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Santa Barbara Chapter’s CFO  & Workshop Volunteer

Juliana Ramirez
President-CEO, JR Bookkeeping 
Financial Adviser, EDC SBDC
Workshop/Mentor Volunteer , SCORE 

Juliana Ramirez is an accounting professional, entrepreneur, 
20-year small business bookkeeper, workshop presenter, business 
adviser, community volunteer and Certified QuickBooks Online 
ProAdvisor.

Juliana has trained and helped multiple small businesses 
including her own. She takes pride in enabling clients to handle 
as much or as little of their business’s accounting and 
bookkeeping as they desire.
 
In 2017, she was featured as ProAdvisor of the month on Intuit’s 
Firm of the Future website.

Contact: juliana@jrbookkeepingservices.com or 
juliana.ramirez@scorevolunteer.org 

mailto:juliana@jrbookkeepingservices.com
mailto:juliana.ramirez@scorevolunteer.org


Disclaimer

to the accuracy, completeness or timeliness of the information provided. NOW CFO cannot be
held liable for any claims or damages that result from reliance on this information.

The information provided is based upon facts that were available at the time of  
publication and are subject to change. We make no warranties, express or  

implied, or representations as to the accuracy, completeness or timeliness of 
the  information provided. We cannot be held liable for any claims or damages  

that result from reliance on this information.

Neither SCORE or SCORE Mentors provide legal or accounting advice. This 
presentation provides a general overview of the subject matter. You should 
seek advice from your lawyers, accountants and other advisor regarding the 

specifics of your business.

4



Setting up a Sustainable Accounting System

Part 2 of 6: Managing Revenue - Recording Income

5



QuickBooks Online and Best Accounting Practices

1. Establish, edit, and work with the Chart of Accounts
2. Use QuickBooks Online to record revenue
3. Set up Products and Services
4. Map to the Chart of Accounts
5. Edit two-sided Products and Services
6. Open Q&A
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Chart of Accounts
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This is the list of categories—also 
called accounts—that are used to 
organize your transactions on your 
reports and tax forms.



Chart of Accounts

Setting up the Chart of Accounts is key to really useful, meaningful reporting. When you first set up your QuickBooks company, 
QuickBooks Online will create a Chart of Accounts based on the industry that you choose.

As you are setting up your Chart of Accounts manually, follow these steps to get started;
1.Decide if you will need account numbers (rather than just account names); if so, turn them on in the Advanced tab in Chart of 
Accounts settings.

2.Open the Chart of Accounts by clicking on the Accounting tab on the Left Navigation Bar, then click Chart of Accounts.

3.(If this is your first time opening the Chart of Accounts for this company, you’ll be prompted to click on See your Chart of 
Accounts this one time.)

3.To create a new account on the Chart of Accounts, click New to open the Account window.

4.Choose the Account Type. The category type is your general account type (i.e. Bank, Accounts Receivable, Long-Term 
Liabilities, Equity, Income or Expense, etc.).

5.Choose the Detail Type. This is a mandatory field when setting up any account on the Chart of Accounts. In addition, the detail 
type is important if you (or your tax professional) are planning to use the tools available to bring QBO data into tax preparation 
software.
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Chart of Accounts

When you are finished, click Save and Close or Save and New to enter another account. If you need 
to edit the numbers or names on your Chart of Accounts, you can easily do so by clicking the pencil 
icon at the top right of the Chart of Accounts list. This opens a grid format that allows you to change the 
name and account number without opening the edit screen for each account.

You can print the chart of accounts quickly by clicking the Printer icon. Or, click on Run Report in the 
top right and create a list report to export to Excel. To modify which columns are displayed in the Chart 
of Accounts screen, click the small Grid Gear icon just above the list to the right. You can also change 
the number of list items displayed on the screen from this menu.

Every balance sheet account in the Chart of Accounts has a register (except for Retained Earnings). 
Click on Account History (OR JUST DOUBLE CLICK ON THE ACCOUNT NAME) to open the 
register of transactions for that account.
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Chart of Accounts Demo



Recording Revenue
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Sales Receipt

Invoice



Recording Revenue
Landscaping Services Sample

> Income / Revenue: Landscaping Services

> Sales Documents
- Invoice
- Sales Receipts

> Types of Products & Services

- General Bed Maintenance/Detailing
- Spring/Fall Clean-Up
- Pruning/Hedging
- Supplies and Materials
- Landscape Plant Protect and Feed
- Lawn Protect and Feed
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- Irrigation System 
Start-Up/Shut-Down

- Seasonal Display
- Mulching
- Leaf Removal
- Lawn Mowing



Products and Services
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Add your products and services to 
save time creating your next 
invoice or receipt



Products and Services

Products and Services [P&S] (These are ITEMS for those of you coming from QBDT) are what you Sell in your 
business or how you get money in the Non-Profit world. Products and services are ALWAYS used on Sales 
Transactions (such as Sales Receipts and Invoices). When used, Products and Services should generally point to a 
REVENUE/SALES account on your Financial Statements.

Using these allows you to get lots of detail from your business. For example, if you are a restaurant, your PRODUCTS 
and SERVICES could be each item on your menu, or, each major category of items that you sell (like breakfast 
items, lunch items, liquor, etc or even simply FOOD SALES as one general category). Every time you sell one, 
the receipt has the Products and Services on it – and using this “points” the amount to your financial statements.
(In a restaurant, you can make specific or generic items, depending on how detailed you want your QuickBooks 
account to be: it can be each item on the menu, or grouping of items on the menu, or just one item in general like 
FOOD SALES.  It does not HAVE TO BE a complete very detailed item of each item on the menu or each item you sell.  
Especially if you already use a POS system…..If you have a POS system, the setup will be different from this, as the 
heavy lifting of the detail tracking will be in the POS system already.)

This allows your Chart of Accounts to be easy to read and yet gives you the detail on what your business is doing.
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Products and Services

To set up a new Product / Service item:
1. In the Left Navigation Bar, click on Sales > Products and Services.
2. Click on New.
3. There are only 4 types: Inventory, Non-Inventory, Service and Bundle.
(NOTE: inventory items are only available in Plus and Advanced ONLY)

1. Use Inventory if you are tracking Inventory.
2. Use Non-Inventory for tangible goods NOT tracked as inventory.
3. Services is for most of what you do.
4. Bundles COMBINES the above into a group. This speeds data entry. Instead of picking 3 flowers, 

two candles and one Teddy bear, if you made a bundle of these Products and Services, you could 
select this Bundle and all those Products and Services would be selected.
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Products and Services

4. For the demo, I’ll select Services.

1. Name your services – this is what appears on the Sales Receipt or Invoice
2. Category (not required). Here you can further group your Products and Services into more organized lists. For example, in 

the same restaurant mentioned above, you could have a CATEGORY for FOOD and perhaps another for BEVERAGE.
3. Sales Information is the default pop-up description appearing on the Sales form. You can leave this blank. If you’d like the 

same description to appear every time you use the Products and Services, fill this in. You CAN edit it on the actual individual 
Sales Form.

4. Price: If there is a STANDARD Selling Price, fill it in. If the prices changes, leave it blank and then fill out the actual price on 
each sales form.

5. Here is where you “point” the Products and Services to your Financial Statements. It is USUALLY an income account. But 
you can point it to most any account on your Financials.

You’ll notice a box that says, PURCHASING INFORMATION (available only in PLUS and ADVANCED) – check this box if you’d 
like the same granular detail on the EXPENSE side of your transactions as on the revenue side. Most business DO NOT Use this 
feature. It’s mainly used by Contractors. They can point all the pieces and parts they buy to one materials account instead of having 
each screw, bolt, nut listed as an expense on there Financials.
If you charge Sales Tax – check with your State Department of Revenue to determine you own business’ sales tax requirements. 
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Products and Services Demo
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Receiving Payments Demo
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Credit Memos & Refunds Receipts Demo
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Delayed Charges and Credits Demo
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Making Deposits Demo
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Statements & Estimates Demo



Open
Q & A
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THANK YOU!

Visit https://ventura.score.org/!

Business Resources / Workshops and Webinars / Free Mentoring
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https://ventura.score.org/
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