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How to Find a Bookkeeper 

Step 1: Employee or Contractor? 

First you need to decide if you want to hire an employee for on-

sight work or outsource to an independent contractor. Employees 

earn a lower rate but may be entitled to benefits. A contractor 

costs more but is not processed through payroll, so there is less 

paperwork. Contractors may charge an hourly or fixed rate 

depending on what works best for both parties.  

Finding a contractor takes a little time and research, but a great 

place to start is freelancing websites such as Upwork. Or you can 

visit a-sharpbookeeper.com! 

Step 2: Pick Your Services 

You can choose which services you want your bookkeeper to 

handle. Services often include: 

o Bank Reconciliation 

o Bill pay 

o Client invoicing 

o Payroll 

o Tax services 

o Set-up for Quickbooks Online 

o Book clean-up 

o Year-end entries 

o Software consulting/training 

 

https://www.upwork.com/
https://www.a-sharpbookkeeper.com/


Step 3: Provide Information About Your Business 

o Business structure (sole proprietorship, corporation, LLC, etc.) 

o Cash or accrual accounting method 

o Number of students if you are a music school, or number of 

events, performances, or programs you offer 

o Preferred billing schedule 

 

*side note* - Non-profit organizations have separate bookkeeping 

procedures, so make sure you find a bookkeeper who understands non-

profit bookkeeping. (Hint: I do.) 

 

QuickBooks Tips 

QuickBooks is super easy to use, but it’s still possible to make mistakes 

that can really throw your books out of whack. Here are a few things to 

keep in mind that will help your business run smoothly and make your 

bookkeeper’s job easier. 

 

Undeposited Funds 

This is a record of funds received that have not been deposited to the bank yet. This 

primarily applies to checks and cash payments. All income should be recorded in 

the Undeposited Funds account unless it was transferred by direct deposit. You 

risk double-counting if you don’t. 

 

 



 

Bank Deposits 

This is how you let QuickBooks know that the income in Undeposited Funds has 

actually been deposited in the bank now. You must complete this step after 

depositing checks with your phone, or physically taking checks and cash to the 

bank. The best part of this feature is that it lets you record multiple deposits as one 

large deposit, making your records easier to read. Note: never record invoice 

payments on this screen. Use the Receive Payment screen and select 

Undeposited Funds as the account if the money has not been taken to the bank 

yet. 

 

PayPal/Square/Stripe 

QuickBooks offers several different ways to sync PayPal and other apps to your QB 

account, but the easiest and smoothest option is Connect to PayPal. It treats your 

PayPal account like a bank account and lets you review each transaction before 

adding them to your books. If you choose this option then you do not have to 

worry about the Undeposited Funds account. You can view more information 

about Connect to PayPal here. 

Stripe and Square also have their own integration options which can be viewed here 

and here. 

 

Credit Cards 

Handling credit cards can also be a little tricky in QuickBooks at first. Be sure to sync 

your card so that QB treats it like a bank account. That way each transaction can be 

applied to the right category (like Office Supplies). After you pay the monthly 

statement select the Transfer option to record a transfer of funds from your bank 

account to the card account. 

https://appcenter.intuit.com/app/apps/appdetails?shortName=paypalconnect&locale=en-us
https://appcenter.intuit.com/app/apps/search?searchTerm=stripe
https://appcenter.intuit.com/app/apps/appdetails?shortName=app-b7qjt5yrgg&


*side note* - QuickBooks Online offers a 50% discount on your 

subscription if your bookkeeper takes on the cost. They will either build 

the price into their fee or include a subscription fee to your monthly 

payments. 

 

These basic things should get you off to a good start in finding a 

bookkeeper and getting used to QuickBooks. Feel free to reach out to 

me at asharpbook@gmail.com or visit www.a-sharpbookkeeper.com to 

learn more about how I can help your music business. 

You can also visit The Sharp Tips Blog for more QuickBooks tips. 

mailto:asharpbook@gmail.com
http://www.a-sharpbookkeeper.com/
https://www.a-sharpbookkeeper.com/the-sharp-tips-blog

