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Executive Summary

This case study demonstrates my understanding of the bookkeeping workflow, attention to
detail, and ability to maintain accurate financial records using QuickBooks Online through the
sample company Bright Path Consulting LLC. It showcases the implementation of essential
bookkeeping processes, including company setup, customer and vendor management, sales
and expense recording, accounts receivable and payable management, bank reconciliation, and

the preparation of key financial reports.

The objective of this case study is to demonstrate my understanding of the bookkeeping
workflow, attention to detail, and ability to maintain accurate financial records using QuickBooks
Online. While the company and financial data are part of a training case study, the accounting
procedures and bookkeeping principles presented reflect standard practices used in service-

based businesses.
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Project information
Bright Path Consulting LLC

Project Title QuickBooks Online Bookkeeping Case Study
Company Bright Path Consulting LLC

Industry Business Consulting

Software QuickBooks Online

Accounting Method Accrual Basis

Reporting Period January — December 2025

Prepared By Gianni Pascual



Project Objectives

Configure a QuickBooks Online company file
Establish a structured Chart of Accounts

Manage customer and vendor records

Record sales, expenses, and bill payments

Process the complete sales and expense workflows
Perform monthly bank reconciliation

Generate key financial reports

Demonstrate a complete bookkeeping cycle using QuickBooks Online
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QuickBooks Online Company Configuration

Company info

Thiz info may be connected to the Business MNetworl or used for billing purpozes.
Mame Bright Path Consulting LLC Edit

Address 2399 Gatewsay Oaks Dr Edit
Sacramento, CA 95833-4251

Email giannilycapascual@gmail.com Edit
Phone 6617759774 Edit
Website Edit
Industry Business Consulting Edit

Figure 1. Company Information - QuickBooks Online

Overview

The Company Information section contains the basic business details used to identify the
company within QuickBooks Online. These details establish the company's profile and serve as
the foundation for organizing accounting records and generating financial documents.

Components

e Company name

* Business address

e Contact number

* Email address

* Industry classification

Business Value

Maintaining accurate company information helps ensure consistency across invoices,
estimates, reports, and other business documents. A properly configured company profile also
supports clear business identification and contributes to organized financial recordkeeping.
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Chart of Accounts

Bright Path Consulting LLC
QuickBooks Online Chart of Accounts Review & Cleanup

As of December 31, 2025
Accounttype Account name Detail type
Bank Checking - Chase Bank Checking 254,368.33
Accounts receivable (A/R)  Accounts receivable Accounts Receivable (A/R) 40,800.00
Fixed Assets Office equipment Other fixed assets 1,295.00
Fixed Assets Office Furniture Fixed Asset Furniture 1,360.00
Accounts payable (A/P) Accounts payable Accounts Payable (A/P) 4,779.00
Equity Opening balance equity Opening Balance Equity 680.00
Equity Owner's Draw Owner's Equity - 44,500.00
Equity Owner's Equity Owner's Equity 12,500.00

Figure 2. Chart of Accounts with Active Account Balances - QuickBooks Online

Overview

The Chart of Accounts is the foundation of the company's accounting structure. It organizes
financial transactions into specific account categories, allowing QuickBooks Online to properly
classify business activities and generate accurate financial reports.

Account Organization

The Chart of Accounts is organized by account types, including:

Bank - Tracks cash balances and business bank accounts.

Accounts Receivable (A/R) — Monitors amounts owed by customers.

Fixed Assets — Records long-term business assets, such as office equipment and furniture.
Accounts Payable (A/P) - Tracks outstanding obligations owed to vendors.

Equity — Records owner's contributions, withdrawals, and ownership balances.

This structure allows transactions to be consistently categorized and supports easier review of
financial activity.

Business Benefits

A well-structured Chart of Accounts supports accurate financial reporting and consistent

transaction categorization. It improves the reliability of financial statements, simplifies month-

end review procedures, and helps business owners better understand their company's financial
position.

Professional Note

Maintaining an organized Chart of Accounts is an important bookkeeping practice because it
ensures transactions are recorded in the correct categories from the beginning. Proper account
classification reduces errors and improves the quality of financial reporting.
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Invoice Management
Commteserims ] romeoust 3¢

| atorres@crestwoodmed.com
CefBec
Invoice no. INV-003

Bill to

Select Z S == Terms. Yo 2
Net 30
Customer Angela Torres —
| Crestwood Medical Group Invoice date z
| 0111072025 Review
- S Due date 01/24/2025 Invoice Details
Edit Customer

~

Product or service

o #  Product/service Description Qty Rate Amount

1 Services Compliance Training Workshop (4 hr) 1 2,200.00 220000 [
Enter Service
Description 8| 2 o]
and Amount

Add product or service  Clear alllines  Clear Linked Line (ScrapLik) ~ Run Price Rule  Recreate Linea Scrap Link on Transaction(s)

” ; Subtotal $2,200.00
Payment instructions

Sales tax (D Setup a
| Tell your customer how you want to get paid. “
w
Invoice total $2,200.00 Revie
Totals
Enter Payment S + Charge a deposit
/v -

Instructions and Note to customer Payment on 02/05/2025 -$1,000.00
Customer Note

‘ Thank you for your business. Balance d $1,200.00
alance due 200,

———Tr Save and
Printor download  Make recurring  More actions rSaveand"eW rv ) Send Invoice
WORKFLOW
(woreiow Ml coressonanore

o Select the customer. Choose or create the customer to bill.
° Review invoice details. Enter invoice number, terms, invoice date, and due date. Accurate and complete invoices ensure timely

; g o collections, proper revenue recognition, and
o Enter service description and amount. Add the service provided, quantity, rate, and amount. HProp 9

maintain a clear record of transactions for

o Enter i ions and note.  Provide payment instructions and any additional note for the customer. financial reporting.
o Review totals. Verify the subtotal, sales tax (if applicable), payments, and balance due.
o Save and send the invoice. Save the invoice and send it to the customer.

Figure 3. Customer Invoice Entry Screen - QuickBooks Online
Overview

* The Invoice Management process records sales transactions and customer billings in
QuickBooks Online. Each invoice documents the products or services provided, establishes
customer payment obligations, and records revenue in the appropriate income account.

* Each invoice updates the customer's outstanding balance and records revenue within the
accounting system.

Business Benefits

Consistent invoice management improves billing accuracy, supports timely collections, and
ensures revenue is recorded correctly. It also provides a complete transaction history for each
customer and contributes to reliable Accounts Receivable reporting.



Customers & Vendors

Customers & Vendors - Contact Lists Overview

CUSTOMER CONTACT LIST VENDOR CONTACT LIST

Bright Path Consulting LLC Bright Path Consulting LLC

Customer Contact List Vendor Contact List

Customer full name  © Phone numbers & Email © Full name Bill address :J Ship address © =y
Vendor Company Phone numbers Email Full name Billing address l Account # J

Apex Solutions LLC Phone:(512) 555-0...  bokafor@apexsolutions.com Brian Okafor

Adobe Creative Cloud  Adobe Creative Cloud  Phone:(800) 555-0...  biling@adobe.com  Business Accounts
Atias Energy Partners Phone:(512) 555-0. v.okafor@atlasenergypartners.com  Victor Okafor

Amazon Amazon Business Accounts
BlueSky Tech Ventures Phone:(512) 555-0...  james@blueskytech.com James Whitfield

ATST Business ATAT Business Phone:(888) 555-0... businessbilling@att.com Support Team
Bright Future Nonprofits Phone:(512) §55-1 m.owusu@brightfuturenp.org Miriam Owusu

Canva for Teams Canva for Teams biling@canva.com  Robert Chen
Clearwater School District ~ Phone:(512) 5550...  p.nweze@clearwaterisd.edu Patricia Nweze

Capital Office Sutes ~ Capital Office Suites rchen@capitaloffice.com
Coastal Wellness Group ~ Phone:(512) §55-0...  d.osei@coastalweliness.com Derek Osei

Chick-fil-A Chick-fil-A
Crestwood Medical Group  Phone:(512) 555-0...  atorres@crestwoodmed.com Angela Torres

Chipotle Chipotie
Eastwood Capital Group  Phone:(512) 555-0...  p.nair@eastwoodcapital.com Priya Nair

Costco Costco
Evergreen Hospitality Gro Phone:(512) 555-1 t.hayashi@evergreenhospitality...  Tomoko Hayashi

veron s i (342) yashieverg prally Lnl Dell Technologies Dell Technologies Phone:(800) 555-0...  business@dell.com Business Sales

—e 6 6 06 6 e 6 e o6 o

\ \ 5
Customer Name Contact Information Email Address ‘ Primary Contact Billing Addrest Shipping Address Vendor Name Company Name | | Contact information Email Address Primary Contact || Biling Address || Account Number
Business or individual | | Primary phone number | | Email used for sending | |  Contact person for Address used for Address used for Vendor or supplier | | Vendor’s company Phone number for Email for bills, Contact person Address used for Account number
customer name. for communication. invoices and updates. the customer. ‘ billing and invoicing. | | shipping (i applicable). name. name, ‘ vendor support statements, or updates.| | at the vendor. billing purposes. used by the vendor
| L J | | |  applicable). |
REPORT COMPONENTS REPORT COMPONENTS
o Customer Name Business or individual customer name. o Vendor Name Vendor or supplier name.
e Contact Information Primary phone number for communication. e Company Name Vendor's company name.
o Email Address Email used for sending invoices and updates. e Contact Information Phone number for vendor support.
° Primary Contact Contact person for the customer. o Email Address Email for bills, statements, or updates.
e Billing Address Address used for billing and invoicing. e Primary Contact Contact person at the vendor.
o Shipping Address Address used for shipping (if applicable). o Billing Address Address used for billing purposes.
° Account Number Account number used by the vendor (if applicable).

PROFESSIONAL NOTE PROFESSIONAL NOTE

Maintaining accurate customer information is an essential bookkeeping practice. Maintaining accurate vendor information is an essential bookkeeping practice.

Organized records improve data integrity, streamline daily workflows, and provide reliable Organized records improve data integrity, streamline daily workflows, and provide reliable

information for financial reporting and business decision-making. information for financial reporting and business decision-making.

Figure 4. Customer Contact List - QuickBooks Online

Overview

The Customers & Vendors lists serve as the central database for all business contacts.
Maintaining complete and organized profiles supports efficient sales, purchasing, payment
tracking, and financial reporting within QuickBooks Online.

Business Benefits

Well-maintained customer and vendor records improve communication, simplify transaction
processing, and support accurate Accounts Receivable and Accounts Payable reporting. They
also reduce duplicate entries and improve operational efficiency.



Sales Workflow

QuickBooks Online Invoice

0 Create a customer invoice.

Y
: \ P e
Crestwood Medical Group | V| Payee Details 3¢

storres@crestwoodmed.com

Co/Bee
Bill to Invoice no. INV-003
Angela Torres Terms Net 30 v
Crestwood Medical Group Invoice date 01/10/2025 8
C
Due dat 01/24/2025 {
Edit Customer T i]
e Enter the products or services provided.
# Product/service Description oty - P
1 Services Compliance Training Workshop (4 hes) 1 2,200.00 $2,20000 i
2 0]
Add product or setvice | v Cloar all ines Cloar Linked Lines (Keop Link) Run Price Rules | Recreate Lines (Keep Link on Transaction)
e Review invoice details and payment terms.
Subtotal $2,200.00
Payment instructions Sales tax (3) Set up
Tell your customer how you want to get paid
Invoice total $2,200.00

+ Charge a deposit
Note to customer Payment on 02/05/2025 $1,000.00

Thank you for your business.

Balance due $1,200.00

o Save and send the invoice.

e Record customer payment upon receipt.

Balance due (hidden): $1,200.00
Partially peid Amount paid (hidden): $1,000.00

PROCESS PROFESSIONAL NOTE

The sales workflow includes:
Following a standardized

Create a customer invoice.

Each comploted sales workflow ensures

Enter the products or services provided, transaction updates customer transactions are

Accounts Receivable,

Review invoice details and payment terms. properly documented,
records revenue, and e
) reduces billing errors, and
Save and send the invoice. maintains an accurate Y )
: supports reliable financial
customer payment history,

Record customer payment upon receipt. reporting.

0000

Figure 5. Sales Workflow Using Customer Invoice - QuickBooks Online
Overview
The Sales Workflow outlines the process of recording customer sales transactions, from
creating invoices to receiving customer payments. Following a structured workflow helps
ensure revenue is accurately recorded and customer balances remain up to date.

Professional Note
Following a standardized sales workflow ensures customer transactions are properly
documented, reduces billing errors, and supports reliable financial reporting.



Expense Workflow

EXPENSE WORKFLOW: VENDOR BILL

QuickBooks Online Bill

o Create a vendor bill,

< Bill #BILL-011 2 L]

CETTS— Y1200
Payee Detals Sebadole mnbre payment Mok 00 pasd

Carwe bor Toams B9 Poy ATH ind

e Enter expense details and account categories,

¢ CAMGORY DESCRPTION AMOUNT
1 software Substription Casva Pro Team Plan - Feb $12000 0
~
b4 e Clear ol St Capont CSV Total $120.00

9 Review payment terms and due dates.

Semo Attachments

Add amachrremt

Copy Names Ts Mare Copy Togn To Mame
Copy Descrptiona Te Mema
Cepy Mamo to Desaiptiora

O sove the bill.

e Record bill payment when the obligation is settled.
$120.00

Schadole arioa peprest [EEEVICUSES

PROCESS PROFESSIONAL NOTE

The expense workflow includes: Recording bills and

Create a vendor bil Each comploted payments through a

transaction updates consistent workflow

Enter expense details and account categories

Accounts Payable, promotes accurate
Review payment teerms and due dates records business exponse reporting,
opanses, and
Save the bill strangthens intemal
Mantaing an accuate
controls, and helps

o000@Q

Recoed bill payment when the obligation vandor payment story

= settled

maintain reliable

financiaé records
Figure 6. Expense Workflow Using Vendor Bill - QuickBooks Online

Overview
The Expense Workflow outlines the process of recording vendor bills and payments to ensure
business expenses are accurately classified and reflected in the company's financial records.

Professional Note
Recording bills and payments through a consistent workflow promotes accurate expense
reporting, strengthens internal controls, and helps maintain reliable financial records.



Banking

Banking — Banking Center Overview

Bright Path Consulting LLC Q Navigate. Find transactions, contacts, help, reports, and more. A Contact expens. 6 @ @ 0 & O

AL APPS .
Bank transactions

o @ Accounting ~ e
+» Bank @ Checking - Chase Bank v RN % Give feedback | Requests

2 Add or Link Account

Access Integration transactions
Banking Center

Add expenses or link

u Receipts Checking - Chase Ba. ° J PTaREpem——  epanies 5
PR e O Reconcie Bank: $0.00 4 View the account balance Secsiins
from the left Rules Posted: $254,368.33 C 1m0 and last updated date.
menu. Chart of accounts

Recurring transactions Pending (0) m Excluded |
| Sl | G35 b e
My accountant —

e i Intuit Experts carch Qe @|mmmon v | Fiter vsasm o[ 1 Jote> B B @Y it |
eview Activi
8 . 4 © Expenses & Bills v Search transactions
View uans_mm:; b:d ° O Date Bank Description Spent  Received  FromTo ©  MatehCategory Transaction Posted ¥ Action and filter by date
status: Pending, Posted, Sales & Get Paid -
rmm—— or type.
or Excluded. . 122025 Chis Morales $4,000.00 +  RWE  Owner's Draw (& a0] Expense 12/31/2025 Undo
ustomer Hub ~ —
& ok & 12312025 Iterest Earmed $1684  Select +  RWE  Otherincomeiinter (& 0] Deposit 1273112025 Undo
127302025 Bright Future Nonprofits $4.500.00  Bright Future Nonprofits +  Matched Payment 12/30/2025 Undo
@ Team ~ 'BRONT FUTURE NOKPRORITS.
Evergroen Hospitality Group vergreen Hospital ayment 12/ S Y
© soies Tox 3 1203072025 | Evergroen Hosplally Geou $520000  Evergreen Hospitally Growp  +  Matched Payment 12/30/2025 Und e
[ o Select vendor er’s Draw (& aumo] Expense 127297 ndo R
© Business Tax v 122025 G s cvms womnes 50000 et + |/ Owers O (8 awro] Expense 1212972025 Und Match existing
Mo transactions or
. % 1212972025 b $312.99 Amazon +  RWe  Computer & Tech. & auto| Expense 12/29/2025 Undo
@ Lending ey (5 ao] categorize new
vazzs | Checkn 1072 29900 Linkedin Corp + Mahed Bl Payment 1272872025 Undo ones
12/26/2025 f:v_t::‘ $780.00  Select customer +  RUWE  Consulting Revenu © auto] Deposit 12/26/2025 Undo
PROCESS PROFESSIONAL NOTE
o Access Banking Center Go to Banking > Bank transactions.
Regularly reviewing and categorizing bank transactions
e Select Bank Account Choose the bank account to review transactions. : . :
ensures accurate books and supports reliable financial
o Import Bank Transactions Bank transactions are automatically imported through bank feed. reporting. Matching transactions reduces duplicates and
(You can also use “Link account” to add accounts.) helps maintain a clear audit trail of all cash activity.
o Review Downloaded Activity Transactions are displayed in Pending, Posted, or Excluded tabs.
©  Match Existing Transactions Match downloaded transactions to existing records in QuickBooks.
© TP
o Categorize New Transactions Add new transactions and assign the correct category, customer/vendor, or account. - g s
Review bank transactions daily or weekly to keep your
o Confirm & Reconcile Ensure all ions are reviewed and bal are books up to date and avoid month-end backlogs.

Figure 7. Banking Center — QuickBooks Online
Overview
The Banking Center connects financial institutions to QuickBooks Online, allowing transactions
to be imported and categorized efficiently. It serves as the primary workspace for managing daily
banking activity. This process keeps accounting records synchronized with actual bank activity.

Business Benefits
Connected bank feeds reduce manual data entry, improve bookkeeping efficiency, and provide
timely financial information for business owners.
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Bank Reconciliation

Bank Reconciliation — Reconcile History (Example)

@ Bright Path Consulting LLC Q_ Navigate. Find transactions, contacts, help, reports, and more. Rcoactepes B @ @ O ©® © @
@ Chunofaccouns 1 Bank egiser / Reconle > Back o Banking > Reconlle History
Croate
0 Checking - Chase Bank [
Expense | v RS ‘ v
Boskmerks  Statement ending date: December 31, 2025 5
Compare Beginning Balances $254,368.33 s $254,368.33
STATEMENT ENDING BALANCE CLEARED BALANCE
Verify that the statement ° $0.00
ending balance matches the .
< $254,368.33 $0.00 $0.00 DIFFERENCE
cleared balance and review - -+
BEGINNING BALANCE 0 PAYMENTS 0 DEPOSITS N
the beginning balance >
used for the reconciliation. 2 ConfemmZero Difterence
: A $0.00 difference confirms
s Match Deposits and Withdrawals 5 book pgred ik ke
Review total payments (withdrawals) Bk ibaceit
£33 x and deposits that cleared during =
nt endins Lost Clcks
Alapps v Stategiancncing dates Cleacfitec/ Vidw.al the statement period. Payments | Deposits n s ®
)
ATE & CLEARED DATE  TYPE REF NO. ACCOUNT PAYEE MEMO PAYMENT (15D) DEPOSIT (USD)
0170172025 V003 Services Walkin Cient Voided - Q8A Coaching Session (group) 000

Tﬁ o o| Investigate Discrepancies

If the difference is not zero,
Identify Outstanding Transactions review individual transactions

Review all items that cleared during the and detals to identify and
statement period and ensure nothing is missing.

RECONCILIATION PROCESS PROFESSIONAL NOTE

Comparing Beginning Balances Verify that the statement ending balance matches the cleared balance and that the beginning
balance is correct.

correct any issues.

Performing bank reconciliations regularly ensures the
accuracy and integrity of financial records. It helps
Matching Deposits and Withdrawals Ensure all payments (withdrawals) and deposits on the bank statement are recorded in QuickBooks. identify errors early, prevents duplicate transactions,
and provides confidence that the company’s cash

Review cleared transactions to ensure all activity on the bank statement is included. Balances are accirate.
Investigating Discrepancies If the difference is not zero, review transactions, dates, and amounts to identify and correct errors
or missing items. —
Y TP
Confirming a Zero Difference A $0.00 difference confirms that the books agree with the bank statement.

Reconcile your bank accounts monthly or before
preparing financial reports for the most accurate
results.

o © 0000
N
&
:
2

SUCCESS: A successful reconciliation verifies that QuickBooks accurately reflects the bank’s records.
Figure 8. Bank Reconciliation Summary - QuickBooks Online

Overview

Bank Reconciliation compares the company's accounting records with the official bank
statement to verify that all transactions have been accurately recorded.

A successful reconciliation verifies that QuickBooks accurately reflects the bank's records.

Business Benefits
Routine reconciliations improve financial accuracy, detect errors early, and help identify missing
or duplicate transactions before financial reports are prepared.
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Profit & Loss Report

PROFIT & LOSS REPORT

Bright Path Consulting LLC

a——» Vv Income
L=

Consulting Revenue
Services

Total for Income

{ Gross Profit

7

|_» ‘v Operating Expenses

Advertising & marketing
Bank Charges & Fees
Computer & Technology
Insurance

Internet & Phone

Meals & Entertainment
Office expenses

Office Rent

Office Supplies
Professional Fees
software Subscription
Travel

Travel — Fuel
Uncategorized Expense
Total for Expenses

Net Operating Income
o——> v Other income
v Other income
Interest income
Total for Other income
Total for Other Income

Net Other Income

e——b Net Profit

January-December, 2025

Total

38,810.00
351,200.00
$390,010.00

$390,010.00

3,868.00
342.00
2,060.90
3,840.00
2,160.00
2,078.95
63.40
26,400.00
2,943.00
5,200.00
13,098.98
1,721.00
1,879.75
87.50
$65,743.48

$324,266.52

3.47
98.34
$101.81
$101.81
$101.81
$324,368.33

Overview

REPORT COMPONENTS

Total revenue earned from consulting
Income Y \ )
services and other services provided.

Gross Profit Total ir?come before deducting
operating expenses.

All the costs incurred in the day-to-day

Operating Expenses
P 9Expe operations of the business.

Additional income earned outside of

Other income : A
the core business operations.

The final profit after all expenses and
Net Profit i B

other income.

PROFESSIONAL NOTE

Reviewing the Profit & Loss Report

regularly helps ensure transactions

are properly categorized and provides
valuable insight into the financial
performance of the business.

Figure 9. Profit & Loss Report — QuickBooks Online

The Profit & Loss Report summarizes the company's income, and operating expenses
over a selected reporting period. It measures the overall profitability of the business.

Business Benefits
Routine review of the Profit & Loss Report improves financial visibility, supports accurate
income and expense monitoring, and helps identify trends before making business

decisions.



Balance Sheet

BALANCE SHEET
Bright Path Consulting LLC

Total

n Assets
> v Assets

Resources owned by the

v Current Assets :
business that have future

v Bank Accounts economic value.
Checking - Chase Bank 254,368.33
Total for Bank Accounts $254,368.33
: B} Lviities
v Accounts Receivable
Amounts the business owes
Accounts receivable 40,800.00
to others as a result of past
Total for Accounts Receivable $40,800.00 transactions.
Total for Current Assets $295,168.33

v Fixed Assets

Office equipment 1,299.00 Owner’s Equity

The owner's residual interest

Office Furniture 1,360.00
in the business after liabilities
Total for Fixed Assets $2,659.00 atodietiuctad fommasats:
Total for Assets $297,827.33
e-_-’ v Liabilities The accounting equation
v Current Liabilities @ Assets = Liabilities + Equity

should always remain
v Accounts Payable

balanced.
Accounts payable 4,779.00
Total for Accounts Payable $4,779.00 ~ ~
Total for Current Liabilities $4,779.00

Total for Liabilities $4,779.00 PROFESSIONAL NOTE
e—-’ v Equity

Maintaining an accurate

Opening balance equity 680.00 Balance Sheet is
Owner's Draw -44,500.00 fundamental to reliable
Owner's Equity 12,500.00 financial reporting and

< < confirms that all business
Retained Earnings

transactions have been

Net Income 324,368.33
properly recorded.
Total for Equity $293,048.33
&
Total for Liabilities and Equity $297,827.33

Figure 10. Balance Sheet Report — QuickBooks Online
Overview
The Balance Sheet presents the company's financial position at a specific point in time by
summarizing assets, liabilities, and owner's equity.

Business Benefits
The Balance Sheet helps business owners evaluate liquidity, financial stability, and overall
business health while supporting informed financial planning.



Accounts Receivable Aging

A/R AGING DETAIL REPORT

Bright Path Consulting LLC
As of December 31, 2025

Date Transaction type Num Customer full name Due date Amount Open balance

e Over 90 Days (5)

01/10/2025 Invoice INV-003 Crestwood Medical Group 01/24/2025 2,200.00 1,200.00
02/10/2025 Invoice INV-009  Greenfield Law Group 02/24/2025 2,600.00 2,600.00
02/12/2025 Invoice INV-010 Crestwood Medical Group 02/26/2025 2,800.00 2,800.00
02/18/2025 Invoice INV-011 Pinnacle HR Solutions 03/04/2025 1,900.00 1,900.00
04/18/2025 Invoice INV-025 Vertex Financial Group 05/02/2025 4,500.00 4,500.00
Total for Over 90 Days $14,000.00 $13,000.00

QO s1-900ays ()
10/19/2025 Invoice INV-067 Evergreen Hospitality Group 11/09/2025 6,500.00 6,500.00
Total for 61 - 90 Days $6,500.00 $6,500.00

€ 31-60pays 3

11/13/2025 Invoice INV-073 Pacific Rim Trading Co 12/04/2025 4,900.00 4,900.00
11/18/2025 Invoice INV-074 Eastwood Capital Group 12/09/2025 5,500.00 5,500.00
12/11/2025 Invoice INV-080 Eastwood Capital Group 12/29/2025 6,100.00 6,100.00
Total for 31 - 60 Days $16,500.00 $16,500.00

© 1-300as ()

12/17/2025 Invoice INV-081 Clearwater School District 12/31/2025 4,800.00 4,800.00
Total for 1 - 30 Days $4,800.00 $4,800.00
o Current (0)
No transactions in this aging period.
Total for Current $0.00 $0.00
A TOTAL $41,800.00 $40,800.00 )

REPORT ORGANIZATION PROFESSIONAL NOTE

Customer balances are grouped into aging periods

such as: Regularly reviewing

Accounts Receivable

o Current :
Aging helps reduce
e 1-30 Days This organization helps

e S1=00iDays customer balances. d 3
o 61-90 Days procedures, and supports

healthy cash flow.

overdue invoices,

monitor overdue .
strengthens collection

e Over 90 Days

- o - J
Figure 11. Accounts Receivable Aging Detailed Report - QuickBooks Online

Overview
The Accounts Receivable Aging Report summarizes outstanding customer invoices based on
the length of time they have remained unpaid.

Business Benefits
The report supports effective collection efforts, improves cash flow management, and identifies
customers requiring follow-up.



Accounts Payable Aging

A/P AGING DETAIL REPORT

Bright Path Consulting LLC
As of December 31, 2025

Date Transaction type Num Vendor display name Due date Pastdue v Amount Open balance

© oversopays (2

\ 02/14/2025 Bill BILL-010  LinkedIn Corp 02/28/2025 512 299.00 299.00
02/18/2025 Bill BILL-011  Canva for Teams 03/04/2025 508 120.00 120.00
Total for Over 90 Days $419.00 $419.00

QO 61-%Days (1)
10/19/2025 Bill BILL-065 Canva for Teams 11/03/2025 264 120.00 120.00

Total for 61 - 90 Days $120.00 $120.00

€ 31-60Days (2

11/19/2025 Bill BILL-072  Canva for Teams 12/10/2025 227 120.00 120.00
11/22/2025 Bill BILL-073  Lux HR Contractors LLC 12/13/2025 224 1,800.00 1,800.00
Total for 31 - 60 Days $1,920.00 $1,920.00

© 1-30Days (2)

12/18/2025 Bill BILL-079 Canva for Teams 01/05/2026 201 120.00 120.00
12/20/2025 Bill BILL-080 Lux HR Contractors LLC  01/08/2026 198 2,200.00 2,200.00
Total for 1 - 30 Days $2,320.00 $2,320.00

@ current (0)

No transactions in this aging period.

Total for Current $0.00 $0.00

‘ TOTAL $4,779.00 $4,779.00

REPORT ORGANIZATION

PROFESSIONAL NOTE

Vendor balances are categorized into: ‘
Reviewing Accounts
o Current Payable Aging regularly
a 1-30 Days This report assists ensures vendor
in monitoring payment obligations are managed
© 31-60Days B | S
obligations and | responsibly while
o 61-90 Days due dates. supporting accurate
e Over 90 Days l liability reporting.
. % S ¥ = J
Figure 12. Accounts Payable Aging Detailed Report - QuickBooks Online
Overview

The Accounts Payable Aging Report summarizes outstanding vendor bills based on the amount
of time they have remained unpaid.

Business Benefits
The report helps businesses manage cash flow, prioritize vendor payments, avoid late fees, and
maintain strong supplier relationships.



Bookkeeper's Analysis

Overview

« The Bookkeeper's Analysis provides a professional review of the company's

accounting records after completing the bookkeeping process. It highlights
observations, verifies data accuracy, and identifies opportunities for
improvement.

Analysis Performed

The review includes:

Financial statement analysis

Bank reconciliation verification
Review of account balances
Identification of unusual transactions
Assessment of bookkeeping accuracy

The analysis helps confirm that the accounting records accurately reflect
business activity.

Business Benefits

A professional bookkeeping review improves financial reliability, supports
management decision-making, and identifies issues before they affect financial
reporting.

Professional Note

Providing analytical observations demonstrates that bookkeeping extends
beyond data entry. It reflects a commitment to maintaining accurate records and
delivering meaningful financial insights to business owners.
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Internal Controls & Best Practices

Overview

* Internal Controls & Best Practices establish procedures that safeguard company assets,
promote accurate financial reporting, and reduce the risk of errors or fraud within the
bookkeeping process.

Best Practices

* Key controls include:

* Regular bank reconciliations

* Timely transaction recording

* Consistent account categorization

» Separation of duties when practical

e Supporting documentation for all transactions
* Periodic review of financial reports

* Useraccess and permission management

* These procedures strengthen the integrity of the accounting system.
Business Benefits

* Strong internal controls improve financial accuracy, enhance operational efficiency, support
regulatory compliance, and provide business owners with greater confidence in their financial
information.

Professional Note

* Implementing sound internal controls is an essential responsibility of a professional
bookkeeper. Consistent bookkeeping procedures help maintain reliable records, minimize
risk, and support long-term business success.
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Deliverables

Monthly Financial Reports

Profit & Loss

Balance Sheet

Accounts Receivable Aging
Accounts Payable Aging
Bank Reconciliation Report
General Ledger Review

Bookkeeping Notes & Recommendations

Every month my client receives:
v’ Profit & Loss

v' Balance Sheet

v" Bank Reconciliation

v Accounts Receivable Aging

v" Accounts Payable Aging

v' General Ledger Review

v" Notes and Recommendations



Professional Experience
Billing & Project Coordinator (Remote)

U.S. Electrical Contracting and Wiring Installation Company | Brooklyn, NYC
September 2025 - Present

| support daily business operations through billing coordination, project documentation,
QuickBooks Online support, and financial record management for a U.S.-based electrical
contracting company.

Key Responsibilities

* Assisted with QuickBooks Online company setup, including company information,
Chart of Accounts organization, Products & Services setup, and customer records.

* Prepared customer estimates and invoices based on project specifications,
construction plans, and service requirements.

* Maintained organized billing documentation and supported accurate tracking of
project-related financial information.

* Monitored contractor work hours, labor costs, and project progress to support project
tracking and management reporting.

* Tracked tenant rent payments using Rent Manager property management software and
maintained accurate payment records.

* Supported management with administrative reports, project documentation, and day-
to-day operational coordination.

Accounting Support | Junior Bookkeeper

Aderans Philippines Inc. | Philippines
Microsoft Dynamics 365 Business Central
January 2024 - January 2025

Provided accounting support by maintaining accurate financial records, processing
transactions, and assisting with reporting activities within a corporate accounting
environment.

Key Responsibilities

* Managed petty cash transactions, replenishments, and expense documentation while
ensuring compliance with company procedures.

* Processed accounts receivable transactions, monitored collections, and maintained
accurate customer account records.

* Assisted with invoice preparation, customer account reconciliation, and financial
documentation.

* Recorded accounting transactions using Microsoft Dynamics 365 Business Central.
* Supported payroll preparation, inventory audits, and financial reporting activities.

* Coordinated with internal departments to ensure complete and accurate financial
records.
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Professional Experience

QuickBooks Online Bookkeeping Training & Case Study Experience

QuickBooks Online Training Program | 2026

Completed hands-on QuickBooks Online bookkeeping training focused on the complete
bookkeeping cycle using a sample company environment.

Key Activities

Configured and reviewed QuickBooks Online company settings.

Organized Chart of Accounts and maintained customer and vendor records.
Recorded sales and expense transactions.

Performed bank reconciliation activities for a full-year accounting period.
Reviewed Accounts Receivable and Accounts Payable Aging reports.

Prepared and analyzed financial reports, including Profit & Loss and Balance Sheet.

U.S. Tax Preparation Internship

Borderless Accountant | January 2026 - Present

Currently completing a structured U.S. Tax Preparation Internship focused on individual
and business taxation.

Key Activities

Prepared mock U.S. tax returns, including Form 1040, Form 1065, and Form 1120-S
exercises.

Applied IRS tax concepts and tax preparation procedures through case-based
activities.

Developed familiarity with professional tax preparation software, including Intuit
ProConnect Tax, Drake Tax, and CCH Tax.

Continuing to develop skills in tax documentation, workflow management, and client-
focused tax preparation processes.



Professional Profile

| am an accounting professional with experience supporting U.S.-
based business operations through billing coordination, project
documentation, financial record management, and accounting
support. In my current role as a Billing & Project Coordinator for a
U.S. electrical contracting company, | assist with QuickBooks Online
company setup, customer records, estimates, invoicing, billing
documentation, labor cost monitoring, and project tracking.

| have also completed QuickBooks Online bookkeeping training, where | developed
practical experience in performing the complete bookkeeping cycle through a case
study environment, including company setup, Chart of Accounts organization,
customer and vendor management, transaction recording, bank reconciliation, and
financial reporting using QuickBooks Online.

With a Bachelor’s degree in Management Accounting and previous corporate
accounting experience using Microsoft Dynamics 365 Business Central, | combine
accounting knowledge with hands-on experience in remote business operations. | am
currently expanding my expertise in U.S. tax preparation through a structured
internship focused on individual and business taxation, tax software applications, and
professional tax workflows.

My goal is to provide accurate, organized, and reliable accounting support to U.S.
businesses and accounting firms by applying strong attention to detail, continuous
learning, and a process-driven approach.

Career Goals

| aim to build a career as a U.S. accounting support professional specializing in
bookkeeping and tax preparation assistance. My goal is to help small businesses and
CPA firms maintain organized financial records, improve bookkeeping processes, and
support tax preparation workflows through accurate documentation and reliable
accounting support.

By continuously developing my skills in QuickBooks Online, financial reporting, and
U.S. taxation, | strive to become a dependable long-term partner for businesses that
need efficient and detail-oriented accounting assistance.

Accounting & Tax Software

QuickBooks Online | Xero | Intuit ProConnect Tax | Drake Tax | CCH Tax

Productivity & Collaboration

Microsoft Excel | Google Workspace | Slack | Zoom | Google Meet| | Loom

Professional Contact

LinkedIn : www.linkedin.com/in/giannilycapascual-bookkeeper-quickbooks-gbo-xero

Email : giannilycapascual@gmail.com
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