
00:00:05 Okay. Things are getting really exciting around here now, because in this lesson, 
you're going to see a video with Parker, Stevenson of evolved, finance, walking you through 
how to use the template spreadsheet that we've provided to pull your business income and 
expenses out of your personal bank and credit card statements. So watch this video with Parker 
to see how to use the expense tracking sheet. 
 
00:00:29 So earlier in the module, I had mentioned a spreadsheet where we're going to be 
providing you. That was going to help you pull out all the business transactions from your 
personal accounts. So this spreadsheet is attached to this lesson, lesson three. So go ahead 
and download that because we're going to be taking a look at it. This isn't necessarily the 
funnest part of being an entrepreneur, 
 
00:00:49 but at the end of the year, when your accountant's going to sift through all of your 
statements and try to figure out what they can write off for your business, no, one's going to 
know better what those transactions were for than you. If your accountant, isn't working side by 
side with you, they're going to probably be guessing. And if it's a busy time of year for them, 
 
00:01:07 they might be skipping over things that you would catch yourself. So that's why 
we really recommend that if you've had your business and personal transactions happening in 
your personal accounts, go back, go through your statements, utilize the spreadsheet and do 
the work yourself as much as you can. So then that way, all you have to do is hand it over to 
your accountant and they can run the numbers. 
 
00:01:28 So let's take a look at this spreadsheet and make sure you understand how to 
use it. All right, gang. So we are looking at the expense tracking spreadsheet. So this is a pretty 
simple document. There's nothing complicated going on here. It's essentially split into two tabs. 
We have the business expenses and then we have business income down here as well. 
 
00:01:47 So the first place to start is to type in your company name, do your business 
address. And if you double-click on here, it makes it easy to just highlight and then type in 
whatever you need to type in their phone. Number, email, address, all that stuff. The reason we 
put this here is just cause your accountant's going to get a lot of documents from a lot of 
different clients when tax time comes around. 
 
00:02:06 So this just makes it really easy for them to recognize who this spreadsheet is 
from now, from, from there, what you would need to do is you need to go back into your various 
accounts where business transactions were happening and you would need to download those 
statements. So if you had money coming in and out of your personal checking account, that was 
for the business, 
 
00:02:27 well, then you'll need to go through those statements, same thing for credit cards, 
PayPal accounts, and all that kind of stuff. So once you start scanning through those statements 
and you find transactions that are related for the business, so specifically expenses in on this 



tab, then you'd want to just enter in the information for those transactions. For instance, you'd 
type in the date, 
 
00:02:48 then you'd type in the account. So if you're in your checking account and you use 
Wells Fargo, you'd type in Wells Fargo, checking, then from there, you would want to type in 
who the expense went to because that's important for your account, know who you were paying 
the amount, and then we have an area for notes. So this is just a, 
 
00:03:04 an area for you to better explain some of these expenses to your accountant. If 
they aren't going to be clear about what it is. So for instance, if you were going to write off this 
program that you purchased the shift, you know, you would type in the shift as the vendor or 
evolved finance. And then from there, you know, you'd want to say continuing education or 
entrepreneur course or something along those lines. 
 
00:03:32 So your accountant would know, Oh, okay, that's what that is. Cause they're not 
going to understand what the shift is. If you just type that into vendor names. So I definitely give 
them some explanations. It's just going to improve your chance of getting it written off. If you 
explain it to them. So from there, you just build this list out. 
 
00:03:49 Presumably you'd have it organized by your checking account and a bunch of 
dates. And then you'd probably get to your credit card with a bunch of dates and then a PayPal 
and a bunch of dates and whatever. However, you have your business transactions happening, 
but you have lots of room here to type in all those expenses. So that should be fairly simple for 
you. 
 
00:04:08 It's just a little time consuming. That's all. And then the same thing for business 
income. It's a little simpler, but you know, same deal here. Your accountant may not know. It 
may not be easy for them to see when you had money deposited into your, your account from 
an actual client or customer versus money that was deposited because your friend was paying 
you back for dinner, 
 
00:04:29 or you got a birthday gift from your parents or something like that. So this just 
makes it easy for them to go, Hey, these deposits that hit my checking account, these were for, 
These were for My business. So for instance, you'd put the data in again, you'd say whatever 
checking account it's hitting, where it came from. So a lot of the times you're gonna have money 
transferring from PayPal into the account, 
 
00:04:53 or maybe Stripe. Sometimes you might get a, an actual check written from a 
customer client. So you'd want to put the customer client's name down that the check came 
from, but whatever. However, the money got deposited into the bank, just let it know who it was 
from the amount. And then again, if you need to make any explanations about why you received 
the money or what it was for, 
 



00:05:17 this is a good place to write it in the note section. So pretty simple stuff here, 
guys. Again, it's, it's, it's a little bit of work it's a little bit time consuming, but it can be really, 
really valuable at the end of the year to make sure you're maximizing your tax. Write-offs 
because it's also just going to reduce the amount of time your accountant needs to spend on 
your account, 
 
00:05:36 which means that it's going to save you a little money. If they're charging you by 
the hour, learning how to use the expense tracking spreadsheet is really the last piece of 
module one. Now that you have a better understanding of how to create your financial 
foundation, it's really important. You put those Items to work for you. Okay? So now you how 
easy It can be to separate your personal and business expenses. 
 
00:06:01 And to make sure you get to write off any business expenses that you've run 
through your personal accounts this year. One thing to note, once you've filled in your business 
expense tracking sheet, rather than giving this to your accountant, give it to your bookkeeper, 
do use to set up your business profit and loss statement, which we'll be covering in future 
lessons. 
 
00:06:22 Then you will give your accountant, your business, profit and loss statement with 
the expenses already categorized rather than giving your accountant this spreadsheet with 
uncategorized expenses. You're almost there. Keep going. 
 


