VIEW Electronic Cashbook
Guide




How to copy or download the
Cashbook on your computer?

e T e Select the file that you want
» This PC » Doc book v k to CO py

o .E Copy the file and save it on
S your computer in

“Documents” folder.
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Download the file from
http://view.org.au/resources/org
anisational-information/
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http://view.org.au/resources/organisational-information/

Download the Cashbook file from
Www.view.org.au

« Goto
http://view.org.au/resources/
Organisational Information organisational-information/

o e » Click on the version
°°°°°°°°°° - you require.

Data Breach Information Guide

Please Note: Your
downloaded file from
Internet will be saved in your
“Downloads” folder.



http://www.view.org.au/
http://view.org.au/resources/organisational-information/

How to open the Cashbook?

| = | Cashbook — O X
Home Share View v o
&« v » This PC » Documents » Cashbook v L 2 Search Cashbook

=
[T Name Status Date modified

7+ Quick access
2022-view-club-electronic-cashbook-excel-2... = 4/03/2022 4:08 PN,

@, OneDrive - The Smith Family
= This PC

¥ 3D Objects

[ Desktop

Documents

¥ Downloads

J\ Music

[&=] Pictures

m Videos

#505S(C)

~ VIEW Clubs (K)

\“ Network

To open the file please
double click on the
file you saved in your
folder.
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Cashbook Content

5

Introduction
Sample

* Income, Expenditure and Bank Reconciliation Samples

Terminology
Recording cheques
Club Details

e Club Name and Treasurer’s contact details

Income, Expenditure, Bank Reconciliation and Monthly Report Pages for the month

« January

*  February

« March
April

« May

« June

« July

* August

+  September
*  October

*  November
+ December

Income and Expenditure Statement
«  Statement for the end of the year and pie charts

Submit for Annual Audit

VIEW CLUB ELECTRONIC CASHBOOK 2022 %}
JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC  STATEMENT VleW
voice nterests and
This is the electronic version of the VlEW Club Cashbook for use in recording the activity of VIEW Club
accounts. The book is divided u eets (for s sheet is called "INTRODUCTION').
Sample pages are provided for assistance.
Treasurer must complete all pages of this Cashbook. é

‘Submit this Cashbook for VIEW annual audit (when by itto
National Office at view@thesmithfamily.com.au, Monthly Bank Statements receipts and butts must
be pested to National Office.

Each month has three sheets for recording income, expenditure, and for reconcil Hng these records with
bank statements. Cumulative totals are automatically tracked and carried forward. In the bank
reconciliation section, to tal income and expenditure for the month is automatically populated from the
data you have antered.

Finally, the Income & Expenditure Statement for the year ended automatically populates data you
entered and reconciles your Cashbook for a year.

Monthly and annual reports are automatically created based on the data you entered, which can be used
by the Treasurar for reporting purposes.

Al formulas across all pages of this Cashbook are protected from being deleted.
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VIEW Club Detalls Page

VIEW CLUB & TREASURER DETAILS

Please fill in details:

YEAR: from 1 Jan
|:
Addre:

uary to 31 Dece

mber

a0 e

On the page “Club & Treasurer
Details™ please complete the
following field

v" Club Name

v Club Address

v" Treasurer’s Name

v" Phone Number
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January INCOME, page 1

0
RECERT
unCRS

Enter your data for INCOME into
grey cells

Please keep accurate records.

Complete date, details, receipt
number and other columns.

TOTAL FORMONTH| 35300
BROUGHT FORWARD| 5

%
% PROGRESSIVE TOTAL] 5300
7 Difference (Total Bank/Breakus Py

Automatically calculates as soon as
you enter your data
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Club INCOME

MEALS

Record meal income
for the Club's monthly
meetings. Record the
total income received
from members for
their meal in the
"Meals” column on the
income page.

FUNCTIONS

This column is for special
functions outside the
monthly meeting, such as
morning tea or outings.
Record the total income
received from members
on the income page. e

® RAFFLES

Write a receipt for
the total of raffle
monies banked in
any one bank
deposit and record
this sum in the
'Raffles' column on
the income page.

DONATIONS

Any donations made to
the Club by VIEW
members, members of
the public, community or
businesses should be
recorded in this column.

® MEMBERS

SUBS/JOINING FEE
This column records the
Club's income from
members for the Annual
Membership
Subscription or for
payment of the one-off
Joining Fee.

8 VIEW Club Handbook 2022-23, page 45

LEARNING FOR LIFE
All funds raised for
LfL should be
recorded in this
column.

e OTHERS

This column may be used to
record all other income that is
not covered elsewhere. For
example, income relating to
stock/merchandise items
purchased from National Office
and bank interest is recorded
here.

Always ensure that a
description is entered against
the line in the “Comments"

column.
U
COMMENTS

Any message relating
to aline in the
Cashbook can be
written in the
“Comments” column.
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January EXPENDITURE, page 2

Enter your data for EXPENDITURE into

grey cells

Please keep accurate records.

Complete date, details, receipt number
and other columns.

Automatically calculates as soon as you
enter your data

T .
9 . . voice interests and
- - education ot women



Club EXPENDITURE

? MEALS

Record meal
expenditure for the
Club's monthly
meetings.

FUNCTIONS

This column is for special
functions outside the monthly
meeting, such as morning tea or
outings. Function

accounts should not be paid
without an invoice, and if a
deposit is paid, ensure that a
receipt is issued.

Payments should be recorded on
the expenditure page..

:

T RAFFLES

Whilst donations for raffle
prizes are preferred, if any item
is purchased for a raffle, an
invoice should be presented to
the Club committee for
approval and then payment or
reimbursement. The payment
is to be written in the “Raffle”
column on the expenditure

page.

)

DONATIONS to TSF,
including Annual
Membership Subs
Record all donations
(general donation, annual

subscriptions, Appeals l

and Joyspreader gifts) to
The Smith Family in the
“donations” column on
the expenditure page.

10 VIEW Club Handbook 2022-23, page 45

e JOINING FEE
Record your
payments to The
Smith Family for
Joining Fee.

LEARNING FOR LIFE
Record the Club’s
sponsorship of Learning
for Life students.

® OTHERS

This column may be used to
record all other expenditure that
is not covered elsewhere. For
example, expenditure relating to
stock/merchandise items
purchased from National Office is
recorded here. Always ensure
that a description is entered
against the line in the
"comments" column.

V

COMMENTS

Any message relating
to aline in the
Cashbook can be
written in the
“Comments” column. e
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January BANK RECONCILIATION,
page 3

File Home Insert Draw Page Layout Formulas Data  Review  View Help Foxit PDF

. - — —p | &
Eﬁ & Verdana o VAN | E==% 2 IEJ I_F,Z U %:
[‘a o C

Pasts B IU-|H.&oA i $ %9 e
Clipboard 1§ Font 5 ] Number ] Styles

B64 5 Je

A B [ [+] E F G 1 4 K L
El PROGRESSIVETOTALl g | ww | woo | s | [ oo | ow | oo | |
= Y

B9 5§ T

ZZ B

e R I L I S )
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BANK RECONCIL] ON FOR MONTH: JANUARY

CASHBOOK
Opening Balance plaass enter Cashbook Closing Balance as at Decsmber 2021,
Phus Income Received

Less Expenses Incurred

Cashbook Closing Balance *|____11.01]

BANK STATEMENT
Bank Statament Closing Balance
Plus Qutstanding Deposits
JLess Total Unpresented Cheques:

| cheque number #

t cheque numbers and amounts of those recorded in the Cashbook but not yet showing an the bank statement.

Ensure the unpresented cheque is carried forward until the cheque is presented.

Total Bank Balance* I:l! This fiqura should be the same as the Cashbook Closing Balance for the reconciiation above.

|- These totals must be the same

JANUARY | FEBRUARY | MARCH | APRIL | MAY | JUNE | JULY | AUGUST

SEPTEI

Enter your data for this page into

grey cells

Please remember for January

you need to enter an “Opening
Balance” as at December last

year.
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Monthly Report, page 4

Autosave B 9

Sample - 2019-view-club-electronic-cashbook (Autosaved) & - Last Modified: 4h ago

File Home Insert Draw Page Layout Formulas Data Review View Help Foxit PDF

fﬁ é; Verdana vio VAN EE=% 2 Custom v m @ @

Paste X [wu . . e % - Conditional Formatas Cell
- s B I U = & A S ke $ %9 B Formatting v Table v  Styles v
Clippoard & Font ] Alignment & Number [ Styles
16 - fe
8 c o E S L] L J LS
MONTHLY REPORT: JUNE = somsevewcw
s
.« |OPening Balance $2,815.90
o EXPENDITURE for month $3,333.00
7
™
5 el &m0 $1,512.00
al
8 51,400
s
85 52,000 $
L $1,200
4
$1,000.00
W s L
9
2 $800
o 1
] s1000
:" 2 $506.00
o |
8
ol sso0 $450.00 1
::; s $254.00 20 $180.00 iascn
| o - . o N .- s000 =i
b menLs FUNCIONS  RAFRES  MEMBERSSUBS/ LLARNNGFOR  OTHERS MEAIS  FUNCIONS  RAFFLES  DONATIONS. JOINNGFEES LEARNDIGFOR  OTHERS
oG FEES ure inchuding i

197; members subs.
108]
109)
.nlCashbook Closing Balance $2,351.00 Total Unpresented Cheques 1 $1,552.00

4 » .| CLUBDETAILS | JANUARY | FEBRUARY | MARCH | APRIL | MAY | JUNE  JULY | AUGUST | SEPT.. (&) : [«

12

Monthly Report with charts
are built in to this sheet and
based on your data for a
month.

Add your comments in
“grey” field for your monthly
Treasurer’s report.
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February to December

Complete Cashbook for
each month from
February to December by
following recommendations
provided In earlier slides.
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INCOME and EXPENDITURE
STATEMENT, last page

File  Home Insert Draw Pagelayout  Formulas Data Review View  Help  Foxit PDF
[&D 4 Verdana sz AN === B2 7 |
Paste b~ B I L I 1 G c - -
. ==} e $+%9 [HiFormat~ | &~
Clipboard Font Alignment Number Styles Cells
D27 . S | =5UM(D24:025)-D26
A B c D E

5| FOR THE YEAR ENDED
Sample VIEW Club

INCOME

2| INCOME AND EXPENDITURE STATEMENT

2022

EXPENDITURE

Before you send your Club's Cashbook fd
Audit ple; oncile this Income and
Expenditure Statement.

How to reconcile your Club's Statement’

1. Confirm the Cashbook Opening Bala
MEALS MEALS January is matched with Cashbook Closin|
7
Balance as at December of the previous y
FUNCTIONS FUNCTIONS. . .
B 2. Confirm the Cashbook Closing Balance
the year is matched to the Total Bank Bal
RAFFLES RAFFLES
9 for the year.
DONATIONS DONATIONS, including
10 members subs
MEMBERS SUBS/JOINING FEES)| JOINING FEES
1
LEARNING FOR LIFE LEARNING FOR LIFE
12
“ o | MAY | JUNE | JULY | AUGUST | SEPTEMBER | OCTOBER | NOVEMBER = DECEMBER  INCOME-EXPENDITURE STATEMENT

14

This “Income and

Expenditure Statement for a

year” will be automatically
completed.
This page is protected.
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INCOME and EXPENDITURE
charts

id9-e 5 W3- |
Wome | I  Pagelmout  Fomuis:  Osta  Rewew  View  Developer c@c@ B
B % cm - ) - | Dy =4 X Autosum +
B verdana W AN TmlE »e Swere Genent E B g 35 [ g o T A
Faste - | S Ar 3 . © S+ % » %8 Condtional Fomat Gl | insent Delete Format sota Fnaa
" Fromatrunter | B L I EH [ S-A- EX R FE Euegeacmeas| S - % @3 Formatting » a Table » Styes~ |+ - s ZCews  Fiter~ selear
cibous . Font 3 Aogament L tumbe a styies ces Esting
| an - £ 13
= 5 © o E T F T W -
21

INCOME TOTAL

Series “INCOME TOTAL" Point “Mesls |
Value: $10,50000 (38%)

R S e e e S e

15

Annual Report with charts
are built in to this sheet and
based on your data.
They are also protected.
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Save your Cashbook

.
Microsoft Excel - Compatibility Checker 2 w5

W £l ]

The following features in this workbook are not supported by earlier
wersions of Excel. These features may be lost or degraded when you save

o this workbook in the currently selected file format. Click Continue to save
the workbook anyway. To keep all of your features, dick Cancel and then
save the file in one of the new file formats.

Surmmary Oecurrences
|| significant loss of functionalty (% s
i Some ﬁ:rm_atﬁng on ::har_ts in this wurld:uuk_is not 12
Ezp;ug;tﬁeﬁ;glearher versions of Excel and will not Find Help
Location: TMCOME-EXPEMDITURE', Shapes Ewcel 97-2003
Minor loss of fidelity G -

Chedk compatibility when saving this workboak,

[Copytoﬂew Sheet [ Continue ] [ Cancel ]

16

Depending on which software
version you downloaded you may
have this window may appear
when you save your file.

Please click “Continue”.
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Adjusting Printing Area

If you have more than 3 pages to
print from one month you need to
adjust your printing area.

Simply navigate your mouse to the
blue dotted line. Your curser will
change to «—. Select it by clicking
on the left button of you mouse
and keep selected while moving it
to the right side and merge it with
blue solid line.

17 LEVIOW a



How to print your Cashbook?

i - © 0
[~ Fage Layout - e @-u
e Print - -
ol = You are able to print single
= Close .
P pages or active sheet.
..... i
;:m 32%04 ¥ . e
3 Landacape Orentation v
[ 2. -
| custom Margins - %w«—n—‘ |
25|
18

1. Press Ctrl + P or click on “File”,
Print”

2. Choose pages
3. Click on Print button

We recommend to print only “Bank
Reconciliation” page for you
Treasurer’s monthly club report.
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How to save your Cashbook in
PDF?

ol ol You are able to print single
e pages or active sheet or
entire workbook.

uuuuuuuuuuu

19

o

3.
4.
5.

Press Ctrl + P or click on “File”,
Print”

In Printer section - select
“Microsoft Print to PDF” from
dropdown menu

Choose pages
Click on Print button
Save file

We recommend to print only “Monthly
Report” page for you Treasurer’s
monthly club report.
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| How to copy your Cashbook to |

USB?

« Removable ... » Cashbook ~ | 43 | search Cashbook o
Organize =  Sharewith v Newfolder =+ Al @ -
vvvvvvvvvv Name Date modified
This folder s empty. P
9 Libraries
[ Documents p—
o3 ]
) + Copy to Cashbook

uuuuu

A Select the file and

= L —— simply drag your
spreadsheet file from
your Documents
window to the USB
window.
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How to backup your file?

Excel Options (B |
General . |+
Customize how workbooks are saved.
Formulas
Proofing Save workbooks

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Save files in this format: |Exce| Workbook [*xlsx)

]

Save AutoRecover information every (10 EI minutes

Keep the last autosaved version if I close without saving

AutoRecover file location: |C:\Users\KeIIy\AppData\Roaming\Microsoft\Excel\ |

Default file location: | Ch\Users\Kelly\Diocuments

AutoRecover exceptions for: ||E| KTE-April-Articles.xlsx El

Disable AutoRecover for this workboaok only

Offline editing options for document management server files

=

[ ok

] ’ Cancel )

21

Click "File” in Excel 2010/2013
or Office button in Excel 2007,
and Option button.

In “Excel Option” dialog box, scroll
down to Save workbooks section
in "Save” category.

Modify the AutoRecover settings
according to your need.

6 The more frequently the files are

saved, the more information can be
recovered if a problem (such as a
power failure) occurs while a file is
open.
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Send your final Cashbook to
National Office

The club’s Electronic Cashbook should be emailed
to National Office ONLY for Audit.

Each club receives the request for Audit once a year
(usually in January each year).

T .
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What to Submit for Annual Audit

o000 D 00

23

VIEW Cashbook (hard copy)

VIEW Electronic Cashbook - email the electronic version for Audit to
view@thesmithfamily.com.au

Completed and reconciled Income and Expenditure Statement

Bank Statements from 01 January to 31 December

All donation receipts from The Smith Family

All Tax Invoices

‘*

1
|
ARAK

Deposit books (butts only) |
Cheque Books (butts only) |

VIEW Club receipt books
Petty Cash Recording Form together with receipts/invoices

Any supporting documents

LEView

voice interests and
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mailto:view@thesmithfamily.com.au

Avallable Resources

24

http://view.org.au/resources/organisational-information/

s

view

VIEW Club

Including Committee Position Guidelines

2022-23

VIEW Club

Cashbook = *
and Y g
Annual Audit

VIEW Treasurer’s Guide
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http://view.org.au/resources/organisational-information/

Notes

25
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