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1. As you would in Quickbooks, or any other accounting software, the first thing you need to do is create 
and input your account and correctly identify them by their type – bank account, income, expense, 
etc.  

 
2. In the following images, I first created our bank account.  As you will see, this is a required field 

because you need a bank account to either add money, “Credits,” as well as a bank account where 
money is drawn from, “Debits” (Page 2). 

 
3. After creating a bank account, we can create additional “Account Names” and “Types” to include Fuel, 

Insurance, Maintenance, Telephone, etc. (Page 3). 
 

4. Thereafter, we want to create specific vendors to whom we will assign specific vendors.  In this 
example, on Page 4, you will see that I created a handful of vendors. 

 
5. On page 5, we start to create “Debits” by selecting the date of payment, then the Account Name from 

the drop-down menu, then the Vendors name, we then select the bank account (you can have 
different bank accounts for different purposes/accounts), the expense amount, and check number.  If 
the expense is a debit or cash withdrawal, you would simply type “Debit” or “Withdrawal” in the 
“Check Number” field (Page 5-6). 

 
6. Once that information is properly inputted and saved, you will notice the saved data stored and 

itemized below (Page 6 - 8). 
 

7. Once done, you can navigate to “Reports,” enter in the date range, and then select “Profit and Loss,” 
and you will see the reflected itemization (Page 9). 
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