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Running a business asks a lot of you — your energy, your
creativity, your time, and your heart. At RW Bookkeeping,
we believe your financial systems should support your
wellbeing, not drain it. When your books are organized and
your numbers make sense, you feel more grounded, more
confident, and more capable of making decisions that truly
serve your business and your life
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By the end, you’ll have a
clearer sense of how to set
up your QuickBooks file, how
to keep it clean, and how to
use it to make better
decisions. Most importantly,
you’ll feel more connected to
your numbers and more
supported by your systems.

This guide was created to help you experience that sense of
ease. QuickBooks Online is a powerful tool, but it can feel
overwhelming when you’re trying to learn it on your own.
Our goal is to simplify the essentials so you can use QBO
with clarity, confidence, and far less stress. Each page
walks you through one foundational skill — the things every
business owner should understand, even if you eventually
hand the bookkeeping off to a professional.
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QuickBooks offers several subscription levels, and choosing
the right one can feel like guessing. The truth is, the best
plan is the one that matches the way your business actually
operates. If you’re a solopreneur or service provider with
simple needs, the Simple Start plan may be enough. It gives
you the basics: invoicing, expense tracking, and essential
reporting. For many small businesses, this is a gentle and
affordable entry point.

If your business is growing, or if you need features like bill
management, time tracking, or more detailed reporting,
Essentials or Plus may be a better fit. Product‐based
businesses often benefit from Plus because it includes
inventory tracking, which keeps your stock levels and cost
of goods sold accurate. And if you manage multiple
locations, departments, or revenue streams, Advanced
offers deeper customization and automation.

Instead of choosing based on what you think you “should”
have, choose based on what you’ll actually use. A simpler
plan that you understand is far more supportive than a
complex plan that overwhelms you. You can always
upgrade later as your business evolves.



A well‐structured Chart of Accounts reflects
the way your business actually operates. It
should feel intuitive, not confusing. If you ever
find yourself hesitating about where
something belongs, that’s a sign the structure
needs adjusting. A clean, organized chart is
one of the greatest gifts you can give yourself
— and your future bookkeeper.

Your Chart of Accounts is the backbone of your bookkeeping
system. Think of it as the way your financial world is
organized — the categories that tell QuickBooks where
everything belongs. When it’s set up thoughtfully, your reports
become clearer, your tax prep becomes easier, and your
stress level drops dramatically.
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Start by keeping things simple. You don’t need dozens of
categories to track your business well. In fact, too many
accounts can make your books harder to maintain. Focus on
the categories that truly matter: income streams, essential
expense types, assets, liabilities, and equity. If you’re a
service‐based business, your income categories may be
straightforward. If you sell products, you’ll want to include
accounts for inventory, cost of goods sold, and any sales
channels you use.



0303
Bank feeds are one of QuickBooks Online’s
most powerful features. When they’re
connected properly, they save you hours of
manual entry and reduce the risk of errors.
But they also require a bit of care and
attention to keep things running smoothly.
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When you connect your accounts,
QuickBooks begins pulling in your
transactions automatically. This creates a
steady flow of data that you can
categorize, match, and reconcile. It’s
important to remember that bank feeds
don’t replace bookkeeping — they simply
make it easier. You still need to review each
transaction, ensure it’s categorized
correctly, and match it to any invoices, bills,
or payments already in the system.

If a bank feed disconnects, don’t panic. It
happens. Simply reconnect it and review
any missing transactions. And always
reconcile your accounts monthly.
Reconciliation is what ensures your
QuickBooks file matches your real‐world
bank balances. It’s the grounding practice
that keeps your books accurate and
trustworthy.



Sending invoices directly through
QuickBooks also allows you to track when
they’re viewed and paid. You can set up
reminders, accept online payments, and
keep everything organized in one place. The
more streamlined your invoicing process
becomes, the more spacious your business
feels — and the more consistent your cash
flow becomes.
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Invoicing is more than a financial task — it’s
a communication tool. It sets expectations,
reinforces your professionalism, and
supports healthy cash flow. QuickBooks
makes it easy to create clean, branded
invoices that reflect your business and make
payment simple for your clients

When you create an invoice, take a moment
to be clear and specific. Describe your
services in a way that feels aligned with
your brand and easy for your client to
understand. Include due dates, payment
terms, and any relevant notes. This clarity
reduces confusion and helps you get paid
faster.



The key is consistency.
When you build the habit
of reviewing and
categorizing expenses
regularly, your books
stay clean, your reports
stay accurate, and tax
season becomes far less
stressful.
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Every business owner benefits
from clean, accurate expense
tracking. It helps you
understand where your money is
going, supports better
decision‐making, and ensures
you’re not leaving tax
deductions on the table.
QuickBooks allows you to
categorize expenses, attach
receipts, and keep everything
organized in a way that feels
manageable.

If you’re often on the go, mileage
tracking is another supportive
tool. The QuickBooks mobile app
can automatically track your
trips, making it easy to separate
business and personal mileage.
This small habit can lead to
meaningful tax savings,
especially for service‐based
businesses, wellness
professionals, and anyone who
travels to clients or events.
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The Profit & Loss report shows
your income, expenses, and
overall profitability. The
Balance Sheet gives you a
snapshot of your financial
health — what you own, what
you owe, and what’s left over.
And the Cash Flow report helps
you understand how money is
moving in and out of your
business. Reviewing these
regularly helps you make
grounded, informed decisions.

Reports are where
your numbers start to
tell a story. They show
you what’s working,
what needs attention,
and where your
business is headed.
QuickBooks offers
many reports, but you
don’t need to use them
all. A few core reports
can give you powerful
insight without
overwhelming you.

When you understand your
reports, you feel more
connected to your
business. You’re able to
plan, adjust, and grow
with intention instead of
guessing. Reports aren’t
just numbers — they’re
clarity.
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Even the most organized business owners make
mistakes in QuickBooks. The good news is that most
errors are easy to avoid once you know what to look for.
One of the most common issues is duplicate
transactions, often caused by manually entering
something that also comes through the bank feed.
Another is miscategorizing expenses, which can distort
your reports and create confusion at tax time.

Skipping reconciliations is another frequent pitfall.
Without reconciliation, it’s impossible to know whether
your books are truly accurate. And forgetting to match
payments to invoices can make it look like clients still
owe you money when they don’t.

The best way to avoid these errors is to slow down,
review your work, and build simple routines. A few
minutes of mindful bookkeeping each week can prevent
hours of cleanup later. And if something feels off, trust
that instinct — it’s usually right.



 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

If you’re ready for more clarity, more confidence, and
more peace around your numbers, RW Bookkeeping is
here to support you. Whether you need a full cleanup,
ongoing monthly bookkeeping, or a one‐time setup to
get your QuickBooks file running smoothly, we’re here to
make the process feel grounded and stress‐free. 

Ready to explore what’s possible? Let’s talk.

Bringing It All TogetherBringing It All Together
When you combine the practices in this guide, you create
a bookkeeping system that supports your business
instead of stressing you out. You choose the right
subscription, set up your accounts with intention, keep
your bank feeds clean, invoice with clarity, track your
expenses consistently, review your reports regularly, and
avoid the most common mistakes.

BOOK YOUR FREE 
CONSULTATION

This isn’t about perfection. It’s about creating a financial
foundation that feels stable, supportive, and aligned with
the way you want to run your business. When your
numbers make sense, everything else becomes easier —
planning, pricing, hiring, resting, and growing

You don’t have to navigate your books alone. Let’s
create a financial system that supports your wellbeing
and helps your business grow with intention.

https://calendly.com/reawinton/30min
https://calendly.com/reawinton/30min
https://calendly.com/reawinton/30min
https://calendly.com/reawinton/30min


reawinton.com

https://reawinton.com/

