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WELCOME! 
 

In business, you have to keep track of your numbers.  To be successful you 
have to love your numbers.  You have to know all of them.   

In a lot of cases you as an entrepreneur will be directed by your Accountant to 
buy a program such as ‘QuickBooks’ or ‘Simply Accounting’ thinking that one 
of those programs will give you what you need.  OR, he may tell you to hire a 
Bookkeeper and not to worry about it.  Wrong.  Wrong.  What you need is a 
way to keep track of key figures and most importantly, understand what all the 
numbers mean.  That is what a Management Information System (or MIS) will 
do for you. 

If you use an Accounting Software System and don’t fully understand 
accounting and bookkeeping, then you will get lulled into a false sense of 
security.  However, pause for a moment.  If you make an entry into your 
General Journal, the software will then make changes to your Balance Sheet, 
Accounts Payable Ledger and Check Register without you following the 
trail - and that is the problem.  You HAVE to follow the trail and understand 
what each and every accounting transaction means to you and your cash flow. 

So get over it.  You want to be your own bookkeeper at the early stage of 

your business.  Later on, you can turn it over to someone else; but history has 
shown that the vast majority of businesses fail because the owner has no clue 
what is happening to his/her money.  You will learn to not fall into that trap by 
following the steps in this HaffHour Handbook.   

You have to have a system to keep track of how you are doing; so you can 
keep a handle on your business.  It’s well and good to be all organized, but it is 
just as important to be able to make knowledgeable decisions, and you can do 

that only if you receive accurate information in a timely fashion.  Re-

read that last statement because that’s how you need your information 
delivered to you.   

We only have 29 minutes to go so let’s get started.   
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As always, we will be building your knowledge base in steps and will be 
referring to examples so you understand how it all works.  We have enclosed 
worksheets:  Go to them now and have a look.  You will learn in the next 
twenty odd minutes how they work independently and in concert with one 
other.  They are: 

1. Daily Sales Summary 

2. Daily Payroll 

3. Semi-Monthly Payroll 

4. Cheque Register 

5. Accounts Payable Ledger 

6. Velocity Report 

7. Inventories 

So check them out now so you get an idea what we are going to be talking 
about.   

Step 1.  Daily Sales Summary 
 

You need a Daily Sales Summary to track the money coming into the business.  
Not all of it is yours because you act as a Government tax collector and not all 
of it is in cash because you extend credit to some customers and accept credit 
cards in place of cash.  Our example is for a retail store but the principles can 
be applied to any business. Please refer to the worksheet on page 17.  

At the end of every day, the Closing Manager will: 

 Ring off your POS machines and your credit card machines  

 Compile all the employee sign in/out sheets  

 Collect all the invoices  

 Balance the tills  
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The Opening Manager, most probably you, when he (we’ll use the masculine in 
this handbook) arrives for his shift, will then set up somewhere in the 
operation which will act as his home for the next hour or so.  

“Shouldn’t I hire a bookkeeper to do this ‘donkey work’ you ask?”  No.  We’ve 
already talked about this but here it is again. 

As we say all the time, the business of business is a numbers game and, 

you have to have your finger on the pulse at all times.  Rather than hiring a 
bookkeeper, hire an extra salesperson to ensure that your customers are 
better attended to.   

Back to the Sales Summary and at the start of the day.   

You begin by: 

1. Balance the tills and set aside the cash and credit card slips from them 
as well.   

2. Record the POS ring-out information onto a Daily Sales Summary Sheet.  
(See worksheet #1 titled Daily Sales Summary and follow the process).   

3. Date the form and record Sales first.   

4. Secondly, add in applicable taxes and you’ll have your Gross Sales.   

5.  Subtract the credit card settlements such as VISA, MasterCard, 
American Express and such, and then subtract Debit Card transactions as 
well, if you take them.  (There will be a read-out from the credit card 
machines and compare that to the total on the POS machine for credit 
card transactions.)  If they are in balance, proceed.  If not, go back and 
figure out who screwed up and fix it.  Someone could have closed a VISA 
to MasterCard or something else like that. 

6.  Add the total of all those credit card items and subtract that total from 
your Gross Sales to give you your Cash Total.   

7. Now you won’t have all that cash in front of you for two reasons:   
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a) There will be Paid-Outs.  You will be spending small amounts of cash 
to purchase odds and ends and taking that money from one of the 
floats in all probability.   

b) There are things like gift certificates redeemed; and promotional 
programs such as ‘buy one get one free’ stuff. 

8.  Once you subtract all those from your Cash Total, you end up with 

what cash should be in front of you.  You might have a little too 

much because a salesperson forgot to ring in the odd sale during the 

rush; but otherwise, you should always be bang on.   

If you have an intuitive spreadsheet, the Daily Totals will then be 
added to Totals gathered from earlier sales in the month to give you 
an updated Month-to-Date Totals.  If you are not great with spreadsheets, 

find someone who is.  Once your spreadsheets are set up, you should never 
have to change them. 

9.  You then gather all the cash together and make up the deposit for the 
bank. 

Step 2.  Labor 
 

Are you back from the bank?  Good.  You now have to deal with labor.   

Two forms are needed here. Daily Payroll and Semi-Monthly Payroll and each 
has its purpose, nonetheless, they also work together.   

In our example there is a front of the house and back of house operation.  For 
example a business where there is a retail section and also a warehouse 
section.  Got it?  Good. 

1. Gather the sign-in sheets from both the front and warehouse.  (See 
worksheet #2 titled Daily Payroll on page 18.  
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2. Yes, there are great POS systems out there that let employees sign in 
and out on their own, but I discourage you from using that method.  You 
have a Manager there on-site at all times, so let him:  

 Decide who goes home and at what time and have him  

 Record the hours worked, breaks taken and  

 Ensure that the employee has signed the sheet.   

An extra 10 minutes here and 5 minutes there on employees time 
sheets can add up to huge dollars in a year.  That is a very important 

point.  You can have a time clock but it has to be the Manager who controls 
the ins and outs and has the employee signature to verify times.  Let’s think 
about that further.  You are paying for a Manager to manage so ensure that 
he has as tight a control on labor as possible.   

1. You then transpose – there’s an accounting term for you – the 
information from the Daily Payroll sheets to the Semi-Monthly Payroll 
record. (See worksheet #3 titled Semi-Monthly Payroll on page 19.)  I 
say semi-monthly rather than bi-weekly on purpose.  As I have 

mentioned before, a semi-monthly payroll keeps records for 
accounting purposes very clean and tidy.  A month is a month. 

The first payroll for a month starts on the 1st of the month and ends on the 
15th.  The second payroll period starts on the 16th and runs until the last day of 
the month.  No accruals and accruals are a pain.   

The worksheet #3 titled Semi-Monthly Payroll will compile the 
individual employee hours over the semi-monthly period.   

If the managers are doing this daily, they are staying in touch with 
employee hours worked on a daily basis.  With the fancy “shmancy” POS 

machines that do all the work, the managers lose touch with what is actually 
happening on the floor every day and what their labor cost is every day.  That 
whole business of business as a numbers game stuff again.  Sorry.  
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Each day will have a Total for Front of House and Back of House as seen on 
sheet #2 titled Daily Payroll.  

Step 3.  Stats
 

1. Retrieve the POS report.  In this step you are recording then transposing 
numbers and ensuring that you touch them enough so that they are 
second nature to you. 

2. Look at the # of customers that were served on that day.   

3. Next, the Average Purchase for the day.  We want to know what on 
average the customer is spending on a product or service.  This number 
is important especially when budgeting or analyzing spending habits of 
customers. 

4. Next look at Sales.  You might want to know not only how you did 

yesterday, but also how you are doing month-to-date.  By doing this 
day after day you become conversant with your numbers.  The 

more times you deal with a number, the more comfortable you will 
become when discussing sales.   

5. Look at your Daily Sales Summary sheet and you will see your Total 
Sales for the day and month-to-date in front of you.  You know 

what you had budgeted for the period so you can quickly get a sense if 
you are on track or not.  If you had forecasted sales for the month of 
$100,000 and you are half way through the month and your sales are 
$55,000, then you are tracking slightly ahead of forecast. 

6. Divide the Labor Totals by your Sales both daily and 
month-to-date to get estimated Labor Percentages.  Nice to have 

a handle on your labor every day isn’t it? Better than having to wait 
nervously until the payroll figures come in at mid-month and month-

end?  Keeping tabs on your labor numbers is the responsibility 
of everyone in management.   
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The Warehouse Manager and his Supervisors look after the 
Warehouse Labor.  You and the Business Managers are responsible 
for Floor Labor.  Everyone has to be talking labor - daily labor, 
month-to-date labor.   

Get used to it and have everyone aware that you are very interested in their 
knowing what is going on in their departments. 

Step 4.  Cheque Register
 

As an owner, you need to know:  

 What costs you are incurring.  

 What account those costs should be attributed to.   

 What you are spending on purchases of items so you can complete your 
Cost of Goods Sold or COGS.   

You have to develop a Cheque Register 

As a refresher: 

Costs of Goods Sold 

COGS = Opening Inventory + Purchases - Less Ending Inventory ÷ 
Sales and stated as a %. 

You need to know what your purchases were for a specific period (i.e. the first 
15 days of a month), so that you can figure out your Cost of Goods Sold, so 
that number has to be readily available to you.   

Where is it you ask?  It comes from the Cheque Register.  Look at the 

sample worksheet #4 titled Cheque Register included with this handbook. 

Notice, how as each cheque is written the total is entered, and then the 
amounts that are being paid are broken down into the various expense 
categories that you have selected.  A cheque for a supplier may have invoices 
being paid that include inventory, paper products, and cleaning supplies, etc.   
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You don’t want to just toss everything into one account as it will misstate your 
product costs and not give a true indication as to what is really happening in 
your business.  If you are incurring costs for cleaning supplies, it is important to 
have your financial records show it. 

A lot of owners just throw invoices into a catch all ‘purchases’ account and are 

done with it.  Who cares anyway?  I do and so should you.  If you don’t, 

get on the slippery slope right now.  Instead, control your cheque register 
properly. 

If you don’t know where to put a specific number, you can throw it into 
miscellaneous and decide later if you want to move into another account or 
leave it there. 

15 minutes to go. 

Step 5.  A/P Journal
 

A/P?  What, you ask, am I accountant now?  No, but you still have to keep 
track of what you owe at any given time.  You are more of an accountant’s 
helper.   

If you check the example of the A/P journal included (#5 worksheet titled 
Accounts Payable Ledger), you’ll see how we set up an account for ABC Co and 
you’ll have to set up a similar account for each of your suppliers.   

You don’t just have them for product suppliers.  You have them for 

paper suppliers, utility companies, and your landlord.  Anyone who 
you do business with has to have an account.  

Then each time they send you an invoice – remember when we talked 

about the Closing Manager collecting all the invoices for the day - or you pay 
them a cheque - you record the transaction.   

Invoices:  

 What you owe them - are debits 
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 What you are paying them - are credits.  See you should have taken 

that accounting 101 course in high school instead of gym but no you 
wouldn’t listen would you.   

At any given moment in time, if you were to take your A/P journal 
and add up what you owe to each supplier, it will give you the total 
of your short-term liabilities that would be recorded on your balance 
sheet.   

Balance Sheet?  “What are you doing to me now?” you ask.  Relax. I just 
wanted to see if you were paying attention and obviously you are, so good.   

On your balance sheet you will list those payables that you will be paying off in 
the not too distant future.  We aren’t talking about a loan but rather an 
amount owed to a supplier who delivered a product to you earlier in the 
month and that you haven’t paid yet. 

We’ll leave the A/P journal now and take a little left turn. 

Step 6.  Velocity Reports
 

These reports are used by both your suppliers and you.  A Velocity 
Report gives you the number of units that have been purchased.   

 For the owner, you’ll know exactly how many items of a certain brand 

you are selling.  This is important because if an item is really moving 
you might want to order more to ensure that you don’t run out.  

 The supplier wants to keep track of what you are ordering, so he or she 

can keep his warehouse alert as to what they should expect going forward.  

If you are buying cases and cases of a certain product, then the 
supplier has to ensure that they have sufficient stock on-hand to 
meet your demand.  
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 You can ask the supplier for a Velocity Report at any time to get a 
sense of what you order, and how the price increase on a certain 
item for example, could affect your profitability in the long term.   

 Also, when it comes to re-doing your product offerings, you want 
to have a handle on which items are staying and which are going.  
If something is being ordered but twice a year, then it will go.  If another is 
flying out the door, then maybe you can up the price a little and give 
yourself an opportunity to make a little extra cash.  See the sample 
worksheet #6 titled Velocity Report. 

 If you are losing items through breakage – a nice way to say that 
people are stealing from you – then it’s important to be able to isolate 
what specific items are being pilfered.  If you are moving lots of one 

item, but the sales of the same item are flat, then you can keep an eye on 
it.  You should be vigilant and have a ‘loss prevention’ plan in place for your 
business.  Keys and locks and alarm systems and good lighting and such do 
wonders in keeping your ‘shrinkage’ to a minimum. 

 You should also track sale items on a daily basis.  If an item is a 

consistent winner, it could become a permanent product.  This is also a 
great way to check out what your customers think about your pricing.   

 
If you have an item $5.97 and it is selling well, try it at $6.97 and see if it still 
moves.  If it does, then your customers are less price sensitive than you 
thought they were….. Nice to know. 
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Step 7.  Inventories
 

It is important to record your Inventory Totals from month-to-
month. 

Money on the shelf is not money in the bank.  If you carry too much 

inventory you are only robbing cash from yourself.   

Warehouse people have a habit of carrying too much stock out of fear of 
running short.  That is natural, but as an owner, there is a difference between 
having sufficient stock and being overstocked and you don’t ever want to be 
overstocked. You also have to take into account: insurance costs, goods 
perishing or goods out of date.  

As sales fluctuate so should inventory and that is why you keep a tabs on 

it.  Look at the sample worksheet #7 titled Inventories and see how inventories 
climb during the summer months when sales are better, and fall off as sales 
decline.  No need to have something on the shelf if no one is there to buy it. 

Sometimes an inventory gets out of control because the person 
doing the ordering is out of touch with the operation.  One way to 
control that from happening is by setting up a purchasing program.  
It can be as sophisticated as you wish.   

(If need be, you can institute a Purchase Order System where nothing is 
ordered without a Purchase Order Number or P.O. # and every P.O. has to be 
approved by you.  That can be cumbersome and create too much paper; and 
too many levels of management have to get involved in the buying of a simple 
box of toothpicks.  In other words, don’t pretend to be a Big Business.)   

Instead, just ask anyone who is doing the purchasing to give you the 
heads-up before they place the order.  Sometimes cash flow is a little 

tight and it would be better if the order was placed later in the week.  You 
might want to look at the order in detail or just have a glance at it.   
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Suppliers who you see rarely are sometimes the culprits.  They’ll walk in and 
order you enough of something to meet their monthly quota and last you for 3 

years.  Stop that before it starts by demanding they need your signature 
on every order; and by also ensuring they have a return policy that is 
simple.  “What do we mean by that?”  If you find you have ordered too much 

stock, you have the right to send some of it back. 

You should also have an arrangement with your suppliers that allow you to 
order split cases.  Who needs 12 of an item, when 2 will do?   

You are the customer so demand that your supplier work with you 
or find another supplier who will.  You are going to be successful, so they 

should be clambering to get on board your ship and willing to play by your 
rules. 

Step 8.  Communication
 

The most important part of any Management Information System is the 
communication among managers and among the various departments.   

You should have an online logbook for each department in which people 
communicate important details to one another. 

 The Warehouse LogBook is loaded with: 

 We’re running low on this or that stuff.   

 It also addresses shift requests and time-off requests and such.   

 The Front of House LogBook includes:  

 Launch days for new products and  

 Special Requests from Customers   

In it, anyone who is looking for something special or different can have their 
request documented for all to see:   
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Information like this is vital to you, allowing you to manage properly.  

There should also be a contact name and a phone number for the person who 
is asked for a special this or that.  The online logbook can also be used to 
communicate shift information from one salesperson to another.   

 The Management LogBook is still an important tool for those on the 

ground.  A manager may not have checked his email today, but there is no way 
he won’t check the Management LogBook.  In it will be comments about: 

 Business  

 Staff  

 Product Shortages  

 Expected deliveries etc.  

Okay that’s it.  We have very little time left and we can only re-cap.   

As an owner you have to love your numbers; and you need them 
handy.  Too much information is better than none at all.  Most 
owners are flying blind and hoping that there isn’t a problem ahead.   

You on the other hand will have the right information and it will be 
accurate.   

You’ll have your finger on the pulse of the organization and will save 
yourself tons of money by being on top of everything. 

 

 You will be running with the right number of staff.   

 You will have just the right amount of inventory on-hand.  

 You will know exactly how many of each item on your shelves 
you sell.   

 You’ll have everyone working together.  
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Appendix 1. 

 

 
 
 

23/07/2010 1                 2                 3                 4                 5                 6                 7               To Date

Mon Tue Wed Thu Fri Sat Sun

Clothing 2,200.00$  2,000.00$  2,200.00$  2,100.00$  2,500.00$  2,800.00$  13,800.00$ 

less discount 12.00$       10.00$       8.00$         15.00$       6.00$         10.00$       61.00$         

Net Clothing 2,188.00$  1,990.00$  2,192.00$  2,085.00$  2,494.00$  2,790.00$  13,739.00$ 

Belts 190.00$     199.50$     209.48$     219.95$     230.95$     242.49$     1,292.36$    

Neckloaces 160.00$     168.00$     176.40$     185.22$     194.48$     204.21$     1,088.31$    

Earrings 50.00$       52.50$       55.13$       57.88$       60.78$       63.81$       340.10$       

Bracelets 25.00$       26.25$       27.56$       28.94$       30.39$       31.91$       170.05$       

Total Accessories 425.00$     446.25$     468.56$     491.99$     516.59$     542.42$     2,890.81$    

Total Revenue 2,613.00$  2,436.25$  2,660.56$  2,576.99$  3,010.59$  3,332.42$  16,629.81$ 

Tax 130.65$     121.81$     133.03$     128.85$     150.53$     166.62$     831.49$       

Gross Revenue 2,743.65$  2,558.06$  2,793.59$  2,705.84$  3,161.12$  3,499.04$  17,461.30$ 

Less

Debit 459.00$     481.95$     506.05$     531.35$     557.92$     585.81$     3,122.08$    

Visa 325.00$     341.25$     358.31$     376.23$     395.04$     414.79$     2,210.62$    

Mastercard 125.00$     131.25$     137.81$     144.70$     151.94$     159.54$     850.24$       

Amex 225.00$     236.25$     248.06$     260.47$     273.49$     287.16$     1,530.43$    

Other -$           -$           -$           -$           -$           -$             

Total 1,134.00$  1,190.70$  1,250.24$  1,312.75$  1,378.38$  1,447.30$  7,713.37$    

Cash 1,609.65$  1,367.36$  1,543.36$  1,393.09$  1,782.74$  2,051.74$  9,747.93$    

Less

Promotions 25.00$       30.00$       25.00$       30.00$       20.00$       25.00$       155.00$       

Gift Certificates 10.00$       -$           -$           20.00$       30.00$       -$           60.00$         

Paper 29.00$       -$           -$           -$           12.00$       -$           41.00$         

Beverage -$           5.00$         -$           -$           -$           -$           5.00$           

Supplies 12.00$       -$           20.00$       20.00$       -$           -$           52.00$         

Coupons -$           -$           -$           -$           25.00$       -$           25.00$         

Total 76.00$       35.00$       45.00$       70.00$       87.00$       25.00$       338.00$       

Net Cash 1,533.65$ 1,332.36$ 1,498.36$ 1,323.09$ 1,695.74$ 2,026.74$ 9,409.93$   

Daily Sales Summary
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Appendix 2. 
 

 
 
 
 
 
 
 
 
 
 
 
 

Date Name In Out Sub Total Break Total Sign

Front of House

Bob C 10 3 5 0 5

Sally S 11 5 6 0.5 5.5

John M 12 8 8 0.5 7.5

 

 

 

Total 18

Name In Out Sub Total Break Total Sign

Back of House

Harvey K 8 5 8 0.5 7.5

Joan R 10 4 6 0 6

 

 

Total 13.5

Daily Payroll
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Appendix 3. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Date

Name 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 Total

Bob C 5 6.5 5 8 24.5

Sally S 5.5 6.5 8 6 26

John M 7.5 7 5.5 8 6 34

Harvey K 7.5 6 6 6 5.5 31

Joan R 6 8 7 6 27

Francis B 8 8 6.5 5.5 7 35

Bobby O 7.5 6.5 6 7.5 27.5

Semi-Monthly Payroll
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Appendix 4. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Date Ck # To Whom Total Clothing Access Paper Supplies Cleaning Maintenance Occupancy Utilities Marketing Promo

1 225 ABC Co 250.00$    200.00$     25.00$   25.00$     

2 226 Rentco 2,500.00$ 2,500.00$   

2 227 Suppplyco 560.00$    400.00$ 160.00$   

3 228 Bewerco 2,600.00$ 1,600.00$  1,000.00$  

3 229 Ladrco 1,200.00$ 1,200.00$  

4 230 Sodaco 600.00$    600.00$     

5 231 Liteco 500.00$    500.00$ 

5 232 Garbageco 1,500.00$ 1,500.00$       

6 233 Lightco 800.00$    800.00$ 

7 234 Necklaceco 300.00$    300.00$     

7 235 Braceletco 250.00$    250.00$     

8 236 ABC Co 500.00$    500.00$     

Total 2,900.00$    1,550.00$    425.00$   500.00$   185.00$     1,500.00$           2,500.00$      800.00$   1,200.00$     -$             

Cheque Register
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Appendix 5. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

Date Inv#/Ck# Dr Cr Balance

1 123 250.00$     250.00$      

8 138 500.00$     750.00$      

15 169 700.00$     1,450.00$   

16 Ck #23 1,450.00$  -$            

22 187 600.00$     600.00$      

23 Cr Note #345 50.00$       550.00$      

28 194 850.00$     1,400.00$   

31 Ck #35 1,400.00$  -$            

-$            

-$            

Accounts Payable Journal

ABC CO.
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Appendix 6. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Date 1 2 3 4 5 6 7  

Mon Tue Wed Thur Fri Sat Sun

Blouses 8 8 9 9 10 10

Bracelet 1 1 2 2 1 0 0

Bracelet 2 2 0 3 1 1 1

Dresses 7 7 8 8 9 9
Necklace 1 0 0 0 0 0 1

Pants 10 11 11 12 12 13
Socks 2 5 2 3 8 6

Footwear 3 3 3 3 4 4

Outerwear 2 2 2 2 2 3

Formalwear 0 0 0 0 1 0

Velocity Report
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Appendix 7. 
 

 
 

 

 

 

 

 

 

 

 

 

Month Tops Pants Shoes Skirts Accessories

January 6,200.00$         1,860.00$         2,325.00$         930.00$            744.00$            

February 6,350.00$         1,905.00$         2,381.25$         952.50$            762.00$            

March 6,100.00$         1,830.00$         2,287.50$         915.00$            732.00$            

April 6,500.00$         1,950.00$         2,437.50$         975.00$            780.00$            

May 6,800.00$         2,040.00$         2,550.00$         1,020.00$         816.00$            

June 7,200.00$         2,160.00$         2,700.00$         1,080.00$         864.00$            

July 8,000.00$         2,400.00$         3,000.00$         1,200.00$         960.00$            

August 8,200.00$         2,460.00$         3,075.00$         1,230.00$         984.00$            

September 7,100.00$         2,130.00$         2,662.50$         1,065.00$         852.00$            

October 6,500.00$         1,950.00$         2,437.50$         975.00$            780.00$            

November 6,200.00$         1,860.00$         2,325.00$         930.00$            744.00$            

December 7,000.00$         2,100.00$         2,625.00$         1,050.00$         840.00$            

Inventories


