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What we will cover

The 5 steps to taking control  of your business finances



Poll 1

What is your Business Structure?
a. Sole trader

b. Partnership

c. Limited Company

d. Something else



Poll 2

What form of bookkeeping do you currently use?
a. Mostly paper-based

b. Mostly spreadsheet-based

c. Branded, cloud-based system

d. Something else
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Elements
of business 

finances
Price of your products/services

Cost of your products/services

Sales income generated

Direct costs

Indirect costs (overheads)

Gross/net/operating profit (or loss)

Cash flow

Funding

Taxes

Etcaa]



5 Pillars of 
Good Business Finance

Improved Finances                Stronger Business              More 
Profit 

Pillar 1 Pillar 2 Pillar 4Pillar 3 Pillar 5

STRONG FOUNDATIONS pgreat products; strong finances; clear direction

Good 
Bookkeeping

Reliable 
Accountant

Robust 
Business 

Model

Adequate 
Funding

Regular 
Oversight 
& Planning



Step 1: Organise your 
bookkeeping

Bookkeeping isthe practice  of recordingand tracking 

the financial transactions of a business



Why bookkeeping is important
It provides  a record of your business transactions psales and expenditure

It provides details of your business performance

It shows you how much profit (or loss) you are making

It provides information for your tax return

It allows you to check on how much you are owed.. and how much you owe

It keeps you financially organised!



3 levels of bookkeeping - compared

In

(1) Mainly paper-based

(2) Mainly spreadsheet-based

(3) Formal (cloud-based) system



(1) Paper-
based 

bookkeeping
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ÅLots of paper

ÅPrinted bank statements

ÅA4 ring binders

ÅBoxes of receipts

ÅPens and pencils

ÅStaplers (and staples)

ÅPaper clips

ÅA calculator

a]ePNP<GGTg!disorganisedat tax return 
time



(2) 
Spreadsheet -

based 
bookkeeping
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ÅSometimes a ledger-based template

Å#PO!PNP<GGT^!DO}N!N@GA-built

ÅLots of formulae, colours and headings

ÅDifferent tabs

ÅStand alone - not linked to anything else

Generally, more organised than paper for tax 
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(3) Formal 
bookkeeping

What it looks like:
Å%DBDO<G!M@>JM?N!RDOC!<!z%<NC=J<M?{!ponline

ÅMore professional e.g.  logo on invoices; monthly 
customer statements etc.

ÅDirect link to your bank account pno manual entry

ÅAccurate, up to date trading information psales 
trends and comparison; profit & cost stock control

ÅLess time spent inputting and more time to 
analyse your business finances

Å1CJI@!"KK!AJM!zJI!OC@!BJ{!=JJFF@@KDIB!psnap 
receipts for digital records

More control over your finances incl. cash flow and 
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Examples only pothers are 
available!!!



Making Tax Digital (MTD)
Making Tax Digital DN!<!F@T!K<MO!JA!OC@!BJQ@MIH@IO}NTax 
Administration Strategy. 

It will require businesses and individuals to:

Å keep digital records

Å use software that works with Making Tax Digital

Å submit updates every quarter, bringing the tax system 
closer to real-time

*O}N!<GM@<?T!DI!KG<>@!<I?!JK@M<ODIB!AJM!7"5!M@BDNO@M@?!=PNDI@NN@N

April 2024 for self-employed business owners, now April 2026



Step 1: Organise your 
bookkeeping

Strongly consider a cloud-based bookkeeping system 
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Step 2 (a): Choose your 
(cloud) bookkeeping

ÅConsider your skillset pwhat system is right for you?

ÅTalk to your friends/colleagues/other business owners

ÅCheck out some videos (YouTube & Bookkeeping websites)

ÅRead and analyse  reviews online (compare A vs B vs C)

Å$C@>F!JPO!OC@!>JNON!e·©aa·ª©!¼!7"5!KHaa]]g

ÅNo contract, cancel any time (usually)

ÅCheck with your accountant pthey often have preferences



Step 2 (b): Set up your 
bookkeeping

1. Register online

2. Set up your business:
ÅAdd your business name

ÅCreate your invoices/receipts from templates

ÅAdd your logo

ÅAdd your products/services

ÅAdd your customers and suppliers

3. Link your bank account and import your transactions

4. Start allocating your transactions from your bank account



Case Study (1) ïoperating in 
the Tourism Sector

Before
ÅPaper-based system (some s/sheets)

ÅFolders full of receipts

ÅBank balance used to manage finances

ÅNo idea about profit until year end

ÅNo visibility on costs

ÅNo budgets set up

ÅTax return time was busy and stressful

After
ÅCloud-based system set up

ÅDirect bank link in placepno manual entry

ÅMonthly profit & loss account to review

ÅFull visibility over sales and costs

ÅAnnual budget developed and tracked

ÅAccountant has direct access online

ÅReady for tax return months ahead

ÅStress reduced



Step 3: How to operate your 
bookkeeping system

ÅSend your invoices (and reminders/statements) by email (no printing and posting)

ÅMatch customer and supplier invoices automatically

ÅReconcile your bank account at least weekly

Å*A!TJP!C<Q@!@HKGJT@@N^!N@O!PK!K<TMJGG!e@Q@I!DA!TJP}M@!OC@!NJG@!?DM@>OJMg!

ÅUse it to complete your VAT return digitally (if registered)

ÅHave your tax return information ready within days of the start of a new tax year

ÅPrepare for Making Tax Digital (April 2026)

ÅUse it as a basis for forward planning and forecasting



Case Study (2) ïoperating in 
the Tourism Sector

Background

Å3 different businesses in group

ÅDevastated by COVID

ÅCash flow dried up

ÅUnder pressure from the bank and other creditors

ÅHad a cloud-based bookkeeping system (QuickBooks) pused mainly for invoices

ÅNot linked to the bank account

ÅNo statements issued to customers




