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Learning Objectives

❖Bills vs Expenses

❖Creating Bills ; Paying Bills ; Creating Expenses

❖Invoices vs Receipts

❖Creating Invoices ; Receiving Invoice Payments ; Creating Receipts

❖Depositing Money

❖Reconciliations

❖…and more…



About Me

Manuel “Manny” Cosme

Founder & CEO

Accounting Firm FOCUSED On Bookkeeping & Strategy

For Small Businesses & Non-Profits

Serial
Entrepreneur



QuickBooks Online “QBO”



What We WON’T Cover

Will Cover

• Invoices & Receipts

• Expenses & Bills

• Reconciliations

Won’t Cover

• Chart of Accounts

• Inventory & POS

• Sales Tax

• Bank Rules

• Reports

• …etc…



“Bookkeeping Basics For Business Owners”
eCourse Series



Follow Along

Test file:

qbo.intuit.com/redir/testdrive

Use Your Own File!!!



#1:
Spending Money
Bills & Expenses



Vendors

People / Businesses / Organizations To Whom You Pay Money

This  Photo by 
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Expenditures Are Mapped To Vendors

Expenditure Vendor



Expense Center



Expense Center



Setting Up A Vendor



Setting Up A Vendor



Setting Up A Vendor



Bills vs Expenses

Bill
Pay Later Expense

Pay Now



Creating A Bill



Creating A Bill



Creating A Bill



Creating A Bill



Creating A Bill



Creating A Bill

Inventory 
Purchases

All Other 
Bills



Creating A Bill



Creating A Bill



Creating A Bill



Creating A Bill



Creating A Bill



Paying Bills
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Paying Bills



Paying Bills



Paying Bills



Paying Bills



Paying Bills



Paying Bills



Paying Bills



Paying Bills



Bills vs Expenses

Bill
Pay Later Expense

Pay Now



Entering Expenses



Entering Expenses



Entering Expenses



Entering Expenses



#2:
Getting Paid

Invoicing, Payments & Collections



Customers



Sales Are Mapped To Customers

Sale 
Transaction

Customer



Sales Center



Sales Center



Setting Up A Customer



Setting Up A Customer



Setting Up A Customer



Invoices vs Receipts

Invoice
Pay Later Receipt

Pay Now



Creating An Invoice



Creating An Invoice



Creating An Invoice



Creating An Invoice



Creating An Invoice



Creating An Invoice



Creating An Invoice



Creating An Invoice



Creating An Invoice



Creating An Invoice



Creating An Invoice



Creating An Invoice



Receiving Payments
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Recording An Invoice Payment



Recording An Invoice Payment



Recording An Invoice Payment



Recording An Invoice Payment



Recording An Invoice Payment



Recording An Invoice Payment



Recording An Invoice Payment



Recording An Invoice Payment



Recording An Invoice Payment



Recording An Invoice Payment



Invoices vs Receipts

Invoice
Pay Later Receipt

Pay Now



Creating A Receipt



Creating A Receipt



Creating A Receipt



Creating A Receipt



Where’s The Money???



Undeposited Funds & Bank Deposits

Funds 
Received

Funds 
Deposited



Recording A Deposit



Recording A Deposit



Recording A Deposit



Recording A Deposit



Recording A Deposit



Recording A Deposit



Recording A Deposit



#3:
Maintaining Accuracy

Reconciliations
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How Does Reconciling Work

Bank / Credit 
Card Account

Bookkeeping 
Records



Reconciling



Reconciling



Reconciling



Reconciling



Reconciling



Reconciling



Reconciling



Reconciling



Reconciling



Reconciling



Reconciling



Reconciling



Reconciling



Reconciling



Reconciling



Reconciling



Reconciling



Reconciling



100% Accuracy



Conclusion &
Next Steps



Many More Features

✓ Setting UP A New QBO File

✓ Navigating through QuickBooks

✓ Creating & Maintaining A Useful Chart of 
Accounts

✓ Paying Bills Through Intuit Bill Payment 
System 

✓ Tracking 1099 & W-9s (and criteria)

✓ Using QBO To Manage Inventory

✓ Tracking Invoices Through Intuit Email 
System

✓ Receiving Credit Card & ACH Payments 
Through Intuit Merchant Services

✓ Creating Bank Rules

✓ Reconciling Your Bank Account

✓ Reviewing & Analyzing Important Financial 
Reports

✓ Workflows: What To Do & When To Do It

✓ Understanding How QuickBooks Apps Work

✓ QuickBooks Mobile App

✓ …and so much more…



“Bookkeeping Basics For Business Owners”
eCourse Series



Support System

Supporting Your Success

• Private Support Sessions

• Weekly Open Office Hours

• eCourse Library Access

• Budget-Friendly & Flexible

www.cfoservicesgroup.com



For More Help
Visit Our Website And Schedule A Consultation

www.cfoservicesgroup.com
info@cfoservicesgroup.com


