reconciling Your Accounts

Print the part of B "9 T

[CONSOUIDATED BALANGE SURARY]

your statement
that looks like this:;

TOTAL ASSETS

KATHLEEN ANDERSON

[CHECKING SUMMARY |

AMOLNT
Beginning Balance $2,654.19
Depesis and Additions 23,00000
ATM & Debit Card Wilhdrawals -2,42283

-2
_9 st e

[TRANSACTION DETAIL]

DATE  DESCRIPTION AMOUNT BALANCE

Beginning Balance $2,654.19
08/15 Payment Sent 08/15 Venmo* Visa Direct NY Cand 2077 -38.33 81568
0817 Payment Sent 0816 Venmo” Visa Oireot NY Card 2077 -100.00 51566
0828 Payrnent Sent 0928 Venmo' Visa Direct NY Cand 2077 -573.75 242 11
0g28 Paymen! Sent 0228 Venmo® Visa Direct NY Card 2077 -483 75 45808
oa28 Payrnent Senl 09'28 Venmo' Visa Direct NY Card 2077 -57.00 40138
1005 Online Transfer From Sav ...6236 Transacton#. 10410218832 3,000.00 4,401.98
10005 Payrmen! Senl 10405 Venmo'* Visa Direct NY Card 2077 40000 3,801.38
1013 Payment Sent 10112 Venmo* Visa Oirect NY Card 2077 57000 3,231.96

Ending Balence $3,231.36
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wtips:/fc?3. oo intuit. comfappirecancila

YOUR COMPANY
Account and settings
Manage users
Custom form styles
Chan of accounts

QuickBooks labs

Reconciling Your Accounts

LISTS

Al lists

Products and services
Recurring transactions
Attachmants

Custom fislds

You're viewing QuickBocks in Business view. Learn more
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TOOLS

Manage workflows
Reclassify transactions
Order checks &
Import data

Import desktop data
Export data
Reconcile
Budgeting

Auditlog

Back up company
Smartlook

Case center

PROFILE
Feedback
Refer a friend

Privacy

Switch to Accountant view



Reconciling Your Accounts

Chart of Accounts Reconcile

L&

Reconcile an account

Open your statement and let's get started.

Which account do you want to reconcile?
Account

[Chase Checking Account v l e
Add the following information

Beginning balance  Ending balance * Ending date *
2,654.19 323136 | 10/14/2020 e
Start reconciling
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Reconciling Your Accounts

Chart of accounts >

Reconcile Chase Checking Account

Bank register >

Reconcile

Staterment ending date: October 14, 2020

$3,231.36

X Statement ending date  Clear filter / View all

DATE

09/15/2020
09/17/2020
09/28/2020
10/05/2020
10/05/2020

10/13/2020

STATEMENT ENDING BALANCE

$2,654.19

BEGINNING BALANCE

CLEARED DATE

09/17/2020
09/28/2020
10/05/2020
10/05/2020

10/13/2020

TYPE
Expense
Expense
Expense
Expense
Transfer

Transfer

REF NO.

$1,753.75
4 PAYMENTS

$3,900.44

CLEARED BALANCE
$3,000.00
+ 1 DEPOSIT

(Payments | Deposits |

Al )

ACCOUNT

Owner's Pay &P...
Owner's Pay & P...
Owner's Pay & P..

Owner's Pay & P..

First Vision

Owner's Pay & P...

PAYEE

BP Gas

MEMO

VENMO* Visa Direct NY 09...
VENMO* Visa Direct NY 09...
VENMO* Visa Direct NY 10...
Online Transfer from SAV ...

VENMO* Visa Direct NY 10...

Un-select all, then
select one by one as
you check each
transaction off on
your bank statement.

( Edit info )(Savefor later |v)

) $-669.08

DIFFERENCE

Show me around

5 PAYMENT (U¢ DEPOSIT (US| e

3833
D 100.00 (/]
D 483.75 (/]
()} 600.00 (/)
D 300000 @
D 570.00 ()
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