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How to Download the Cashbook

The electronic cashbook is available for
download on the VIEW Website
Resources Page.
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How to copy or move the
Cashbook on your computer

ge Open with

[ Share

<"y Add to Favorites

Open
Move to Trash

Get Info
Compress “Documents”

Burn “Documents” to Disc...

Duplicate
Make Alias
Quick Look "Documents”

Copy "Documents’,

Show View Options

New Email With Attachment
Folder Actions Setup...

Enter

Open
Edit
Print
@ Scan with Microsoft Defender...
Open with...

Give access to
Copy as path
Share

Restore previous versions

R

Send to

Create shortcut
Delete

Rename

Properties

%o/\ Right click on the file

Select Copy — this can
look different on
different computers

Right click in the place
you want the
cashbook to be

. Select Paste



What's in the Cashbook?

Each page of the cashbook has a “navigation bar” at the top. This
is a list of all the pages in the cashbook. You can click on the title in

this bar to jump to any of the pages.

VIEW CLUB ELECTRONIC CASHBOOK 2026

FEB MAR APR MAY JUN

You can click on any of the tiles above to jump to that page - this navigation tool is on every page of
the cashbook.




Introduction
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You can click on any of the tiles above to jump to that page - this navigation tool is on every page of the
cashbook.

This is the electronic version of the VIEW Club Cashbook for use in recording the activity of VIEW Club
accounts. The book is divided up into sheets that can be navigated using the tabs at the bottom of the page
(for instance, this sheet is called "Introduction™).

Sample pages are provided for assistance.

The Club Treasurer must complete all sections on all pages of this Cashbook.

Submit this Cashbook for VIEW annual audit (when requested) electronically by emailing it to
National Office at view@thesmithfamily.com.au. Monthly Bank Statements, receipts and butts must be

Each month has three sections for recording income, expenditure, and for reconciling these records with bank
statements. In the bank recondiliation section, total income and expenditure for the month is automatically
populated from the data you have entered, the previous months closing balance is brought forward
automatically as opening balance and formulas will check the recondiliation for you.

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

All formulas across all pages of this Cashbook are protected from being deleted - don't worry, you can't
break it!

The first page of the cashbook
includes basic instructions and
an explanation of the
cashbook.




We have included a sample
page filled in with examples of
common transactions and
some tips in the colored
bubbles.

We recommend that you read
through this page before
starting to complete your own
records to understand the
different kinds of transactions
and how they should be
recorded.




Income & Expenditure

Enter the date, description and
receipt number for each item
of income and expenditure
e M W W e and then fill in the amount for
each category.

Just click on the box you want
to complete and start typing!

e I You do not need to fill in the
“total banked” column.

Enter data inthe  grey cells
the white cells will calculate
automatically based.

Keep scrolling past income to reach
the expenditure page




Enter data in the grey cells
11" " the white cells will calculate
Reconcilliation automatically.

Fill in the cashbook opening
balance for January 2026. This
e will be the same as your
fance | Plaase ertor Cashbook Closing Balance as at 31 Desember 2025 e c a shb o ok cl o sin g b Cll an c e f OI’
December 2025b.

The income and expenditure
will automatically be

----- e calculated to produce your
cashbook closing balance.

Then fill in your bank statement
closing balance. This is the
amount in your bank account
on 31January 2026.

If you have correctly recorded all of your income and expenditure, your

cashbook closing balance should exactly match your total bank balance
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Monthly Report
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Income-Expenditure
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This annual statement is produced
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You do not need to enter any data
or make any changes.
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BANK RECONCILIATION FOR THE YEAR ENDED
CASHBODK

You should check this page to make
sure that the “variance cashbook
closing balance to bank balance” is
SO before sending your cashbook
for audit.
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Save your Cashbook

=
Microsoft Excel - Compatibility Checker

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.

Summary Occurrences
significant loss of functionality [ s
Some ﬁ:rm.atﬁng on ::har.ts in this wurld:uuk.is not 12 |E
Ezp;og;t:ﬁ;glearher versions of Excel and will not Find Help
Location: 'TNCOME-EXPENDITURE', Shapes Excel 97-2003
Minor loss of fidelity @ iy

Chedk compatibility when saving this warkboal,
[ Copy to New Sheet

[ Continue ] [ Cancel ]
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Depending on which version of
excel you have, this window may
appear when you save your file.

Don’t worry — you won't lose any
function or data!

Please click “Continue”.




Sharing your cashbook

We recommend that you email your electronic cashbook
to another member of your committee (your assistant
treasurer if you have onel!) each month after you have

completed the reconciliation for the month.

This way your committee can easily access the most
recent financial data even if you are unwell or away and
you will always have a back up in case the file is lost or

damaged.
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How to print your Cashbook?

Ig] Copies:

Print
INCOME FOR MONTH: Janua

nnnnnnn

Printer o oemis | pimecroerostr

- TSF Cloud Printing You can print single pages
Ready R or active sheet.

TOTAL BAN

Settings

@ Print Active Sheets
Only print the active sheets

Print Aciive aneets

Only print the active sheets

Print the entire workbook

Print Selection

@ Print Entire Workbook

Only print the current selection

Ignore Print Area
Ad
21 cm x29.7 cm

Custom Margins

Custom Scaling

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.




Send your final Cashbook to
National Office

Each club receives the request for Audit once a year
In January.

When you receive the request please email your
electronic cashbook to National Office in excel. Do
not send a PDF.
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Other Treasurer’s Resources

The most current and up to date documents and forms will always
lbe available on the VIEW Website

https://www.thesmithfamily.com.au/view-clubs/resources
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