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Running a small business is an act of courage. You’re
juggling clients, creativity, operations, and the
day‑to‑day realities of keeping everything moving. And
somewhere in the middle of all that… there’s
bookkeeping.

IntroductionIntroduction

This guide is designed to help you
understand the essentials in a
simple, grounded,
wellness‑aligned way. No jargon.
No overwhelm. Just clarity,
confidence, and practical steps
you can start using today
Let’s take this one page at a time.

For many business owners, bookkeeping feels like the
part of entrepreneurship no one warned them about. It
can feel confusing, intimidating, or like something you’ll
“get to later.” But here’s the truth: bookkeeping isn’t just
a financial task — it’s a form of self‑care for your
business. When your numbers are clear,

you make better decisions,
reduce stress, and create space
for growth.
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Bookkeeping is the heartbeat of your business. It tells the
story of what’s working, what needs attention, and where
your energy is best spent. 

When your books are up‑to‑date, you gain:-
• Clarity — You know exactly where your money is coming
from and where it’s going.
 • Confidence — You can make decisions based on facts, not
guesswork.
 • Calm — No more last‑minute scrambling at tax time.
 • Growth — Clean books help you qualify for loans, grants,
and opportunities.

Even if your business is small, part‑time, or still growing,
bookkeeping matters. It’s not about perfection — it’s about
awareness. When you understand your numbers, you step
into your role as a grounded, empowered CEO.



Expenses
Expenses are the costs of
running your business. 
They might include:

 • Software
 • Supplies
 • Marketing
 • Contractors
 • Education
 • Travel
 • Equipment

Categories
Categories help you
organize your expenses so
you can understand where
your money is going. 
They also help your tax
preparer identify
deductions.
A simple, consistent
category structure is better
than a complicated one.
Think of categories as
containers — they don’t
need to be perfect, just
functional.

Think of your bookkeeping
system as a way of
organizing the flow of energy
in your business. Money
comes in, money goes out,
and your categories help you
understand the purpose
behind each movement.

Income
This is all the money your
business earns — sales,
services, products,
workshops, retainers, and
more. Tracking income
accurately helps you see
trends and plan for the future

0202 Understanding Income,
Expenses, and Categories
Understanding Income,
Expenses, and Categories



0303
Tracking transactions is the foundation of clean books.
It’s how you keep your financial story accurate and
up‑to‑date.

Here’s a simple, stress‑free approach:
1. Use a bookkeeping system you’ll actually stick with
QuickBooks Online, Wave, Xero, or even a spreadsheet
— the best system is the one you’ll use consistently.
2. Connect your bank and credit card accounts
This allows transactions to flow in automatically,
reducing manual entry and errors.
3. Review your transactions weekly
A 10‑minute weekly check‑in is far more effective (and
less stressful) than a 3‑hour monthly catch‑up.
4. Categorize as you go
Don’t wait until tax season. Categorizing regularly
keeps your books clean and your mind clear.
5. Keep personal and business separate

This is one of the simplest ways to avoid confusion and
protect your financial clarity.
Tracking transactions isn’t about perfection — it’s
about consistency.

How to Track Transactions
the Right Way
How to Track Transactions
the Right Way



When done monthly, reconciliation becomes a quick,

calming check‑in rather than a stressful chore.

0404 Reconciling Accounts
Without the Stress
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Reconciliation is simply the process of making
sure your bookkeeping matches your bank
statements. Think of it like grounding your
financial energy — bringing everything back into
alignment.

Why reconciliation matters:
• It catches duplicate or missing transactions
 • It ensures your reports are accurate
 • It protects you from costly mistakes
 • It gives you peace of mind

A simple reconciliation routine:
1.Open your bookkeeping software
2.Pull up your bank or credit card statement
3.Compare the beginning and ending balances
4.Match each transaction
5.Resolve any differences



Pro tip:
Snap a photo of paper
receipts immediately and
store them digitally. Paper
fades — digital doesn’t.

Organized receipts mean
less stress, fewer
questions at tax time, and
a smoother financial
workflow.

0505 Organizing Receipts
and Documents
Organizing Receipts
and Documents

Receipts are proof of your
business expenses — and the
IRS requires them. But keeping
them organized doesn’t have to
be messy or overwhelming.

Choose a system that feels
natural:
• A digital folder in Google Drive
 • A receipt‑scanning app
 • A dedicated email folder for
digital receipts
 • A physical envelope or binder

What to keep:
• Receipts
 • Invoices
 • Bank statements
 • Contracts
 • Mileage logs
 • Tax documents
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Top DIY mistakes:
• Mixing personal and business
expenses
 • Forgetting to reconcile
 • Over‑categorizing or using
inconsistent categories
 • Ignoring transactions for
months
 • Not saving receipts
 • Misclassifying income or
expenses
 • Waiting until tax season to
“figure it all out”

If you’ve made any of
these mistakes, you’re
in good company —
most business owners
have. The goal isn’t to
judge yourself; it’s to
learn and move
forward with clarity.
Awareness is the first
step toward
improvement. Every
mistake is fixable —
and every step toward
clarity supports your
business growth.
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There comes a point when doing it all yourself becomes
more stressful than supportive. A professional
bookkeeper can help you reclaim your time, reduce
anxiety, and ensure your books are accurate and
aligned with your goals.

Signs it’s time to get help:
• You’re months behind and don’t know where to start
 • Bookkeeping takes more energy than it gives
 • You’re preparing for tax season and feel overwhelmed
 • You want to grow and need accurate financials
 • You’re unsure if you’re categorizing things correctly
 • You want peace of mind knowing everything is done
right

A bookkeeper isn’t just a numbers person — they’re a partner
in your business clarity.



 If you’re feeling overwhelmed, behind, or unsure where to start, you’re not alone. Many
wellness professionals and small business owners come to us after months (or years) of

trying to manage everything themselves.
RW Bookkeeping helps you create clarity, calm, and confidence in your finances — so

tax season never feels stressful again.

BOOK FREE CONSULTATION

Ready to explore what’s possible? Let’s talk
If you’re ready to feel supported, organized, and
confident in your numbers, you don’t have to do it alone.

At RW Bookkeeping, we help small business owners and
wellness professionals create calm, clarity, and
structure in their finances. Whether you need a one‑time
cleanup, ongoing monthly support, or a fresh start,
we’re here to make the process simple and stress‑free.

Let’s bring ease back into your business finances.
Reach out for a free consultation and take the next step
toward financial clarity and peace of mind.

 Ready for Support?

Bringing It All TogetherBringing It All Together

Bookkeeping doesn’t have to feel heavy, confusing, or
stressful. With the right systems, support, and mindset, it
becomes a powerful tool for grounding your business and
guiding your decisions.

BOOK YOUR FREE 
CONSULTATION

You deserve clarity. You deserve confidence. You deserve a
financial foundation that supports your growth — not one
that drains your energy. This guide is your starting point.
From here, you get to choose what comes next.
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