
00:00:03 Okay. So here's the process for updating the cash flow? I usually start by hiding 
the previous week up until the current Monday. So you do that by hiding the column and then I 
log into the bank account and check the bank balance. So let's just say there's 8,000 in the bank 
today. And then I will make sure, I guess before I collapse it, 
 
00:00:42 what I do is I make sure there's nothing pending from the following week. So if 
there was something pending from the following week, I would move that over to the current 
week. So it was just, we can start over. We can pretend like this American express bill didn't 
come out. So I would copy it and move it over to Monday. And then I would go and collapse the 
previous week, 
 
00:01:12 right. Hiding the column. And then I would add the new bank balance. And let's 
say there's 15,000. And then I would add any income that I know is going to come in for the 
week. So you may be doing this by checking your CRM or checking your merchant account or 
just whatever means you get your income. So let's just say, you know, 
 
00:01:47 I know that 5,000 is going to come in on Wednesday. So it add that here. And 
then I know that there's a large expense for, let's just say some video editing. So I'd put that on 
the video editing line. It's important to make sure that everything below the disbursements line is 
negative because that's the money coming out of your bank. And then everything above is 
positive. 
 
00:02:22 If you put a positive number in below, it will turn red to let, to like alert you that 
there is probably an issue. So then once you turn it negative, the red goes away and the 
spreadsheets edible edible editable, Oh my gosh. I can't say the word. You can edit this 
spreadsheet by adding as many rows or columns as you need for your particular business. 
 
00:03:02 And we look at three months, usually at a time. So when it's kind of getting, when 
the cashflow has like a month and a half left, I usually will copy about a month's worth and then 
paste it to the end of the cashflow. And then the only thing you need to make sure you do is 
update your date by pulling it across and then updating the bank balance by pointing it across. 
 
00:03:38 And then you need to go make sure that you add like all over your monthly. So 
we have some things that are weekly, that we put on there, like marketing budget and software 
budget, and then monthly you'll want to make sure you add your payments or paying three 50 
off the American express a month on what was the date fifth of the month. 
 
00:04:03 So on the fifth of every month, you want to make sure that you're putting your 
American express payment. And then you're going to also notice that we have a tab for payroll. 
And this is where we have all with all of our monthly or our teams, payroll, who we pay either 
monthly or biweekly, and you can easily then add, as you make changes to payroll, 
 
00:04:37 you'll see, like, this is the first of the month. Let's say I add somebody new. I can 



just put their name here. And there are new amount. We'll update the total on your payroll tab. 
So that's really handy. And then you also want to then make sure that you have your payroll on 
every first and 15th, if that's when you pay. 
 
00:05:03 So this formula is just equal, oops, equals some of the payroll tab and you need 
to have the total payroll and then you need to make sure that your number is negative. So I put 
it equal some parentheses negative payroll, except for this was the 15th. I put that as the first. 
So I did that one wrong just because, so again, 
 
00:05:34 it'd be like equals some negative payroll on the 15th. So then I'll make sure that I 
add the payroll throughout yeah. The whole month. And let's see what else is important. So if 
you have a CRM, that's tracking income that if you have like maybe monthly payments for a 
service or a coaching service or, or somebody is on a payment plan for something they bought 
and you use something like infusion soft, 
 
00:06:20 you can go in and pull a report that will show your projected income. And you can 
add that to this income line. We usually put all projected income in highlight. I'm sorry, not 
highlight. I tell assize. So if we have a projected income, while I tell us size that, and then we put 
usually true income that we know is actually going to hit the bank just normal. 
 
00:06:46 So then we can tell easily tell the difference between what's projected and what  
we know will actually hit the bank. And then this cash balance line is very important because 
let's just say, you're going to have a huge, you're redoing your website and you're going to have 
a $20,000 payment. That's going out on October 8th. You can see that with the money you have  
by October 15th payroll, 
 
00:07:23 you're not going to have enough to make your payroll, and you're gonna have to 
figure something out. So I'm looking at these two lines, your ending cash balance and your cash 
in the bank is super important. Then we have this page where we're tracking credit card debt. 
This is a formula. So you just fill in your credit used and well that's too much, 
 
00:07:51 and it will calculate how much credit you have available. And then you have a few 
ways you can do your cashflow. You can do quarterly or your, or like by the year and just keep 
extending it out. But what we usually do when we're done, let's say with the quarter is we will 
move it to the archive section and have the new payroll tab. 
 
00:08:21 Yeah. B on the end. And if you're doing quarterly, you can use the template and 
start over or you can copy and duplicate the cashflow you have going and refill in the, the new 
dates and pull them across. I think that's it. 
 


