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Welcome to
Big E-Z e Monthly Bookkeeping

for Microsoft  Excel

Overview

Big E-Z® Monthly Bookkeeping is designed and priced for the smallest of
businesses. This highly efficient software will enable you to track actual income
and expenses and to compare against budgeted amounts. Not only can you
record the checks you write but also any cash and credit card spending too. It
takes only minutes to reconcile with your bank account statements using Big E-
Z® Monthly Bookkeeping. All of this will help you keep simple, accurate records
and stay organized for tax time.

The automatic charts provide an E-Z view of your income and expenses. Once

you know how much money is coming in each month you’ll have a better idea of
how much you will have to pay bills and how much to budget for new pursuits to
grow your business. This will help you overall to make better financial decisions.

Microsoft® Excel 2003 or newer is required for Big E-Z® Monthly Bookkeeping.

Basic Worksheets

Big E-Z® Monthly Bookkeeping is composed of eight worksheets:

The Settings worksheet is for recording your business name and month and
year of your records.

The Deposits worksheet is for recording all of your bank deposits.
The Checks worksheet is for recording all checks and debit card spending.

The Cash&Charges worksheet records all cash or charges used for business-
related expenditures.

The Bank Reconciliation worksheet enables you to verify your Checkbook
Balance each month and to be sure you and the bank agree. This worksheet is
important to verify the accuracy of your records on a regular basis.

The Profit&Loss worksheet is a summary of your income and expenses for the
month. It provides you with the information needed to determine your quarterly
estimated income tax payments and complete your annual tax return.

The Chart — Expenses is a visual display that helps you compare actual
expenses to budgeted expenses.

The Chart — Income is a visual display that helps you compare actual income to
forecasted income.



Additional Buttons

To make the Big E-Z experience E-Z for you we've created a unique help feature
to assist you with your bookkeeping. The Show Help/Hide Help button will help
you to enter information into the correct areas on each of the worksheets. Each
worksheet has its own Show Help button, which must be turned on and off
individually. For more information on the Show Help button please see Page 20.

The Print button will give you a preview of the report you are about to print. Print
only the pages you need by entering the appropriate page number in the Print
Range section of the Print dialog box. The Big E-Z default print settings are
designed to create user friendly reports but you may need to make adjustments
to the settings on Microsoft® Excel's Page Setup. If you would like to return to
the Big E-Z default print settings do the following: open a new Big E-Z workbook
(see Page 6), click on the desired worksheet tab, click on Print Report, and then
Setup to view the Big E-Z Page Setup settings.

Making Changes

Changes to the category titles are made on the Deposits worksheet and Checks
worksheet. These changes automatically flow through to the Cash&Charges
worksheet and Profit&Loss worksheet. Change category titles at the beginning
of the year only. There are blank columns to add categories throughout the year.
Once they are added they should not be changed.

Please note: Changing category titles during the year will cause totals to be
incorrect.

The flexibility of Microsofte Excel allows the experienced user to create formulas
that add further automation and functionality. Please note: Big E-Z Bookkeeping
Co. does not provide customer support in regards to adding, deleting, or
changing formulas, or returning the program to original form as a result of added
formulas or program modifications.

Set Up My Categories Workbook

Once you have determined which categories to track it is a good idea to set up a
My Categories (or master copy) workbook. You may do this by opening a blank
workbook then change the column titles to reflect the categories you will need to
track throughout the year. Before you start entering in data use the Save As
command to save it as “My Categories” or something similar. This will save you
time from having to change the column titles each time you open a new monthly
workbook.



Getting Started

Open and Name a Workbook

Start by opening a workbook. Go to Start, Programs, Big E-Z to run the program.
You will receive a Security Warning asking if you want to Disable or Enable
macros. You must choose ENABLE to run the Big E-Z software. Then you will be
asked to enter your License Key (or Serial Number, if downloaded) Code.

Once it's open you need to name it by clicking on File, Save As and typing in a
file name such as BusinessNameJanuary200X. You will want to open a new
workbook each month and repeat the instructions above. It is a good idea to
keep all of your Big E-Z® Monthly Bookkeeping workbooks in one folder. To do
this click on File, Open, then click on the yellow folder icon (create new folder),
type in a name like Big E-Z Workbooks and click OK.

Complete the Settings Worksheet

Fill in the Settings worksheet with your name, month and year of records. This
information will print on all the forms.

Choosing Column Titles

The selection of appropriate categories for column titles deserves careful
attention and will vary from user to user. Big E-Z® Monthly Bookkeeping comes
preset with common income and expense categories that can be customized (or
in the case of blank columns--added to) by clicking the box and typing in a new
category. This can only be done on the Checks worksheet and Deposits
worksheet. You may wish to leave one or two blank columns for new categories
that may arise during the year.

A thoughtful and thorough set up will help ensure productive use of Big E-Z®
Monthly Bookkeeping. It is advisable to spend some time considering the
different income and expense categories that you will track in order to make good
financial decisions. Make sure that you set up enough categories so that you can
track important information, but not so many that it would be cumbersome, for
example having a category for “supplies” may be too broad, “pencils”, “paper
clips”, “hammers”, “wrenches”, etc. too detailed, “office supplies” and “tools and

supplies” will be just right for most businesses.

Once a category is assigned to a column it must remain assigned to that column
for the entire year to properly reflect on the Profit&Loss report in the Summary
workbook (See Summary Workbook on Page 18). For example, if you have
seasonal expenses such as “lawn maintenance” and “snow removal”, assign
them to separate columns. If you change the “lawn maintenance” column to
“snow removal”, both of these expenses will be summed together in the
Profit&Loss report, not separated as they should be.

Note: Once you have established a list of categories you want to track you may
want to set up a “My Categories” workbook (see previous page).



Determine a Beginning Checkbook Balance

Method A: New Checking Account

Just opened your account? It doesn’t matter what day of the month you opened
your checking account just enter a zero in the Beginning Bank Balance (Beg.

Bal.) area (it appears blank but actually has a zero in it for calculation purposes)
on the Checks worksheet and start entering your checks.

Method B: Existing Account

Choose which month you will start using Big E-Z® Monthly Bookkeeping. Let's
say you decided on July. You will need to do the following:

1) Take the ending balance from the June bank statement

2) Add any deposits you made that do not appear on your bank statement

3) Subtract any checks written that do not appear on your bank statement

4) Record this amount (the Adjusted Bank Balance) in the Beg. Bal. cell on the

Checks worksheet. See screenshot b
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Entering Data

Now you are ready to enter your data. You may only enter data in the blank/white
areas of the worksheets. The color-shaded areas are locked and will
automatically calculate and transfer totals for you. Enter negative amounts by
placing a minus ( - ) sign before the amount. Follow the Show Help button
instructions on each worksheet to help you when entering data.

Blank Columns

There are 6 blank columns located on the Checks worksheet and 6 blank
columns on the Deposits worksheet. Whichever categories you decide to use for
the blank columns will automatically appear on the Cash&Charges worksheet
and the Profit&Loss worksheet. If you run out of blank columns you may use the
Miscellaneous columns.
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Deposits Worksheet

This is what the Deposits worksheet looks like after entering deposits. Make
sure to enter your deposit amounts under the appropriate income category. The
Deposits Total automatically appears on Row 2 of the Checks worksheet. The
Checkbook Balance is automatically updated with every deposit you record.
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Checks Worksheet

This is what the Checks worksheet looks like after entering checks. Make sure to
enter your check amounts under the appropriate category.
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Cash&Charges Worksheet

This is what the Cash&Charges worksheet looks like after recording cash and
credit card expenditures. Make sure to enter your cash or charge amounts under
the appropriate category.
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Bank Reconciliation—Screenshots

To reconcile your records with the bank statement do the following:

1) Place an “X” next to each deposit (on the Deposits worksheet) that appears
on the bank statement.
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2) Place an “X” next to each check (on the Checks worksheet) that appears on
the bank statement.
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3) Enter the ending bank balance from the bank statement on Row 5 on the
Bank Reconciliation worksheet. Notice the Difference is blank and you are
in balance. If you are out of balance, double-check to make sure the Beg.
Bal. (See instructions on Page 7) you entered on the Checks worksheet is
accurate. Also double-check to make sure that the “X’s” correspond to the
correct deposits and checks.

-



Profit&Loss Worksheet

The Profit&Loss worksheet automatically pulls information from the other
worksheets to summarize your business status. There is a budget column to help
you forecast your income and expenses. You may enter your forecast by category
in the budget column.
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Chart — Expenses
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Chart — Income
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Summary Workbook

To view a Summary Profit&Loss do the following:

1) Open a monthly workbook (call it 200XJan, for example).
2) Create a new summary workbook (call it 200XSummary, for example).

3) In cell 18 on the Checks worksheet (in the 200XSummary workbook), press =
to enter a formula. While in formula mode, click over to the Checks
worksheet (in the 200XJan workbook) and click on the 16 cell under
Purchases. The following formula will be entered into the 200XSummary
workbook: =[200XJan]Checks!$I$6. See screenshot below.

>
-

18
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4) While still in formula mode, remove the $ before the "I" and hit Enter, so the
formula is =[200XJan]Checks!I$6.

5) Now fill right for all other columns. Repeat instructions # 3 & # 4 above for
the Deposit totals too. See screenshot below.

>

6) Do the same in row 9 for February, row 10 for March, etc.

Please Note: The formulas in 200XSummary workbook will be linked to each
monthly page, so if you update those original pages, the summary will
automatically update, too.

Note: If you start using the Big E-Z mid-year you may want to enter summary
totals from your previous bookkeeping system to make sure your Summary
workbook is up-to-date.



Big E-Z Help Feature

To make the Big E-Z experience E-Z for you we've created a unique help feature
to assist you with your bookkeeping. Just click the Show Help button on each
page. This will launch step-by-step instructions right on the screen where you are
working. Arrows point where numbers, hames, dates, and other information
should be entered. See screenshot below:

What You Need To Keep Good Books
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This software contains all that you need to track and categorize your basic
business records. In addition you will need:

Checking account The IRS frowns on “mingling” personal and business funds.
We strongly recommend that you set up a separate checking account for your
business that will be used exclusively for business income and expenses. You
can deposit money from your personal account or withdraw money for your
personal use as long as you clearly identify these transactions as owner deposits
and withdrawals.

Receipts and Receipt file Be sure to get receipts from everyone: the parking
attendant, restaurants, office supply stores, your vendors, etc. Mark the date paid
and check number on all paid invoices and bills from vendors. For filing,
accordion-type A to Z files work well. It is a good idea to keep four types of files:

1. Paid invoices from customers
2. Unpaid invoices

3. Paid bills from vendors

4. Unpaid bills
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Accounting/Tax advice We recommend that you seek the help of an accountant
when you first open your business to determine the correct categories to track
and what reports are required for your specific business. Also see your
accountant at the end of the first year to help you prepare reports and tax
returns. Depending on the complexity of your bookkeeping requirements, some
business owners need to see their accountant quarterly and some yearly. It is
strongly advised to see your accountant at least once a year.

Optional Big E-Z Tools to make your bookkeeping eve  n E-Zer!

Big E-Z Receivables & Payables  This software will enable you to track who
owes you money and to whom you owe money at any given time. Beyond that
you will know how old the invoices are and can sort the information to determine
how many customers you billed in a particular month or quarter. You can also
determine how many customers ordered a particular product or service.

Tracking receivables and payables is critical to cash flow management; if you
know how much money you are expecting to collect from your customers in the
next couple of months you will have a better idea of how much you can pay your
vendors. This will help you make better business decisions.

Big E-Z Payroll Using Big E-Z® Payroll software will enable you to quickly
calculate information to write employee paychecks and track payroll information
to prepare W-2's at the end of the year. You'll need to refer to government issued
tax tables or Internet based payroll tax calculators to determine how much
income tax to withhold from each employee based on their W-4 information. You
can sort the data in Big E-Z® Payroll to obtain the payroll totals you will need to
prepare various payroll reports required throughout the year. This can be a real
time saver! Big E-Z® Payroll makes a great addition to Big E-Z Monthly
Bookkeeping. calculates and records employee wages, hours, overtime, payroll
deductions and net amount to pay your employees. No tax tables included.

Big E-Z Home Budget Manager This software will enable you to track actual
income and spending and compare it to budgeted amounts. Not only can you
record the checks you write but also any cash and credit card spending too. It
takes only minutes to reconcile with your bank account statements using Big E-Z
Home Budget Manager. All of this will help you keep simple, accurate records
and stay organized for tax time. You can easily view your income and spending
habits on the automatic charts provided. Once you know how much money is
coming in each month you will have a better idea of what is left over to save or
spend. This will help you overall to make better personal finance decisions.

Big E-Z Checkbook Allows you to record checks now and input check
information into your software program when it's convenient. Contains
perforated, 3-hole punched check register sheets to record 625 checks, deposits,
payroll deductions and bank balances. Works with optional Big E-Z One-Write
Checks.

Big E-Z One-Write Checks Save time and reduce errors using these handy
One-Write Checks. Write checks once! Information transfers automatically to
page below. 25 checks on a page. Checks snap easily into Big E-Z binder.

Big E-Z Receipt Storage Book File receipts by month or category. Includes 12
receipt storage envelopes and year of record label, in one handy binder.



Here Are Some Bookkeeping Tips To Help You Run Your  Business...
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Keep an audit trail An audit trail is nothing more than a record of all your
invoices and checks in numeric order. The thing to remember is never skip
numbers. Record voided check and invoice numbers in numeric order with all
other checks and invoices, only denote each one that is “voided.” This assures
there will be no gaps in your numerical sequence and leaves a proper audit trail.

Deposit that cash right away It is a good idea to get into the habit of depositing
all cash immediately at the bank once it is received. This ensures that all income
will be properly recorded. Also you will have documented proof of the worth of
your business if and when you decide to sell.

Due date reminders Create a check-off list of all payroll reports you are
required to send and their respective due dates. You'll want to list the following:
Due date—Type of tax—Report number—Government agency—Time period
covered—Submit money, a report or both.

Keep good records Many business owners don't keep good records. Some
don't understand bookkeeping; others understand it, but may be afraid of what
the numbers might tell them. Think of it this way—bookkeeping is the glue that
keeps your business together. If your records aren't in good shape, the business
could fall apart. A healthy business is monitored through its records on a regular
basis so you can find problems and correct them before it's too late.

Keep your records daily With small business tax laws becoming increasingly
complicated, now more than ever you need to keep your finger on the pulse of
your business. At the very minimum, keep track of the basics—income,
expenses, checkbook balances, payroll and receivables. You may think daily
bookkeeping is inconvenient, but if you don't take the time to do it right the first
time, when will you find time to correct it?

Bank statements When opening a business checking account, request a
statement with a month-end cut-off date. This will save you time when reconciling
your records with the bank statement every month. The closer the cut-off date to
the month end, the fewer checks you will need to record as outstanding.

Keep withholdings withheld  Don’t spend the money withheld for taxes! Some
former business owners found out the hard way that this money should be put
aside until they were required to send it to the government. The withholding taxes
are just that—withheld money. The tax money that is withheld from your
employees’ paychecks is not yours to spend. Many business owners feel that
since they have deducted these taxes from their employees’ paychecks, they
may spend this money for other expenses. Wrong! You may find it less tempting
to use withheld money if you transfer it to a savings account until you must send
it to the government.

A common error made in bookkeeping  One of the most common errors made
in bookkeeping is transposing numbers. The secret to uncovering this error is
simple. All errors resulting from transposed numbers are divisible by 9. It's a fact!
For example, you discover your check register is off by $36. The first thing you
should do is divide the amount in question by 9. Since the number 36 is divisible
by 9 (36 divided by 9 equals 4), you would then know to look for a transposition
error. You discover you wrote a check for $926, but you recorded the check as
$962. There you have it! You found a transposition error.



Key Terms
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Here are some terms you will find on the worksheets. You may want to consult
with your accountant to verify which categories to use for your specific type of
business.

adjusted bank balance The amount you arrive at after adding outstanding
deposits and subtracting outstanding checks from the ending balance on the
bank statement. See Page 7.

advertising/promotion  Use this column on the Checks worksheet and
Cash&Charges worksheet to record expenses such as the writing, design and
production of brochures, advertisements in newsletters, magazines, yellow pages
and any other expenses related to promoting your business.

assets Assets are anything the business owns, such as inventory, furniture,
equipment and vehicles, including available cash. Record assets under the
Miscellaneous column.

bank deposit total This column will automatically add all categories across each
row on the Deposits worksheet.

bank reconciliation The process of verifying your Checkbook Balance with the
ending balance on your bank statement. The Bank Reconciliation worksheet
will walk you through this process.

bank & merchant charges Amount banks charge you each month for
maintaining your checking or merchant credit card account. This amount is
found on your bank statement. You will need to record this amount on the
Checks worksheet.

bank statement A record of deposits, checks and service charges that have
cleared through your bank or credit union checking account. The statement is
sent on a monthly basis, and always includes an ending balance. Use the bank
statement when completing the Bank Reconciliation worksheet.

banking information Two special columns on the Checks worksheet used to
update your Checkbook Balance on a daily basis. This is very similar to the
pocket check register most people receive from the bank with their personal
checks.

beginning balance (beg. bal.)  Use this space on the Checks worksheet to
record Last Month’s Adjusted Bank Balance. See instructions on Pages 7.

car & truck expenses Use this column on the Checks worksheet and
Cash&Charges worksheet to record expenses related to operating business
vehicles. (Mileage allowances are recorded under travel & mileage allowance)

cash & charge card purchases This total found on the Profit&Loss worksheet,
transfers automatically from the Cash&Charges worksheet and is comprised of
all business expenses in which cash or charge cards were used instead of
checks.

cash—charge purchase amount  This column will automatically add all
categories across each row on the Cash&Charges worksheet.

check amount This column will automatically add all categories across each
row on the Checks worksheet.

checkbook balance This column will automatically update the checkbook
balance for each transaction entered. You must enter a payee or description for
each transaction.
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checks outstanding  Checks written that do not appear on your bank statement.

commissions Use this column on the Checks worksheet and Cash&Charges
worksheet to record commissions paid to individuals.

contract labor Use this column on the Checks worksheet and Cash&Charges
worksheet to track amounts paid to individuals, for 1099 purposes.

deposits outstanding  Deposits made that do not appear on your bank
statement.

dues & subscriptions  Use this column on the Checks worksheet and
Cash&Charges worksheet to record amounts paid for association dues,
magazine subscriptions etc.

insurance (other than health) Use this column on the Checks worksheet and
Cash&Charges worksheet to record amounts paid for business, auto, liability
insurance etc.

legal & professional Use this column on the Checks worksheet and
Cash&Charges worksheet to record amounts paid to accountants, lawyers and
other professionals.

meals & entertainment  Use this column on the Checks worksheet and
Cash&Charges worksheet to record expenses such as tickets to sporting events
and restaurant bills for taking a client to lunch to discuss present or future
business activity. Consult your accountant on this.

miscellaneous Use this column on the Checks worksheet and Cash&Charges
worksheet to record infrequent expenses that do not fit under a specific, pre-titled
column.

miscellaneous deposits  Use this column on the Deposits worksheet to record
infrequent cash inflows. Miscellaneous deposits may include family money used
to start your business, refundable deposits from a utility company or the sale of
equipment and other assets. You may want to consult with your accountant on
this.

negative amounts Place a minus sign before the number to make it negative.

office supplies Use this column on the Checks worksheet and Cash&Charges
worksheet to record expenses such as office supplies, printing of
letterhead/envelopes, postage and any other expenses related to running your
office.

postage & shipping Use this column on the Checks worksheet and
Cash&Charges worksheet to record amounts paid for stamps, shipping
insurance, freight charges etc.

profit The positive balance that results when total income is greater than total
expenses.



Key Terms

profit&loss worksheet  This worksheet summarizes the income and expense
information from your business. The Profit&Loss worksheet has an extensive
list of categories—they are the same categories found on the tax returns
businesses are required to submit. Some of the categories listed may not pertain
to your business.

NOTE: Many businesses use the profit figure to determine how much they need
to pay in estimated income taxes. If the business is operating at a loss, there
may be no payment due. Consult your accountant or tax professional on this.

purchases Use this column on the Checks worksheet and Cash&Charges
worksheet to record items purchased for resale.

rent & rental equipment  Use this column on the Checks worksheet and
Cash&Charges worksheet to record the amount of rent or lease payments each
month on your equipment, car, office or building location.

repairs & maintenance Use this column on the Checks worksheet and
Cash&Charges worksheet to record amounts paid for repairs and maintenance
of auto, building, equipment etc.

returned items These items are deposited, then returned by the bank and

charged back to your account. Record these amounts as negative amounts
(place a minus sign before the number to make it negative) on the Deposits
worksheet.

taxes Use this column on the Checks worksheet and Cash&Charges worksheet
to record estimated income tax payments, sales taxes, and property taxes.

tools & supplies Use this column on the Checks worksheet and
Cash&Charges worksheet to record the amount of expenses such as paint
brushes if you are a painter, nails and hammers if you are a carpenter and any
other expenses related to performing your trade.

travel & mileage allowance Use this column on the Checks worksheet and
Cash&Charges worksheet to record expenses such as airline tickets, business
mileage, parking fees, hotel stays and any other expenses related to traveling on
business.

utilities & telephone  Use this column on the Checks worksheet and
Cash&Charges worksheet to record expenses such as electricity and gas bills,
telephone, car phone, fax phone line, Internet service etc.

withdrawals, loans, and charge payments Use this column on the Checks
worksheet to record amounts of money you've taken from the business checking
account, loan payments, and partial or full payments to charge card companies.

Happy Bookkeeping!

We certainly hope you enjoy using Big E-Z Bookkeeping Software and will let
your friends and business associates know about our products. Visit us often at
www.bigez.com to view a list of Frequently Asked Questions and to see what’s
new!

Big E-Z Bookkeeping Co., P.O. Box 531707, Livonia, = Michigan 48153-1707 1-734-462-2727
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