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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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Week 4 Review
Enter bills

Enter checks

Enter invoices

Receive payment to invoice

Create a deposit

Reconcile statements
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Goals for this week:
● Use Profit and Loss statement to inform your business

● See what bills you have coming up

● Look at money owed to you

● A few accounting basics



luannnigara.com

But first, a few answers to your questions:
● QuickBooks will show the sales tax as due on the date of the 

invoice
● MyDoma will not push a negative invoice into QB
● My thoughts on software selection
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Homework Review
How did it go entering bills, checks or invoices?
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Profit and Loss
Referred to as P&L

The profit and loss (P&L) statement is a financial statement that summarizes the revenues, 
costs, and expenses incurred during a specified period, usually a fiscal quarter or year. The 
P&L statement is synonymous with the income statement. These records provide 
information about a company's ability or inability to generate profit by increasing revenue, 
reducing costs, or both. Some refer to the P&L statement as a statement of profit and loss, 
income statement, statement of operations, statement of financial results or income, 
earnings statement or expense statement.

(quoted from an article By NATHAN REIFF Reviewed By JULIUS MANSA Updated Apr 28, 2020 from investopedia.com)

https://www.investopedia.com/terms/i/incomestatement.asp
https://www.investopedia.com/contributors/54684/
http://investopedia.com
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Profit and Loss
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Profit and Loss
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Profit and Loss
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Profit and Loss | Sorted by Client
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Profit and Loss | Sorted by Client
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Profit and Loss | Year Over Year
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Accounts Payable
Keep tabs on money bills that are coming up.
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Accounts Payable
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Accounts Receivable
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Accounts Receivable
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Some Accounting Basics

Kind of Account Debit Credit

Asset Increase Decrease

Liability Decrease Increase

Income/Revenue Decrease Increase

Expense/Cost/Dividend Increase Decrease

Equity/Capital Decrease Increase
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Why That Matters


