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Financial Management Essentials

1. Introduction to Financial
Management

2. Why Accounts are Important
3. Using Reports

4. Managing Essential Tasks:
Practice Session

5. Tips and Resources

6. Appendix: Additional
Concepts & Terms
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1. What is Financial Management?

Process of:

o Ru n n I n g yo u r Eus;tnrﬁers "'-"-EI'IdDTS
business
. =R > > %
o Record | ng money Estimates Invoices Receive
- . Payments
coming in and out é

™ Write

b
1 E" h ; Checks
« Using reports to: 5 > @ > :
v 2.

Sales Deposits Bank
Receipts Accounts

eUnderstand -
how your Eoe

business is
doing | > @
Make decisions _ Refunds
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Six Ways Financial Management

Helps Your Business Succeed

2. Manage Customers and Sales.
Know and understand your customers

through consolidated records. _
3. Production.

Obtain goods and
services. Apply for and

establish credit with

g your vendors.
YOUR

BUSINESS 4. Compliance.

going in and out of
your business.
Report your

6. Funding. e
a loan or investment, expenses, and payro
accurately to the IRS.

1. Cash Flow.
Track the money

you’ll need complete
financial statements.

5. Insight and Decision Making.
Make informed decisions — and price your product or
service for profitability — with financial reports

Provided by
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Information i1s Power

What do you want to know about your business?

e How much money am | bringing in? ======= » Sales
e How much am | spending? =======s- ST » EXpenses
* Is my business making any money? .....-p Sales — Expenses

 What's the value of what my

business owns? SEsEssssEEEEEas » Assets

« How much does my business owe to ... Liabilities
others?

« What is my business worth?=s=««==uu.. LEEEE * Equity

Provided by ;;,:@- QuiCkBOOkS®




2. FiInancial Accounts

Why They Matter to Your Business

Accurate record keeping lets you understand and use
all your information

_ T ARET el foney Out
«Money in from e S iz v

payments received

Data on customers
and vendors

*Record of your
bank accounts

Money out for
checks written,
refunds and other
expenses

Provided by ;27:?” QuickBOOkS®




Cash Flow:

Money In and Money Out

Money In Money Out

SN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEN N, 1y
o ¢

S

L 4

: | CUSTOMERS YOUR
: BUSINESS VENDORS :

- % Services / _ :
5 Esdlile & T % Services / -
. Out i Products :
"’.. “’,' "’.. In “":

22\ -
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Major Account Types

e Assets
—  Current (cash, inventory, Everything your
accounts receivable, etc.) business
—  Fixed (property, vehicles, POSSESSES

machinery, etc.)
 Liabilities

—  Current (within one year) Everything your
—  Long Term business has
. Equity borrowed
—  Contributed capital: owner’s Everything your
investment business owns

— Retained earnings (profits)

Assets = Liabilities + Equity

roesry (3 QuickBooks’




Categorize Your Transactions

With a Chart of Accounts

eI NEEEEHNYy

S L)
™ |
i | | T L g g o,
- = - k= —— ——
|
i - 3 i i
l |
’.lllllll‘.
|
|
Income » Expenses Assets Liabilities Equity
L
S I REEEEEEEEEEEEYy
ot %

Advertising

Chart of Accounts

Zar and Truck Expenses

» Master account lists — a chart of
accounts — are used to sort your
transactions into categories

Payrall

Entertainment

Mortgage Interest

e Each account category contains
K sub-accounts

Office Expenses

“IIIIIIIIIIIIIIIIIIIII..
QSpEEEEEEEEEEEEEEEEEEEER®

..IIIIIIIIIIIII“
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Chart of Accounts:

Your Master List of Accounts and Sub-Accounts

NAME TYPE NAME TYPE
INCOME ASSET
Sales Income Checking Bank
Other income Other income Accounts Receivable Accounts Receivable
EXPENSE Undeposited funds Other Current Asset
Advertising Expense Equipment Asset
Car and Truck Expenses Expense LIABILITY
Contract labor / payroll Expense Loans Liability
Cost of goods sold Expense Sales Tax Payable Other Current Liability
Entertainment / meals Expense EQUITY
Office expenses Expense Contributed Capital Equity
Repairs and maintenance Expense (Owner’s invested funds)
Supplies Expense Retained Earnings Equity
Taxes and licenses Expense (Business’ profits)
Utilities Expense

Other expenses

Other expenses

ety (3 QuickBooks’




Accounts:

What We’ve Learned

 Consolidate your Use Industry Specific
record keeping Accounts

o Use a standard set of Master account lists —
accounts or categories Sl Dl
to “file away” are readily available for

: : most types of

transactions—there Is il
a common Ianguage specific to your

. Keep It Simple: industry, and make
Significant accounts minor changes if
only needed.

Provided by ;/;L’;'?.. Q"ickBOOks®




3. Reports

Understanding Your Business and Decision-Making

Reports help you understand how your business is
doing

U t e Aour duliess Money Out
- Se reports as a
planning tool (GA (Gn

— Galn InSIth |nt0 Customers Vendors

your sales : . %

= Income Statement Esiates Invn'u.:es Receive
(P&L) shows your Pavenents é
profitability = v - | -
—  Balance sheet o > - Checks
] o _

shows assets, Sales Deposits Bank

Receipts Accounts

liabilities and
equity
. Regularly monitor
your profitability —
and your cash flow

Record
Expenses

Provided by



Make the Most of Your Reports

What do you want to know about your sales?

Mark's Atomic Graphic Designs
* What is selling? Total sales by customer S
_ _ December 1 - 15, 2007 Gain insight into
e Who Is buylng? +Decd - 15,07 +
Cendana,Benit [ 12000 4 the health Of
 Who owes me money? Dowden, John 370000 .
Durbin Consulting 1,620.00 yO ur b usiness
Lee Sporting Goods GE5.00
Raj, Shoba 574250 Wlth reports .
Mark's Atomic Graphic Designs enna Computers 180.00
Invoices that haven't been paid Loon e » Sales by item
[AL 12,632.50
As of Decepabacds J002 ———
| o Date ¢ Hum o P.O.% ¢ Mark's Atomic Graphic Designs e Sales by
12M4/2007 130 Durkin Tutal sales hy item
1103002007 111 Cendar December 1 - 15. 2007 Customer
1153002007 16 Balinski !
121502007 131 Cendar Dec 1 - 15, 07 _ :
12152007 1005 Lochrie ¢ Oy <« Amount <% of Sales - AvgPrice - e Un pald
12072007 123 vubon ml::r CI'T'argl‘;s i ] 954 ZETTSD 2 .2% 435,00
) raphics Design . BT . | . .
12nni 12 Fiel, =h MuktiMedia 1255 1,255.00 9.9% 10,00 I nVO I CeS by
Web Design av & 700.00 E5.9% 10000
Total Other Charges 12 632.50 100.0% C u Sto m e r
TOTAL 12,632.50 100.0%

Y

¥
74

roieay g QuickBooks®



Income Statement

Mark's Atomic Graphic Designs

Profit & Loss Standard
December 1 - 15, 2007
+Dect1-15, 07

Ordinary Income/Expense

Income
Sales b 12632.50 4
Total Income 1263250
Expense
Contract labor 910.00
Insurance (other than health) 38339
Repairs and maintenance 1,775.00
Supplies 47325
Taxes and licenses EI9.12
LHilities 2327
Total Expense 4 264.03
Het Ordinary Income g8 365.47
Het Income §,368.47

« Summarizes the
revenue and
expenses of a
company over a
period of time

e Also called a
Profit & Loss or
P&L

roesry (3 QuickBooks’




Balance Sheet

Mark's Atomic Graphic Designs
° Shows the assets, Balance Sheet Summary
. ere . As of December 15, 2007
liabilities, and + Dee 15,07 o
. . ASSETS
eq U Ity at a. g |Ve n Current As=ets
- - Checking/Savings P 3199056 4
m O m e nt I n tl m e Accounts Receivable 20358470
Other Current Assets a,794.50
° A ssets = Total Current Assets 55.169.76
Liabilities + Equity TOTAL ASSETS s5160.76
LIABILITIES & EQUITY
Liabilities
Current Liabilities
Credit Cards 1,300.22
Other Current Liabilities 44 58
Equ ity also referred to Total Current Liabilities 1,344 80
as Own_ers Eq u it_y Total Liabilities 1,344 30
or Retained Equity.
Equity 26,524 96
TOTAL LIABILITIES & EQUITY 58,169.76

)

i
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4. Manage Essential Tasks

Practice Session: Mark’s Atomic Graphic Designs

Money in
A. Record a sale

B.

Invoice a customer

C. Receive a payment
D. Make a deposit
Money Out

E.

F.

Write a check / record an
expense

Use a credit card / record an
expense

Provided by

Remember, the better
you understand
your cash flow
situation, the
better you'll be
prepared to make
the right business
decisions.
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A. Record a Sale

Practice Session — Money In

Money In: Record a Sale

Money In

VourBusines:

: Money Out
Custnmers Vendors Customer
E buys
Estimates Invoices Receive

Payments é Cards
V ks
- P SR Pays on spot

>
& - with cash.
Sales & Deposits Bank e ==
receipts | 1 Accounts | You issue
Mew - it
e iy sales
time of sale .
- receipt.
Find ar edit an
existing receipt > @
L eroncs Loss Losuel

)

Provided by \ {??-'. QuickBooks®



A. Record a Sale

Practice Session — Money In

Track Your Business

=| Enfer Sales Eecemts

&EFrint + EE-mal -

ndres, Cristina

M

ales hecelp

5 1)1

Cristina Andres
4242 Cypress Hill Rd
Bawshore CA 94326

e Des
Business Cards_  |Prif for 500 cards, design and printing

Issue sales
receipt

Record:
1. Customer

sment Method
scripkion

2 )

2. ltem
3. Quantity

4. Payment type
2. Date

[ Print later [~ E-mail later

Tax |Local Sales ... | *|(7.75%:)

Total

15.50
215.50

Mema |

<\ -
Provided by ,/ ‘J:"?p. Q"’CkBOOks .



A. Record a Sale

Practice Session — Money In

See Where Your Business Stands

Mark's Atomic Graphic Designs

Profit & Loss Standard
December 1 - 15, 2007

Mark's Atomic Graphic Designs

Balance Sheet Summary
As of December 15, 2007

+ Dec 15, 07 +
«Dec1-15, 07 = ASSETS
Ordinary Income/Expense r = |, Current Assets
‘ Checking/Savings 990 56
Sales 3 1255280 4 e : - Darpinahle a4 e 710
i Other Current Assets 501000
§ Expense I T '
' Contract labor 910.00
TOTAL ASSETS 58,385.26
Insurance (other than health) 38339
Repairzs and maintenance 1,775.00 LIABILITIES & EQUITY
Supplies 47325 g’ Liabilities
Taxes and licenses £99.12 ( é@H\WWW\“\W current Liabilitiee
Utilities 2327 = . o
Total Expense 4 26403
P EE— Other Current Liabilities P 003 4
" Total Current Liabilities 1,360
Het Ordinary Income _8,568.47 4 i,
Het Income 8 56847 % Total Liabilities 1,360.30
Equity 57,024 95
LITE \H = CLIUIT Y b, 36%.2h

Profit & Loss
6. Sales increase
by $200.00
Balance Sheet
7. Assets

increase by
$215.50

8. Liabilities
(sales tax
payable)

increase by
$15.50

9. Equity
increases by

roesry (3 QuickBooks’
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B. Invoice a Customer

Practice Session — Money In

Money In: Invoice Customer

Money In Money Out.

Customers Vendors

Estimates

)-}

Invoices é
Mewr -
Create a bill for a L Write
%,I custormer > E Checks
=] =
: List ™
Sales Find or edit an v o

e . i Bank
Receipts existing invoice Accounts
REE{H.'d
Expenses
l
d Profit & Loss Issue

Reflinds

i

Provided by

Customer buys
graphic
design
services.

You complete
the design.

You invoice
customer.
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B. Invoice a Customer

Practice Session — Money In
Track Your Business

=| Create Invoices

d
& Print ~ E E-mal -

Template Customize I
|Intu|t Professional I... j

Create invoice
i
’1 @u\w\m\m\m\w z3

Computer Services by Senna R e CO rd :
Bepshone Ch 54326 1. Customer
2. Service

3. Quantity/hours
2 § 4. Payment terms
2. Date

MImuumummmmw

Des

cripkion

Tkern
. Graphics Design @ [Per hour spent on the design

i,

Tax [Local Sales ... | = [(7.75%) 0.00

Tokal a0.00

roieay g QuickBooks®



B. Invoice a Customer

Practice Session — Money In

See Where Your Business Stands

Mark's Atomic Graphic Designs

Profit & Loss Standard
December 1 - 15, 2007
+Dect-15,07 «
Ordinary Income/Expense

. [Ex ense

- Contract labor 910.00
Inzurance {other than health) 38339
Repairs and maintenance 1,775.00
Supplies 47325
Taxes and licenses 63912
Lilities 23.27

Total Expense 4 264 .03
Het Ordinary Income G E55.47

Het Income §,658.47

Mark's Atomic Graphic Designs

Balance Sheet Summary
As of December 15, 2007

ASSETS
Current Assets

o 0 Em—— T —
Total Current Assets a5 47526
TOTAL ASSETS 58,475.26
LIABILITIES & EQUITY
Liabilities
Current Liabilities
Credit Cards 1,300.22
Other Current Liabilities E0.05
Total Current Liabilities 1,360,530
Total Liabilities 1,360.30

a7 114.96

—_—l =

Profit & Loss

7. Sales
Increase by
$90.

Balance Sheet

)

Provided by

i

8. Accounts
receivable
Increase by
$90.

9. Equity
Increases
by $90

¥ QuickBooks®




oney In

C. Recelve a Payment

Practice Session — Money In

Money In: Recelve Payment

e @

‘mu\\H\@H\N\Mﬂm

payment for an
outstanding

Find or edit a

dPrdﬁt&LﬂSS'

Vendors
N Write
Checks
W

Record
Expenses

Issue;
Refunds

Customer pays
by check for
business

card design

services

Invoice.
Record receipt

of payment.

Provided by

\ ,3,_'.

QuickBooks®



C. Recelve a Payment

Practice Session — Money In
Track Your Business

-awmReceive Payments

é Receive a payment online

Custanaasl
Date 12/15/2007 B Receive

%mum
w2l) Fmount payment
S Diate Hurmber Orig. Ak, Amt. Due i g

Memo = Ref./Check Mo,
1. Customer
2. Payment
type
3. Enter
amount

Rece|

Pmt,

Unpaid irvoices For this custarmer:

Tatals 20,00 20,00 0.00 90,00

)

poiseary (5% QuickBooks®

\ v
i



C. Recelve a Payment

Practice Session — Money In

See Where Your Business Stands

Mark's Atomic Graphic Designs Profit & Loss

Mark's Atomic Graphic Designs Balance Sheet Summary
Profit & Loss Standard As of December 15, 2007 4. Unchanged.

December 1 - 15, 2007 + Dec 15,07 -
o Dec - 15,07 + ASSETS — Balance Sheet

Ordinary Income/Expense Current Assets =
Income i d § 5 ACCOuntS
receivable
Expense © decrease by
Contract labor 910.00 58,475.26 $9O

<A Insurance {other than health) 383.39
Repairsg and maintenance
Supplies
Taxes and licenses
Liilities

Total Expense

m 6. Undeposited
rilities funds

ds 1,300.22

rent Liabilities ~__ 60.08 INncrease by

Undeposited funds
appear in “Other
Current Assets”

Total Current Liabilities 1360350
Het Ordinary Income 5655 .47 $90
Total Liabilities 1,360.30 -

- 1 7 E q u |ty
unchanged.

Het Income 8,658.47
Equity 57 114 96

Provided by ;@- QuickBOOks®
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D. Make a Deposit

Practice Session — Money In

Money In: Make a Deposit

Customers

Money out

Go to bank to

deposit
\ . % check for

Estimates Invoices

Receive

design
Payments é services and
: A Write cash for
% 3 . E , Checks

- business
Sales hiamaite Bank v 2
Receipts P L : Accounts | Cards
e -
Fecord a deposit =, Record M k d 1
to a bank account — Expenses aKe epOS|t
wlhi
List =
Find or edit a
deposit 3 @
L=} Profit & Loss L5 2UE

7 QuickBooks’
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D. Make a Deposit

Practice Session — Money In

Track Your Business

I

[Poyments o -1 Make deposit
r Select Wiew —

Yigw payment method Eyle ICash and Check what are pavment method wiews? Se I eCt A

 Seleck Payments ko Depasit

4 Date Time  Type Mo, Payment Method  Mame Armnount 1 . CaSh and

< 12[08)2007 PMT o185 Check Tingey, Erika 435,00

12072007 PMT ZO6E Check Rai, Shoba 67,50 C h ec k

< 12f1ejzo07 PMT 2109 Check RUFf, Bryan 200,00

< 12f1ejz007 PMT 3449 Check Hopkins Chiropractic 500,00

< 12/15)2007 PMT Barter Senna Compukers 150,00

+ 12/1502007 RCPT 5 Cash Andres, Cristina 215,50 2 . AII fU ndS tO
¥ 12]1512007 PMT Check, Senna Computers 90.00

deposit

IW
T of T payménts selected for deposit Payments Subtotal 1,688.00
Select 4l | Seleck Mone

ok | Help |

B QuickBooks®

U {
VA
Vaa

Provided by




D. Make a Deposit

Practice Session — Money In

See Where Your Business Stands

Profit & Loss

ark's Atomic Graphic Designs

Mark's Atomic Graphic Designs

Profit & Loss Standard
December 1 - 15, 2007

Balance Sheet Summary
As of December 15, 2007
+ Dec 1%, 07 =

3. Unchanged.
Balance Sheet

¢Decd-1507 « EETS

Ordinary Income/Expense

Income
sales 1 2 92250 BN e lFLFLELE R LE-M e LA R L IR L e Y LS,
— — . -
Expense
Contract labor 910.00 58.475.96 -
Insurance (other than health) =
Repairs and maintenance 1.7 v
Supplies Undeposited funds
Taxes and licenses T
Utilitios appear in Oth(ir lities
Total Expense Current Assets ds 1,300.22
firrent Liabilities B0.05

Total Current Liabilities

Het Ordinary Income 8658 .47 1,360.30
i
Het Income _B.658.47 otal Liabilities 138030 | @&
= =
Equity 57,114 96

)

Provided by

i

4. Checking /
Savings
Increases.

5. Other current
assets
decrease.

6. Equity
unchanged.
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E. Write a Check / Record an Expense

Practice Session — Money Out

Money Out: Write a Check

Money i Vour Business) Money Out
@ @ Pay your
Customers Vendors telephone
bill by
0@
check.
Estimates Invoices Receive

Payments =

i Write
% > 9 > Checks record

New expense.
Sales Deposits Bank Favy a bill by
Receipts Accounts writing a check

List

Get a list of
checlks yvou have
written

N Issus

|-} Profit & Loss Refunds)

roesry (3 QuickBooks’



E. Write a Check / Record an Expense

Practice Session — Money Out

Track Your Business

P rice eCKSs - ECKIng
&Pring -

Eanlk Accounkt |Checkjng j Ending Balance 15,785.93

Write check
Select:

1. Payee

D el 2. Amount

Pay to the Ord® of Cal Telephone

Farty-five and

Cal Telephone
PO, Box 1100
Address | Middlefield Ca 94452

415-555-9675

Memo

Expense Cakegor Arnount [Merno

" Ikilities ﬂ 45,00 |Teleph0ne SEFViCE |‘ I .
Emplovee benefit programs Expense - 3 T t
Entertainment meals Expense " ran S aC I O n
Fuel Expense
Insurance {other than health) Expense t
Interest {other than mortgage) Expense yp e
Legal and professional fees Expense
Mortgage interest Expense
Cffice expenses Expense E p —
Postage and Delivery Expense ( X e n S e
Rent of other business properky Expense mEEERe
Rent of vehicles or equipment Expense kL Ut I t 7
Repairs and mainkenance Expense l I I eS
Supplies Expense
Taxes and licenses Expense

Other Expenses Other Expense
Estimates Mon-Pasting

||

Update Amount | Save & Close | Clear

povideaty s QuickBooks®
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E. Write a Check / Record an

Practice Session — Money Out

Expense

See Where Your Business Stands

Mark's Atomic Graphic Designs

Profit & Loss Standard
December 1 - 15, 2007
< Decd-15 07 «
Ordinary Income/Expense

Income
Sales ] 1292250 4
Total Income 1292250
Expense
Contract labor 910.00
- Insurance {other than health) 383.39
= Repairs and maintenance 1,775.00

Supplies 47325

Het Ordinary Income 561347
Het Income 8,613.47

Mark's Atomic Graphic Designs

Balance Sheet Summary
As of December 15, 2007
- Dec 15,07 -

ASSETS

Checking/Savings P 3363356 § O

ACCOUMSE celvable IR NN

4.412.00

Other Current Assets .

Total Current Assets a5 430 .26
TOTAL ASSETS 58,430.26
LIABILITIES & EQUITY

Liabilities

Current Liabilties
Credit Cards 1,300.22
Other Current Liabilities G60.05
Total Current Liabilities 1,360.30
Total Liabilities 1,360.30

Equity 57 059.96

)

Provided by

Profit & Loss

4. Expense
(Utilities)
Increases by
$45.

Balance Sheet

5. Checking /
Savings
decreases
by $45.

6. Equity
decreases
by $45

i

¥ QuickBooks®



F. Use Credit Card / Record an Expense

Practice Session — Money Out

Money Out: Use a Credit Card

@ @ Buy office
Customers Vendors Supphes
} > 3 % with credit
Estimates Invnies Receive Card .
Payments .
v Use credit
) > & card /
Eatﬁ DE[]-EIS.“S Bank - reC O rd
Receipts Accounts (3= |
Record
g Expeiises
Cash
Fecord an
L expense paid by
| 4 cash
dPruﬁt& Loss E;E::; an
expense paid by
\ credit card




Credit Card / Record an Expense

Practice Session — Money Out

Track Your Business

Provided by

VAL

¢ Credit Card Register: Credit Card £
.. Update credit

Date Ref Payee Expense Category | Charge | -fl Payment | Balance .
08/1142007 Bayshare CalCil Service Fuiel . 1 asnl I 1,150.24 C ar d r eg | S t e r
08/ 18/2007 Bayshore Caldil Service E:ﬂfé?:mfn'?ﬂte;?g“ms Eiﬁzgzz 21 1,z04.94
08/25/2007 Bayshore CalQil Service Fuel Expense 1,231.54 5
09/01§2007 Bayshore Caloil Service Insurance (other than health) Expense 1,253.54 S e I e Ct 5|
09/08{2007 Bayshore Caldil Service {';f;;ﬁ;:d(DI;P;;E';;Z;TDF;?:QE) Eiﬁzgz: 1,260.04
10)/09j2007 Bayshore Caldil Service Mortgage interest Expense 1,305.04
10)19j2007 Bayshore Caldil Service Office expenses Expense 1,341.22 1 P aye e
10/28/2007 Bayshore Caldil Service Pastage and Delivery Expense 1,363.22 L
152007 e o e s ety Do .
11/10/2007 Bayshare Caloil Service 1,400.22 2 L Tran S aCtl O n
11/1242007 Bayshore CalZil Service 1,427.72
11/25/2007 Bayshore Calil Service D 1,452.47 .t e (EX e n Se
11)28j2007 7865 Araya Garden Supplies Travel Meals Expense 1,427 .47 yp p
11)29)2007 1112 Ukilities Expense 1,250.22 1
12/02f2007 | [Bayshare caloi service _ :::: IEZ?:D;:es t::i IETPDB”;:B 1,275.72 S S u p p | e S)
12/13f2007 B-tirmates -Posting ~| 1,300.22

~[=5.00 [Favment I
St Trar®S g balance 1,300.22 3. Amount
¥ 1-Line -
|

Sort by IDate, Type, Mumber/R.ef ﬂ HHHHHHHW HHHHHHHH“HU Record Restore

48
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F. Use Credit Card / Record an Expense

Practice Session — Money Out

See Where Your Business Stands

Mark's Atomic Graphic Designs
Profit & Loss Standard

December 1 - 15, 2007

+Dect-15,07 =
Ordinary IncomeExpense

Income
Sales [ 12,922.50 4
Total Income 12922.50
Expense
§ Al contract labor 810.00
= Insurance {other than health) 03,03
Supplies S65.25
Lhilities G5.27
Total Expense 4 404.05
Het Ordinary Income 551547
Het Income 8,518.47

Mark's Atomic Graphic Designs

Balance Sheet Summary
As of December 15, 2007

< Dec 15,07 «
ASSETS
Current Assets
Checking/Savings P S3E33SE A
Accounts Receivable 2038470
Other Current Assets 441200
Total Current Assets o8 43026
TOTAL ASSETS 58,430.26

LIABILITIES & EQUITY
Liabilities

Credit Cards 1,395.22

Other Current Liabilities G005

Total Current Liabilities 145550
Total Liabilities 145530

Equi a6 974 95

TOTAL LIABILITIES & EQUITY 58,430.26

Profit & Loss

4. Expense
(Supplies)
Increases
by $95.

Balance Sheet

5. Credit cards
Increases
by $95.

6. Equity
decreases
by $95.

Provided by ;/;L’;'?.. Q"ickBOOks®



6. Tips and Advice

Getting Started
Helpful Resources
Online Resources
Congratulations!

> w e

37
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Getting Started

Establish Good
Accounting 1. Build your toolkit

Habits —  Consider software packages such
« Record as QuickBooks Simple Start
transactions (Trial Edition is available)
regularly 2. Structure your accounts
*  Accuracy and —  Start with a minimum # of accounts
ConSISt_enCy are and add as needed
il 3. Establish an accounting
* Fixmistakes as routine — and stick to it
they happen —  Reconcile accounts monthly
* Manage and —  Update financial statements
reconcile bank quarterly
account

roesry (3 QuickBooks’



Helpful Resources

Advance Your Knowledge

Expert help can make

 Professional Hel
P the process of setting-

— Accountants s
 Look for knowledge of your industry up and maintaining

— QuickBooks ProAdvisors your books much
» Expert set-up can save you time easier. Be sure to look

* Free 1-hour consultation

— Small Business Development Center for a professional with

(SBDC) counselors knowledge of your
 Training Tools industry — and of
— Take classes (either online or at local course. don't be afraid
colleges) ’

— QuickBooks Learning Solutions (look to ask for references.

under “Training” at www.QuickBooks.com)
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Online Resources

Small Business Development
Centers
www.sba.gov/sbdc/
sbdcnear.html

Y .
bB Small Business Development Centers

Small Business |‘- Home for this Areal Previous Location -’|

Development
Centers

Click on the map to view by state.

Internal Revenue Service
www.irs.gov/businesses/
small/

U.S. Chamber of Commerce
www.uschamber.com

QuickBooks Financial
Software
www.quickbooks.com

Find a Certified QuickBooks
ProAdvisor
www.usequickbooks.com
/locateadvisor)

Alabama SEDC

M. Wlham Campbell Jr, State Director
2800 Milan Court Ste. #124
Birmingham, AT 35211-6908

Phone: 205-943-6750
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Congratulations!

You now know:

« Why financial management is critical to
effectively run a business

 How to set-up and manage your accounts
 The usefulness of financial reports

Time to put your knowledge to
work! Good luck!
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Appendix: Additional
Terms and Concepts

A Simple Start to Managing Your
Business Finances



Financial Management

Terms and Concepts

Business types
Cash or accrual
Debits and credits
Journal

Ledger

k=

2\ .
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Determine Your Business Type

There are more than
23.7 million small
businesses in the
United States.
572,900 new firms
are founded each
year.

Source: SBA, Office of Advocacy.
Based on 2003 data.

1. Sole Proprietorship
e One owner
2. Partnership or Limited
Liability Corporation
. Two or more owners

3. S Corporation

. Small business with one or
more shareholders

4. C Corporation

 Large business with one or
more shareholders

5. Non-profit Organization
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Choosing an Accounting Type

Cash or Accrual?

A. Cash accounting Choose whichever
«  The practice of recording sales and accounting method
expenses only when cash is actually works best for you —

received or paid O_Ut the important thing is
B. Accrual accounting o hecORsISlent Ghee

«  The practice of reporting income when you've selected an
earned and expenses when incurred

Businesses with inventory (e.g.
retailers) must use this method
Most businesses opt for accrual
method of accounting

« Atany given time, gives a more realistic
picture of the health of the business

accounting type
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Debits and Credits

Double Entry Accounti

Accountants use “debits and
credits” to describe how
transactions are recorded In
the general ledger

Each transaction increases
one account and decreases
another

System balances itself

You don’t need to be
too concerned with
the mechanics of
double entry
accounting, debits
and credits, as
software programs
handle automatically.
But as a business
owner, you might run
Into these terms.
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Mark’s Atomic Graphic Design:

Journal

Journal 9:51 PM Mark's Atomic Graphic Designs
1218t Journal
entnes December 1 - 15, 2007
Trang ¥ « Type @ Date + Hum « Hame @ Memo @ Account @ Debit @ Credit
| 3 11 Payment 120752007 Boweden, Brenda Undeposited Funds 20885 =
Captu re al I Boweden, Brenda Accounts Receiva... 2085
. 20585 208E
cash in
12 Deposit 12007 2007 Deposit Checking 20885
an d al I Boweden, Brenda Deposit Undeposited Funds 205
20885 208E
CaS h O Ut 23 Payment 12M 252007 2109 Ruff, Bryan Undeposited Funds 200.00
L Ruff, Bryan Accounts Receiva. . 200.C
aCt|V|ty_ 200,00 200C
27 Payment 120452007 Cendana, Benit Undeposited Funds 1,000.00
Cendana Benit Accounts Receiva... 1,000.C
1,000.00 1,000 .C

AT\ .
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Mark’s Atomic Graphic Design:

General Ledger

General

3:50 PM Mark's Atomic Graphic Designs
121507 General Ledger Iedger
Accrual Basis As of December 15, 2007
+ Type +  Date « Hum  + Hame ¢ Memo « Split « Amount + Balance ° (G L)
Advertising 275.00
Total Advertizing 275.00 S h OWS al I
Car and Truck Expenses 50.00 e =
Total Car and Truck Expenses 50.00 aCtIVIty by
Commissions and fees 300.00 aCCO u nt
Total Commizssions and fees 300.00
Contract labor 75.00 typ e .
Check 121552007 1 Computer Services...  1jkS90-z0 Checking 110.00 185.00
Check 12M 552007 Smith, Derek C cortract labhor  Checking G00.00 955.00
Total Contract labaor 910.00 955.00

22\ -
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INSTRUCTOR

e LeAnn Markowski, Certified QuickBooks
ProAdvisor & Notary Public

* Bizy Hands Bookkeeping Service
* Provide Onsite & Remote Services
e http://www.bizyhandsbookkeeping.com

* 907-306-1828 | LEANN@GCI.NET
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