
ENTERING EXPENSES 

!!! Difference between Expenses and Bills!!!!!

Expense = has already been paid and most likely has a receipt attached(ex. gas receipt,Home depot,Rona,Marathon Fasteners., 
Kitply,Upper Canada)

Bill = has NOT been paid, it’s on an account. Will be paid when we get a statement (ex Richelieu, Mckillican,Highmark Doors,Versed 
Management, Ionel Huiban,FVIS)


1. click on +NEW- EXPENSE 



2. Go to the sofoaccounting@yahoo.com mailbox and look up the invoice. Download & save it 

mailto:sofoaccounting@yahoo.com


3.Enter the date, the invoice number, the PO (in quickbooks this is called “Customer/Project)

This is what it looks like in Quickbooks 



 


This is what the invoice  looks like



4. Attach the invoice and then click SAVE and close







