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BOSS YOUR BUSINESS: THE COMPLETE FINANCIAL ORGANIZATION PLAYBOOK

FOR ENTREPRENEURS

INTRODUCTION

Welcome to your all-in-one toolkit for building, managing,
and mastering your small business finances. This guide is
designed to empower entrepreneurs, freelancers, and side
hustlers with practical tools, expert systems, and step-by-
step workflows to:

e Organize business finances from the ground up
e Build monthly habits for clarity and tax-readiness
» Master a spreadsheet-based Financial Dashboard

e Develop confidence, reduce overwhelm, and make
informed decisions

Whether you're brand new to business or refining your

systems, this guide will help you become the boss of your
books—one smart, strategic move at a time.

WWW.PROSPERITYACCOUNTINGSOLUTIONSLLC.COM
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CHAPTER 1

The Ultimate Start
Smart Checklist

Before you start tracking numbers, let’s lay the foundation. This
checklist ensures your business finances are set up legally,
efficiently, and securely from the beginning.

Choose the Right Business Entity

Research entity types (Sole Prop, LLC, S-Corp)
Register with your Secretary of State

Apply for your free EIN from the IRS

Create an Operating Agreement or Bylaws
Check business license and permit requirements

File for DBA (if using a different trade name)

Open a Business Bank Account

Open business checking account

Open separate savings account for taxes
Order business debit/credit card

Enable alerts (low balance, suspicious activity)

Recommended banks: Relay, Novo, Bluevine, Mercury
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CHAPTER I CONTINUED
Set Up Digital Payment Tools

Create Stripe, PayPal, Square or other accounts
Link only to your business bank account
Add your business legal name + EIN

Test sample transactions

Pick a Bookkeeping System

Choose: QuickBooks, Wave, Xero or Spreadsheet
Set up Chart of Accounts (COA)

Create monthly tracker or link to software
Connect bank feeds if using software

Learn how to reconcile statements monthly

Set Up Receipt & Record Storage

Use cloud: Google Drive, Dropbox, OneDrive

Create folders for: Income, Expenses, Receipts, Tax Docs
Use apps like Dext, Hubdoc for scanning

Save receipts monthly (PDF or photo)

Use naming format: YYYY-MM-DD_Vendor_Amount

Pick a Payroll Tool (if needed)

Use Gusto, QuickBooks Payroll, SurePayroll
Differentiate employees vs contractors
File W-2s / 1099s at year-end

Set up direct deposit

Automate payroll tax filings if possible
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Plan for Taxes Early

Set aside 25-30% of net income for taxes
Learn quarterly estimate due dates

CPA vs DIY: decide your tax filing path
Understand sales tax requirements

Create a folder for tax prep documents

Bonus: Set Up Your Financial Dashboard
Enter logo, year, and your business name

Fill in Chart of Accounts

Test income and expense tracking tabs

Bookmark dashboard and set Money Day reminder

WWW.PROSPERITYACCOUNTINGSOLUTIONSLLC.COM
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CHAPTER II

The Monthly
Bookkeeping Routine

Consistency is the secret to financial success. This monthly
routine ensures your records stay up to date and your financial
insights remain sharp.

Step 1: Reconcile Bank & Payment Accounts
e Download full statements from all business bank accounts, credit cards,
and payment processors
e Cross-check income amounts with invoices and deposit records
 |dentify and note any missed payments, refunds, chargebacks, or
duplicates
e Use reconciliation features in your dashboard or accounting software if

needed

Step 2: Log Monthly Income by Source
e Open the “Transaction Log” tabs in your dashboard
e Enter income line by line, broken into clear categories:
- Services (consulting, coaching, freelance work)
- Products (digital downloads, physical items)
- Other (affiliate commissions, interest income)
¢ Include client or platform name, notes, and exact payment amount

e Use consistent labels to identify revenue streams over time
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Step 3: Track & Categorize All Expenses
e Review your monthly credit card and bank statements
e Input each expense into the “Transaction Log” tab
e Assign to an account name listed in the Chart of Accounts

e Use tags or notes for large, unusual, or annual charges

Step 4: Analyze Key Metrics & Statements
e Net Profit = Total Income — Total Expenses
e Profit Margin = (Net Profit + Total Income) x 100
e Review auto-generated financial statements:
e Income Statement (P&L): summarizes revenue and expenses
e Balance Sheet: shows assets, liabilities, and owner equity

e Use conditional formatting to flag low margin or overspending

Step 5: File, Reflect, and Plan Ahead
 File digital receipts and financial documents in your cloud folder
e Record any outstanding invoices or pending refunds
e Add journal notes: What went well? What will change next month?

e Set a 30-day financial goal

WWW.PROSPERITYACCOUNTINGSOLUTIONSLLC.COM
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Inside the Boss Your

3

Books Financial
Dashboard

This powerful spreadsheet-based dashboard is designed for small
business owners who want full control and clarity over their
finances—without complex software. It is in Excel format and is
fully automated, visually intuitive, and designed for
entrepreneurs, solopreneurs, and side hustlers.

Each tab of the workbook serves a specific purpose and connects
to others for seamless financial analysis.

Cover Tab
e Displays the dashboard title and room for your business name or logo
e Serves as a home screen and visual entry point

e Editable to include the year or user name for personalization

Chart of Accounts Tab
This is the backbone of your accounting system. It defines how transactions
are categorized.

o Account Type (Asset, Liability, Equity, Income, Expense)

» Account Name (e.g., “Website Hosting,” “Product Sales,” “Bank Account”)
This tab drives the dropdown categories in your transaction logs

e Expandable and editable as your business evolves

Pro Tip: Keep your categories broad and consistent for cleaner reports.
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Transaction Log — NonCash
This is where you track all non-cash financial activity, such as:
e Invoiced income not yet received
e Accrued expenses
» Transactions involving accounts receivable/payable
Columns include:
Date, Account, Description, Category (from COA), Debit, Credit, and Notes
Use this log if you're on an accrual basis or need more detailed financial

oversight.

Transaction Log — Cash

This is your main working ledger for all income and expenses based on when
cash moves. It's ideal for small businesses using cash-based accounting.
Columns include:

Date, Account, Vendor/Customer, Description, Chart of Accounts Category
(dropdown-enabled), Debit (money out), Credit (money in), Notes

This log feeds the financial statements automatically.

Trial Balance Tab

This tab ensures that your accounting stays accurate and balanced.
Automatically aggregates balances from each account (from the COA)
Lists each account with total debits, credits, and net balance

Used to cross-check that the books are in balance before generating
reports

Great for advanced users or bookkeepers who want to validate

transaction accuracy.
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Income Statement - IS
Auto-generated Profit & Loss Statement with monthly filters.
Sections include:

e Revenue: pulled from credit transactions labeled as Income

» Cost of Goods Sold (COGS) if applicable

e Expenses: pulled from debit transactions categorized as Expenses
Net Income = Revenue — COGS — Expenses
Also includes:

» Conditional formatting to highlight key insights

e Category-level breakdowns and visual summaries

Use this to review profitability and tax readiness every month.

Balance Sheet — BS
This tab auto-generates a formal balance sheet based on your entries.
Categories include:
e Assets: Cash, Accounts Receivable, Inventory
e Liabilities: Credit Cards, Loans Payable
e Equity: Owner's Capital, Retained Earnings, Net Profit
Balance Check:
e Confirms that Assets = Liabilities + Equity
e Flags any imbalance for review

Most of this sheet is automated based on other logs.
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Dashboard Tab (Visual KPIs)
This is your real-time control panel. It provides visual analytics of your
business performance.
Includes:
e Total Income, Total Expenses, and Net Profit
e Profit Margin %
e Bar chart comparing income vs. expenses
e Line graph showing profit trends over time
e Pie chart showing expense breakdown by category
All charts update automatically as you enter new transactions in your logs.

Designed for quick decision-making and monthly reviews.

Monthly Checklist Tab
This tab keeps you accountable with a recurring checklist based on the
monthly workflow covered earlier.
Includes:
o Standard bookkeeping tasks (e.g., reconciling accounts, entering income,
reviewing KPls)
« Status column (dropdown: Not Started / In Progress / Complete)
e Notes column for reflections or upcoming actions
Recommended: Set a recurring calendar reminder for your “Money Day”

each month.
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Summary of the Financial Dashboard System

Tab Name

Cover

Chart of Accounts
Transaction Log — Cash
Transaction Log — NonCash
Trial Balance

Income Statement

Balance Sheet

Dashboard

Monthly Checklist

Purpose

Title page with room for logo and links
Defines all financial categories

Main ledger for real cash activity

Tracks accrual items or manual adjustments
Verifies that all accounts are balanced
Auto-generated Profit & Loss report
Auto-generated Assets = Liabilities + Equity
Visual overview of income, expenses, profit
Bookkeeping habits tracker and workflow

checklist

WWW.PROSPERITYACCOUNTINGSOLUTIONSLLC.COM



BOSS YOUR BUSINESS: THE COMPLETE FINANCIAL ORGANIZATION PLAYBOOK

FOR ENTREPRENEURS

CHAPTER IV

Conclusion and
Entrepreneur Resources

Why This System Works
e Built by finance professionals and small business owners
» Designed to reduce friction and maximize insight

e Provides clarity, control, and confidence

You Are the CFO Now
You don’t need a CPA to run your business like one. With this dashboard,
you:

e Save time and stress

e Know exactly where your money is going

¢ Make better, data-driven decisions

Curated Business Resources

IRS Small Business Tax Center: https://www.irs.gov/businesses/small-

businesses-self-employed

SCORE Templates & Mentors: https://www.score.org

Google Workspace for file management: https://workspace.google.com

Canva for branded invoicing and PDFs: https://www.canva.com

QuickBooks Self-Employed: https://quickbooks.intuit.com/self-employed/

WWW.PROSPERITYACCOUNTINGSOLUTIONSLLC.COM
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Final Note

You have everything you need to manage your finances like
a boss. The tools, the system, and now the clarity.

Review your dashboard monthly. Use the checklist weekly.
Run your business confidently.

Boss Your Books. Build Your Wealth. Take Control.
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