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Some entrepreneurs, however, are hesitant to do so. Here’s why About 40% of small business
owners believe bookkeeping and tax preparations are the worst part of running a business.
Approximately 47% say they are against the financial cost, and 8% hate all the paperwork. Despite
the pain of managing a business’ finances, setting up a basic bookkeeping system is vital to
maintaining accurate records, which helps ensure tax compliance, gauges cash flow, and makes it
easier to achieve sustainable growth. Basic bookkeeping may be a lot of work, whether you approach
it manually or digitally, but it keeps everything organized and accurate, reducing the risk of
mismanaging your finances. What is a Bookkeeping System. At its most basic, bookkeeping systems
are used to record a business’ financial information and transactions. It typically involves
maintaining a general ledger, managing bank reconciliations, and staying on top of accounts
receivable and payable. This information can be recorded manually or digitally, but most people opt
for digital bookkeeping, which often leverages automation to cut down on the more tedious aspects
of managing the books. While the concept of tracking transactions is simple, things can get
complicated quickly. Details such as your business model or the size of your business impact the
methods you employ for your bookkeeping system. If you're in the process of learning the basics of
bookkeeping, it can be difficult to know where to begin with your own business. A simple
bookkeeping system is a good place to start, as it lays a solid foundation for more complex yet
valuable financial statements and forecasts. In this post, we’re breaking down every step to get your
bookkeeping on the right track. 9 Steps for Basic Bookkeeping 1. Decide What Bookkeeping System
You Need Once you've determined what your specific business needs to accomplish through
bookkeeping, choose a method that meets those
needs.http://www.hotelsaucklandcity.com/userfiles/eyeon-fusion-user-manual.xml
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The thing is, you have plenty of bookkeeping systems to choose from. Digital bookkeeping using
accounting or bookkeeping software is typically the best route. Though manual bookkeeping is still
one of the widelyused methods today, it’s timeconsuming and requires a lot of storage for your
papers. If you've already been running a business using manual accounting methods, you know how
hard it can be. First off, there’s a potential for mistakes. And when it comes to numbers, even the
smallest error, like entering a wrong digit or misplacing the decimal point, can already lead to
massive losses. Use automated or digital bookkeeping systems, on the other hand, and you benefit
from the added security and reduced risks for errors. Be mindful, however, that keeping your
records in basic computer programs could also put the company at risk. About 43% of cyber attacks
target small businesses. Hence, security is as important in your bookkeeping system as in any other
component of your organization. 2. Decide How You Will Record Financial Transactions You have all
the power to decide how to manage your financial transactions. There are three primary ways you
can do so First, is to record by hand. Second is to use accounting software. And third, hire an
accountant or basic bookkeepers to do all the work. For small businesses, hiring an accountant may
seem too expensive. Many entrepreneurs resort to recording everything by hand. The thing is,
manual recording may take too much time, not to mention the high risk of errors. If you have a little
money to spare, opting for accounting software is ideal. It’s automated, so all you need is input all
data. Also, you have all your records in one small computer. Remember, though, that keeping a
manual record of your transactions aside from the digital ones can help you. When your computer
bogs down or you have corrupted records, you can rest assured that you have easy access to back up
data.http://stickers-moins-cher.com/userfiles/stickers-moins-cher.com/eyeon-fusion-manual.xml

R —
MONTHLY GENERAL JOURNAL it
CASHP Font Prsgram o s Espanses

Totals, Side 1
Yot $ided
TOTALS FOR MONTH

Get to Know the Basics of Bookkeeping The hardest part is getting started. We’ll show you the way.
Download Guide 3. Choose a Good Accounting or Bookkeeping Software At first, you may need a
simple and lowcost accounting or bookkeeping system. There are many options available today. Even
if you're tight on the budget, worry not, as you'll find bookkeeping applications that can still do the
work. They're excellent for tracking expenses, among many other things. For those who have some
money to spend, Quickbooks is easytouse and affordable. This system works by keeping your
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financial transactions intact and accessible. Also, this software is ideal for small businesses that
don’t handle multiple currencies or carry inventory. The software monitors your expenses, profits,
and income. It also manages your payroll and sends invoices. 4. Set Up a Chart of Accounts
Regardless of what bookkeeping system your business uses, you need a chart of accounts COA. This
pertains to an accounting system, designed for your company. This chart aligns your financial
structure by recording the income and expenses of the company. The COA is a list of accounts that
shows classifications. You may assign your transactions to one account. From there, you can
organize your transactions and, at the same time, ensure that you have balanced books. The
accounts include cash, revenue, and payroll. It also has lists of supplies, rent, utilities, accounts
payable, and accounts receivable. The accounts you will use depend on which bookkeeping system
you want. For instance, you want an accrual accounting system; you’ll need a doubleentry
bookkeeping system. This includes accounts like accounts receivable and accounts payable. 5. Open
Your Business Bank Accounts Why is it important to separate your business money from your
personal money. It’s simple. Having separate bank accounts keeps records accurate and make life
easier come tax time.

This is important when you hire an accountant to manage your taxes. The records should be
accurate and true. If your personal money is mixed with your company’s money, it will be hard to
make sure the reports won't have errors. Did you know that 70% of small businesses outsource tax
preparations. It’s a reason why you should have organized financial reports and separate bank
accounts. Legally, corporations and partnerships are required to have a separate bank account for
business. For small businesses, however, it’s not required, but it’s definitely recommended. Before
opening a business bank account, however, you need to have a business name that is registered in
your province or state. 6. Know What Payment Terms You Want In setting up a bookkeeping system,
you need to decide how you want to get paid. When sales start rolling in, you need a way to accept
payments. For instance, you can choose a cash basis, or you can accept credit card payments. Don’t
overlook the importance of effective invoice payment terms. It determines how quickly you get paid.
Of course, if it takes too long to collect payments, it might affect your cash flow. That’s why an
invoice is important. Make sure to include all the information customers need to pay you. These
include your contact number, the numbers of items purchased and the due date for payments.
Moreover, keep a record of all receipts and invoices. Aside from helping you come tax time, keeping
all the records will help you track your profits. 7. Set Up Bookkeeping System Maintenance The data
your bookkeeping system stores and records is important for your business. Even if you use
electronic bookkeeping systems, it’s essential to ensure regular maintenance. The first rule is to
make sure you always enter data promptly and accurately. Set aside a certain time daily or weekly to
enter your accounting data. You will have a reduced risk of errors and you won'’t have a long list of
data to enter.
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The more often you enter your financial data, the less hassle and error you will experience. 8.
Constantly Reevaluate Your Bookkeeping System For firsttime business owners, you might start with
a simple spreadsheet to manage your books. But, as the company grows, you might consider
advanced methods and systems. As you continue growing, it is good to reevaluate your current
system. Assess the amount of time you spend managing your books. Also, see how much your
bookkeeping needs are costing your business. When you evaluate every now and then, you can shift
from one system to another. It all depends on how much you’re willing to spend and the size of your
business. The right bookkeeping solution means that you invest more time in the business itself and
not in bookkeeping. In the long run, this will help you save money, time, and effort. Plus, you have
more time for brainstorming on ways to boost your sales and grow your business. 9. File Everything
File everything from transactions, receipts, invoices, and records. Business record management is a
crucial part of running a successful business. File your business documents immediately to make
sure that everything is in order. For instance, start a daily regimen of entering bills, expenses, and
other financial transactions. This way, you can keep track of your expenses and profits
appropriately. Appropriate record keeping ensures the critical documents and records are correct.
Wrong data may cost you more and may even lead to your company’s failure. Get Your Free
QuickBooks Health Check Even your books need a second opinion. Start Your Free Check A Basic
Bookkeeping System Is the Key to a Successful Business Starting a business can be an
overwhelming and tedious process. But, if you choose a good bookkeeping system, you’ll have your
finances in order. As your business grows and you start earning, your accounting system will need to
become more robust. Remember, the goal is to start right from the beginning.
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This way, you will have an organized financial record. This reduces the risk of errors in the future.
The key to a successful business is to make sure everything is on track. The more organized you are,
the easier for you to manage your business. If your current accounting system is taking too much of
your time, you might want to consider hiring an assistant to help you. You can also outsource an
accountant or bookkeeper. A bookkeeper is responsible for managing your financial documents. He
or she enters the data and make sure everything is correct. As a result, you reduce the chances of
errors come tax time. An accountant may also help you during the tax filing season. All you need to
do is provide all the documents needed. Another bookkeeping option is to leverage an automated
bookkeeping system like ScaleFactor. Our online bookkeeping integrates with your financial
software for a seamless transition of data and processes. We also offer other accounting resources,
such as payroll and tax compliance. As your business grows, you’ll find that utilizing a tool with all
your financial data in one place can make a big difference. Schedule a free demo today to talk with
an accounting expert about the best options for your business and how ScaleFactor might help.
Jessica Holly ScaleFactor Accounting Team Categories Accounting, Start a Business Reader
Interactions Put your accounting on autopilot Schedule a free consultation today. Get Started
sidebar Search for Submit Reading Lists Start a Business Clean Up My Books Grow My Business Pay
My Taxes Latest Posts A Message from Founder and CEO Kurt Rathmann What Does a Bookkeeper
Do. An Introduction for Business Owners Looking to Hire Ben Greenzweig of Momentum Events on
Pivoting During a Pandemic Recommended Reads What is a Charge Card. And How Does It Differ
from a Credit Card.
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Using software to speed up everyday tasks and a network of financial experts to address complex
matters, we’'ve set out to provide business owners with what they need to run their back offices with
confidence, now and at every stage of business growth. The ScaleFactor Card is made available
exclusively to ScaleFactor customers through 13th Street Financial, Inc., a member of the
ScaleFactor family of companies, which includes 13th Street Financial, Inc.Privacy Policy Terms of
Service Terms of Use An Important Update from ScaleFactors CEO. An area for exchange of
comment and ideas on the various colleges. How was your experience with your college and getting
the Cert IV etc. The products or solutions in this category as yet are NOT either recommended or
endorsed by ICB. These sessions may be posted by Xero. We wont accept commercial job placement
agency spamming here and we may occasionally kick something else out but the aim is to open a
Board where members can advertise their business for sale etc. Prepare a budget Basic bookkeeping
principles Human resources policy and procedure manual template Use our financial policy and
procedure manual template below as a starting point. Financial policy and procedure manual
template DOCX 98.15 KB How do I write or customise my manual. The task of completing a full
manual can be overwhelming, so start by thinking about what you want to achieve, and complete
your manual in realtime. Writing while doing is a great way to ensure you capture all the steps, so
involve your employees and write policy and procedures as youre working on a particular activity.
For example, if you have a new customer, write up how youll record the details, where these will be
kept, how youll set a customer credit limit etc. Whats a policy A policy is a statement that outlines
the principles and views of a business on each topic covered. Policies provide an overview of certain
rules that you have in your business, and should.

Whats a procedure Sometimes a policy will need a supporting procedure. Procedures are clear and
concise instructions on how to abide by the policy and detail the sequence of activities that are
required to complete tasks. They should include the how to guidelines to achieve the necessary
results, and be factual, simple to understand and succinct written in a stepbystep style that shows
people how to follow the procedure through from beginning to end include references or links to any
related documents and forms that need to be completed when following the procedure in the best
format for their purpose, for example a procedure could be presented as written steps, a flow chart
or a checklist. This stepbystep guide will give you all of the information you need to make
bookkeeping easy for your Canadian business. We will dive into the following topics Why is
bookkeeping important. Separate your business transactions from your personal ones. Which
bookkeeping system should you use. How to categorize transactions What expenses can you deduct.
How to use our free bookkeeping template it’s easy Should you do it yourself or get help. Additional
resources Why Is Bookkeeping Important. For most business owners, bookkeeping is a necessary



evil. You do it because you have to file an income tax return with the CRA. Compliance with the CRA
is just one of the reasons you need to do bookkeeping for your business. There are a number of other
reasons why bookkeeping is important. Useful Financial Reporting Bookkeeping done well will allow
you to view useful financial reports for your business. It can help you to answer the questions Is your
business profitable. Where does the cash go each month. Which products or services should you
focus on. Is your business growing, staying the same size, or shrinking. Should you keep doing what
you’'re doing or make some changes. Bookkeeping allows you to see the information to guide your
business decisions. Don’t run your business blindfolded.
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Operational Benefits If your bookkeeping is uptodate, you will gain some operational benefits.
Uptodate bookkeeping helps you understand Who owes you money. Who do you owe money to. How
much sales tax and income tax will you owe. How much cash does the business have access to. How
much cash will the business need over the next month, quarter, and year. This will help you to you
avoid penalties and interest on late payments. This especially is important when it’s the CRA that
you owe money to. It also will help you take advantage of upcoming opportunities. Managing your
cash flow will allow you to take early payment discounts or stock up when your supplier has a sale.
Compliance Yes, compliance is also important for your business. Keep the CRA happy by filing and
paying taxes ontime. Good bookkeeping will also help you to avoid costly and timeconsuming audits.
It’s far more cost effective and less stressful to get the bookkeeping right the first time around.
Other Here are a few other reasons why bookkeeping is important Claim every deduction Proper
bookkeeping will make sure that every transaction is recorded accurately. Legitimately claim all tax
deductions and back them up with proper supporting documents. Catch and correct errors Keeping
the books uptodate will allow you to catch errors quickly. Bank errors will pop out when doing
monthly reconciliations. Customers shortpaying invoices will also be caught quickly so you can
collect every dollar. Obtain business financing If you need financing for your business, wellkept
books will help obtain a business loan. You'll be able to accurately show your business’ performance
and create a forecast to show the bank that the loan will be repaid. Now that we’ve identified why
bookkeeping is important, let’s learn how to make bookkeeping easier and to do it well.
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Separate Business Transactions from Personal If you take one piece of advice from this article, let it
be this one get a separate business bank account and credit card. Keeping your business
transactions separate from your personal ones is the first step to making bookkeeping easier. If your
business transactions are lumped in with your personal ones, you’ll spend hours sorting through
them when doing your books. If business and personal are not separated, the time it takes a
bookkeeper or accountant to do your books will skyrocket. This means you’ll get a much larger bill
at the end of it. How to Separate Your Accounts It doesn’t have to be complicated. You can simply
open a separate bank account within your current bank or credit union and use it strictly for
business. For your credit card, either say yes to one of the many new credit card offers you receive
monthly, or just assign one of your existing cards to the business. For example, Joe at Avalon has a
black credit card and a silver credit card. Black is business, silver is personal. Treat your business
finances as a separate entity from your personal finances. Not only will this help make bookkeeping
easier, it will help keep you out of trouble with the CRA. They don’t like it when personal items get
mixed up in your business. Which Bookkeeping System Should You Use. When deciding what system
to use for bookkeeping and accounting, it’s good to start with the end in mind. Here is a list of things
to think about and questions you might ask yourself Just the Basics Are you only trying to stay
compliant i.e. just file all of your taxes on time. Reporting Do you want to review reports and
compare them each month. Invoicing Do you plan to use the system to do invoicing. Other
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Functionality Do you have specific applications you would like to connect to your system inventory,
ecommerce, etc. Growth Do you need a system that can scale up along with your business. Cost
What is your budget for your system.

Do you mind spending a bit of cash up front for a system that lasts longer. We generally see startups
and small business owners fall into one of three categories Simple Compliance Want the simplest
and cheapest solution to stay compliant. Keep it easy and keep it cheap or free. A Few Bells and
Whistles Want a little more functionality, such as invoicing and reports, but don’t need many bells
and whistles. Longterm Solution Want a system that has robust reporting and app connectivity; a
system that will grow with your business. Regardless of which group you find yourself in, there are
good options available. Read on for our recommendations based on each category. Simple
Compliance Google Sheet If you are only looking to stay compliant i.e. keep things organized for tax
purposes, our free Google Sheet template is likely all you need. Just export the transactions from
your online banking to an Excel file and paste them in the Google sheet. Then categorize them via
the dropdown menu and you are pretty much done. See below for more info on how to categorize
transactions. Pros Free Simple to use The video instructions below will help you use it Cons Minimal
reporting options No invoicing available Limited automation Check out the video and instruction list
below to learn how to use our bookkeeping template. A Few Bells and Whistles Wave For a little
more automation, reporting and invoicing capability at a stillfree cost, you could sign up for Wave.
You can link up your bank feeds so that transactions are automatically imported. Then simply choose
the category to record them in. We recommend going through their training to get started as it can
get unwieldy if not set up well. Automation is great, but it can also create a mess if not used
properly. You will get some more reporting options comparing revenue, expenses, etc. and you can
send nicelooking invoices and collect payment through their app as well.

It can also track things like GST, which is a nice part of any system. Pros It’s a cloudbased
bookkeeping system so you can access it from anywhere there is internet. Basic bookkeeping,
invoicing and reporting is free. Financial reporting to help you understand how your business is
doing. Invoicing is integrated so you can send invoices and mark them as paid. Payment of your
invoices can be accepted within Wave for a fee. Cons More initial timecommitment for training and
setup. It can get ugly if not set up and managed properly I mean ugly, we have done some big clean
up jobs. Although the basic system is free, there are costs related with the payroll module as well as
with accepting payments pricing . Software integrations and reporting options are limited compared
to other systems. Longterm Solution Xero If you are looking to upgrade and get a longerterm
solution for a growing business, Xero is a great option. This is our goto solution for businesses that
have any plans for growth. You get all of the benefits of Wave, plus it’s a more stable platform and
allows for more reporting options and links to other apps. The automation is also better, making
bookkeeping faster and easier. It does need to be set up properly to be useful, which we always
suggest is done by someone who knows what they are doing. We also recommend going through
their training modules; they have a robust section with videos and howto articles. Pros The reporting
is easy to use and allows for more customization than Wave. More automation allows for more
efficient and accurate bookkeeping. Able to scale along with growing businesses. Xero is a very
stable platform from an organization that aims to be the best in class. Their support is very
responsive and there are robust training resources. There is a dedicated group of accountants that
offer support for Xero based businesses. Cons There is a monthly subscription fee pricing . We do
have coupon codes, though.

Reach out if you're interested in signing up. It is still easy to make a mess if not set up well or if
you're not familiar with how the software works. Which Should You Choose. In the end, it pays to
spend some time understanding what you hope to get from any bookkeeping system. It’s also helpful
to be honest with yourself. A business needs to have a bookkeeping system so be sure you are able



to use it, or that you are willing to learn how to use it. There is no judgment here we all have our
strengths and being honest with yourself can save your business. Ask yourself the questions above to
help determine which system is right for you. If you still aren’t sure, send us a message and we’ll
help point you in the right direction. Generally, you want to glance at your financial statements and
understand where your money is coming from and where it is going. There are also specific tax
deduction rules, but we’ll talk about those in the next section. Keep it Simple We also like to tell
people to keep it simple. We often see that people use 5060 expense accounts which can make
financial statements pretty difficult to read. A common example is vehicle expenses that look like
this Vehicle Fuel Vehicle Insurance Vehicle Parking Vehicle Repairs Vehicle Registration If it truly is
helpful for you to understand vehicle costs in this much detail, then do it. Otherwise, just stick with
one vehicle expense account. This applies to insurance, office expenses, people costs, advertising,
etc. If you're creating a new account to record a transaction, make sure you know why you want to
break it out separately. Transaction Categories Explained We start with a basic chart of accounts for
new businesses and then add accounts as needed. For a copy of our basic chart of accounts template
that you can import into Xero, click this link. Download the CSV file and import the chart of accounts
in Xero.

For this tutorial we're going to stick with the most common categories that you’ll use when
completing your bookkeeping. Sales Revenue that you earn from selling products or services. If it’s
helpful to track different categories of sales, create multiple accounts sales services, sales products,
etc.. Cost of Sales Direct costs involved in making sales. This could include costs of products sold,
costs of shipping products or costs incurred directly while providing services eg.Advertising Costs
incurred to promote your business. This could include various types of costs print ads, online ads,
marketing consultants, trade shows, etc. Bank Charges and Interest Bank fees and interest incurred
on borrowed funds. Sometimes it’s helpful to break out interest on bank loans as a separate category
to better understand how much debt is costing your business. Insurance Insurance purchased to run
your business. This could include general liability, professional liability, errors and omissions,
property insurance etc. You could include vehicle insurance in here as well, but we like to lump that
in with vehicle costs. Licenses and Dues Fees that the business pays related to licensing or
professional dues go here. For example, Avalon Accounting pays licensing fees to CPABC; we would
include those in here. Meals and Entertainment Meals and entertainment costs related to your
business activities. For example, taking clients out for drinks or treating your staff to lunch. This
category should be separate from others as it is treated differently for tax purposes see the next
section on tax deductions . Office Expenses Small supplies and office related expenses. Some
examples include pens and paper, printer ink, and stamps. These items are generally consumable in
nature and don’t last longer than one year. Professional Fees Include costs paid relating to
professional services. Some common examples include fees paid to your accountant or lawyer.

Rent Costs incurred to rent an office space, storage or other facility used by your business. If your
business rents equipment, you could also include it here or break it out as a separate line item.
Subcontractors If your business hires subcontract labour, include these costs here. See our article
on whether your workers are contractors or employees for more info. Software Subscriptions
Include monthly software subscription costs here. Monthly web hosting, email accounts, accounting
software, CRM costs, etc. Telephone and Utilities Include utility costs incurred to run your business.
Some examples include phone plans, internet services, electricity, heat and natural gas. Travel
Travel and accommodation costs go here. Flights, hotels, car rentals, parking, taxis and ride sharing
are all examples of travel expenses. Vehicle Expenses Operating costs for vehicles used in the
business. Some examples include fuel, licensing costs, vehicle insurance, and repairs. Wages and
Benefits Costs related to paying employees go here. Unless you want to see them broken out
separately, include salaries, wages, CPP expense, EI expense, worksafe and employee benefits.
Inventory Any items that you purchase or manufacture for resale. A fitness centre that sells whey



protein would include purchases of protein powder as inventory. Furniture and Equipment Office
equipment and furniture that will last longer than one year should go into this asset category. You'll
learn about the difference between assets and expenses in the next section. Computer Equipment
Computers, monitors, computer peripherals that last longer than one year go into this asset account.
Suspense Don’t use a suspense account. We often see this account and bookkeepers just end up
throwing things in suspense that they aren’t sure how to categorize. Don’t use suspense. Pick one of
the other categories and move on. Categorizing transactions doesn’t need to be complicated.
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