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give the desired results we cannot give guarantees to that effect. We appreciate if you report 
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1. Getting familiar with your workbook 

Accounting 4.0 workbooks have the following tabs at the bottom of your screen: 

 

Account List Sheet: Tracks and sums up your accounts by month and provides totals. This is 
where you create new expenditure, income, asset or liability accounts. This sheet also has the 
list of account codes you need to work your transaction sheet. 

Transactions Sheet: Records all your financial transactions and reconciles up to four 
bank/cash/credit card accounts. This is where you enter all your expenditure and income, 
including purchase of any fixed assets and any transfers between accounts. 

Reporting Sheet: You can generate financial reports from here. 

GST Returns Sheet (GST Version Only!): Tracks GST paid and received and gives you the figures 
you need for any GST returns. You do not need to enter anything here. 

Grant Sheet: Tracks any money unspent from conditional grants you may have received, and 
any untagged funds. You can generate grant reports here. This is where you add any funders. 

Report 1 and 2 Sheets: Any reports created from the Reporting Sheet or Grant Sheet will be 
displayed here.  

Journal, I-E Ledgers, Bal Ledgers and General Ledger Sheets (dark brown): These sheets are 
used only to make credit or debit adjustments and to provide figures needed for audit and end-
of-year Financial Statements. You will not need these sheets for your day-to-day work! 

All sheets have some protection to help avoid accidental entries or mistakes. If you want to 
remove this protection in order to customise the sheet for your needs, please contact CCA for a 
password. 

2. Functionality 

 Recording of receipts and payments, and reconciliation with bank accounts. 

 Tracking of expenditure against grants 

 Tracking of income and expenditure against budgets 

 Income/Expenditure reporting, Balance Sheet, Cash Flow, Financial Statements. 

 GST Returns (GST version only!) 

 Project tracking 
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3. Setting up your workbook 

Your workbook needs your accounts and the closing balances from your previous accounting 
system (if any) entered, if this hasn’t already been done for you 

a. Enter the start and end of your financial year 

This is done in the Accounts List Sheet. To move into the next financial year, simply change 
these fields. 

 

 

b. Income/Expenditure Accounts 

In the Accounts Tab enter your expenditure 
and income accounts in column B next to an 
account number in an order that makes the 
most sense to you. 

For each account enter ‘FALSE’ or ‘TRUE’ in the 
GST column (column D), depending on whether 
the account is GST-bearing or not (GST version 
only!). 
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c. Bank Accounts 

In the Transactions Tab enter the opening balance of your bank, cash or credit card accounts as 
at the beginning of the financial year in fields L2 – O2 (Notax version: I2 – L2)

 

You can track up to four different bank or cash accounts. For example you may have the 
following bank/cash accounts:  

- A general transaction account 

- A call account 

- A separate account used only for a grant from Lottery  

- Petty Cash 

You can allocate these as follows: 

- General Transaction Account: Use “Cheque Account”. 

- Call Account: Use “Savings Account” 

- Lottery Account: Use “P1 Account” 

- Petty Cash: Use “P2 Account” 

d. Asset and Liability Accounts 

These are created in the Account List tab first. Then, enter the closing balances from your 
previous accounting system in Column C of the Bal Ledger tab. If you are unsure about these 
accounts, contact CCA or your accountant – you can start using your workbook without having 
entered opening balances for asset and liability accounts. 

You’re good to go! 
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4. Entering income and expenditure 

 

Many small organisations will enter transactions in a way that exactly mirrors their bank 
account. In fact, you may be able to export your transactions from your internet banking facility 
in a CSV format, and copy-and-paste the columns into the Transactions spreadsheet. 

Best practice, however, is the following procedure: 

 Enter the transaction as you pay the invoice (or as you receive the remittance advice). You may 

want to assign a reference number and enter this in the ‘ref’ field. Also write it on the invoice. 

 Enter any automatic payments or direct debits for the week or month. 

 When you receive a bank statement, reconcile your entries with the statement (see below). You 

will need to make some more entries (bank fees, for example), but there should be no surprises. 

Any undocumented transactions should be followed up as soon as possible. 

This procedure lets you spot unpresented cheques, for example, which you would otherwise 
have to track separately, or unauthorised transactions. 

4.1. Recording a transaction in the Transaction sheet: 

Fields in green are required for each transaction! 

[Date]: enter date of transaction. The spreadsheet will not let you make entries not in the 
current financial year, so make sure you’ve got the year right! 

[Details]: enter who was paid, who you received the money from, or any other information that 
will make sense to an independent person. 

[Ref]: enter cheque or invoice number, ‘DD’, ‘DC’ or ‘AP’ for Direct Debit, Direct Credit or 
Automatic Payment, or your own reference number. 

[Account #]: Enter the number of the account from the ‘Accounts List’ tab. For example if the 
expenditure is for ‘Salaries’, enter 411. The [Account Name] column will fill automatically. 

[GST?] (GST Version Only!): This column fills automatically with True or False. Verify that this is 
correct for the income or expense you are entering. If it isn’t overwrite the field with False or 
True for this transaction only.  

[Project]: If you are using the Project functionality, pick the project you want to allocate this 
income or expenditure to from the drop-down list. Otherwise ignore this column. 

[Amount inc GST] (notax Version: [Amount]): Enter the amount of the transaction, negative if 
it is an expense. [GST] and [Amount ex GST] will fill automatically (the notax Version does not 
have these two columns).  
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[Banked?]: Use this column when you reconcile the Transactions sheet with a bank statement 
(see below).  

[Grant 1]: If you are using this functionality, allocate the transaction to a grant from the drop-
down list. For splitting a transaction see below. 

If you are running out of lines use the button at the bottom of the sheet to create more. Never 
try to insert rows yourself. 

4.2. Transfers between bank accounts 

If you are transferring funds from one bank account to another (or from a bank account to 
Petty Cash), you will only need one line to record this. In the [Account #] column enter the 
account number for the bank account you are transferring to. In the [banked] column enter the 
code for the bank account you are transferring from. In the amount column enter the 
transferred amount as an expense (negative). The below example transfers $10,000 from the 
Cheque Account into the Savings Account: 

 
 

4.3. Travel Expenses (and other GST inconsistencies) 

For most accounts the GST value you set in the Accounts sheet (True or False) will always be 
correct.  However, if you do not have a Tax Invoice with a GST number on it for your expense, 
you will need to overwrite the GST value to ‘False’. 

‘Travel’ is one expense where GST should always be checked. You will probably set the GST 
value for your travel account to ‘True’. This is correct for domestic air travel, bus or taxi fares, 
accommodation in a hotel and a range of other travel-related expenses. However, international 
air fares as well as mileage reimbursements for staff or volunteers do not have GST and you will 
need to overwrite the GST field to ‘False’ for these cases. 

4.4. Sorting and searching the ‘Transactions’ sheet 

Excel 2007-2013 lets you sort and filter the Transactions table in many ways to find specific 
transactions you are looking for. 

To sort by date, press Ctrl+Shift+s. This will sort all transactions in date order from oldest to 
newest. 

To filter other columns of the spreadsheet, click on the arrow next to the header you want to 
filter for. For example, if you want to see all the ‘phone’ transactions you have made so far, 
click the arrow next to ‘Account Name’. In the list of names, uncheck ‘Select All’ and then check 
‘Phone’. The spreadsheet will then only show the phone transactions and give you a total 
amount for all of them. 



   

9 | P a g e  

To show the whole spreadsheet again, click the arrow next to the filtered column (it has a filter 
symbol now) and check ‘Select All’. 

For more information on sorting and filtering Excel tables, refer to the Microsoft web site: 
http://office.microsoft.com/en-us/excel-help/CH010369011.aspx 

4.5. Acquiring a new fixed asset. 

A ‘fixed asset’ is an item you expect ongoing use from. Most commonly these are computers, 
printers or office furniture but also tools, vehicles or trailers, buildings and even software. 

You should have a separate Asset Register, where you record each asset purchase, disposal, 
and (if applicable) depreciation each year. You can add a sheet to the workbook for your Asset 
Register if you want to have everything in one place. 

It is good practice for not-for-profits to record every fixed asset, regardless of value. If you are 
exempt from Income Tax, IRD’s thresholds (currently $500) and depreciation tables do not 
apply to you.  

Recording the purchase of a new asset 

a. Make a new account for the asset in the Account List sheet, if there isn’t an account for this 

asset type already. 

b. Record the transaction in the Transaction sheet as normal, using an asset account in Account #. 

4.6. Disposal/Sale of a Fixed Asset 

In accrual accounting, only the difference between the asset’s book value and what you got for 
it is income (or an expense, for example if you give the asset away or it is worthless). The 
accounts for this are usually called ‘Gain on Sale of Asset’ or ‘Loss on Sale of Asset’.  

Unless you are comfortable making the relevant journal entries yourself, we recommend that 
you create an ‘Asset Sales’ account under Assets in the Account List Tab, and use this account 
to record the received money in the Transaction Sheet for now. Otherwise, use the Journal Tab 
to record gain/loss on disposal of asset and to reverse cost and accumulated depreciation for it.  
 
In cash accounting, money received from an asset sale is considered capital income. You should 
create an ‘Asset Sales’ account under Assets in the Account List Tab, and remove the asset from 
your Asset Register. You do not need to do anything else.   

http://office.microsoft.com/en-us/excel-help/CH010369011.aspx
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5. Reconciling Bank Statements 

It is essential that the Transaction sheet is reconciled with Bank Statements regularly. This is 
your main check that your record keeping is accurate. 

If there are any accounts for which you do not receive statements in the mail, make sure you 
print out a transaction list through your internet banking facility regularly and reconcile this 
with your cashbook. 

Follow these steps: 

a. First check that the bank balance of the Transaction sheet (always at the bottom of the sheet) 

before reconciliation is identical with the Opening Balance of the bank statement that you want 

to reconcile. If it isn’t see below for ‘troubleshooting’. 

b. Go down the bank statement line by line. For every transaction check whether it has been 

entered in the transaction spreadsheet. Then tick the transaction on your statement and enter 

‘c’ (or p1, p2, s, depending on which account you are reconciling) in the ‘Banked’ column. 

c. If a transaction hasn’t been entered, enter it now, put ‘c’ (p1,p2,s) in the ‘Banked’ column and 

tick the transaction on the bank statement. Make sure you have a receipt where appropriate. 

d. When you have checked each line on the Statement, the bank balance on the spreadsheet 

(bottommost row) must be identical with the closing balance on the Bank Statement. Write 

‘reconciled’ on the bank statement. 

Troubleshooting: 

If the bank balance on the Transaction sheet does not match the balance on the Bank 
Statement you have a problem.  

 First check for any obvious mistakes: most commonly, an expense has not been entered 

as a negative figure. 

 Calculate the difference between the bank statement and the spreadsheet balance. Is 

the amount familiar? Can you match it with any specific transaction? You may simply 

have omitted to put a ‘c’ in the banking column, or haven’t entered the transaction. 

 If this fails, you have to delete all ‘c’s in the banking column for the period covered by 

your bank statement and do it again. If the opening balance on the bank statement 

doesn’t match the balance on your spreadsheet after this, you will have to go back 

another period and compare the result with the previous Statement. You will have to go 

back as many periods as it takes, until it matches. 
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Unbanked items  

After you reconciled the bank statement, any rows without a ‘c’ (p1,p2,s) in the banking column 
will be unpresented cheques, deposits you haven’t made yet, invoices you have recorded but 
not yet paid – or entries that have been doubled up.  

Keep in mind that, even though an invoice may not have been paid yet, the expense is already 
recorded in your reports (accrual accounting). This gives you a better indication than the bank 
statement of where you stand financially.  

You may want to sort the Banked? column for {Blanks} to find those transactions. 
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6. Petty Cash 

 

For an accountant, petty cash is no different to a bank account. The only difference is that in 
one case the money is held by your bank, whereas in the other it is located in a cash box 
somewhere on your premises.  

You can track Petty Cash in the Transactions sheet by assigning it to one of the project 
accounts (p1 or p2).  

Taking money out of your bank account to put into Petty Cash is a transfer and needs to be 
recorded as in section 4.2. 

Expenditure from Petty Cash needs to be entered into the spreadsheet. This can be done as a 
summary, for example one line for all purchases of milk, coffee or other staff amenities, 
another for stationery purchases etc.  

Then reconcile the cash left in your petty cash box with the balance showing in your 
spreadsheet. 
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7. Income-Expenditure Reporting 

To use reporting, Macros need to be enabled. You can do that by choosing ‘Enable 
Content’ in the yellow banner at the top of the screen. If you cannot see this banner it 
means Macros are enabled.  

 
You can create an Income and Expenditure report for Board meetings or accountability 

purposes for a specified period in the Reporting Sheet.  

Enter the Start and End dates you require for the report, and click ‘Create I/E Report’ 

 

You will automatically be diverted to Report 1 Sheet, where a report like this will display: 
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Note: Your opening bank balance 
plus your net surplus/deficit may not 
equal you closing bank balance. The 
Income & Expenditure report is 
accrual based and includes any 
journal entries or unbanked items 
that you have recorded but not yet 
reconciled. 

 

  

The report displays  

1. the figures for the period 

chosen (1-31 August 13 in 

this example) 

2. The figures for the same 

number of previous days (1-

31 July 13 in this example) 

3. Total amounts for the 

financial year up to the end 

of the period chosen (31 

August in this example) 

4. Capital funds (Assets and 

others) spent and received. 

5. Opening and Closing Bank 

Balances. 
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8. End-of-Year Financial Statements 

The spreadsheets provide three reports to help with end-of-year Financial Statements. 

If you are doing ‘cash reporting’ under the Tier 4 Financial Reporting Standards for registered 
Charities you will only need the ‘Statement of Cash Flows’. This meets the requirements of the 
‘Statement of Receipts and Payments’ in the Standard. You cannot create a ‘Statement of 
Resources and Commitments’ with this spreadsheet, as this is largely a manual process. 

If you are doing accrual-based reporting under any other not-for-profit Financial Reporting 
Standard you will need all three reports, as all three are mandatory under those Standards. 

By default, the reports will create Statements for the year indicated as the Financial Year in the 
‘Accounts List’ sheet. If you require a report for a previous or later year, change the financial 
year date here (refer to section 3.a). 

8.1. Statement of Funding  

Referred to as ‘Statement of Financial Performance’ in the business world and also in 
Accounting Standards, Accounting 4.0 uses not-for-profit terminology instead.  

The Statement of funding incorporates any as yet unbanked items and any journal entries you 
may have made for that financial year. It provides figures for the current financial year and 
comparative figures for the previous one.  

 

8.2. Statement of Financial Position 

This statement (or Balance Sheet) shows 
your assets and liabilities at any given time, 
and by default compares them with the end 
of the previous financial year. You can also 
run a Balance Sheet for another day in the 
past, and/or compare figures with a different 
date. 

Balance Sheets contain important financial 
information for your organisation such as 
your ‘net worth’, the total assets your 
organisation owns and any liabilities you owe 
others. 
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8.3. Statement of Cash Flows 

The Statement of Cash Flows shows your income and expenditure as received or paid, i.e. it 
does not include any amounts you owe others or are owed. It separates operating cashflow 
from investing and financing cashflow. ‘Investing’ to an accountant refers to the purchase or 
disposal of fixed or intangible assets. 

It shows the combines opening balance of all bank and cash accounts, adds the cash flow into it 
as well as any GST movement, and arrives at the closing balance. The format is compliant with 
all Tiers of not-for-profit Financial Reporting Standards. 

9. Tracking Funding  

Most grant-makers require that the organisation keep records on how they spend the grant 
money. Our spreadsheets help with this.  

The grant tracking functionality is entirely separate from the income/expenditure recording. 
They do not influence each other in any way.  

9.1. Setting Up 

If you want to use this functionality you first need to go to the Grants Sheet and enter all the 
grants you want to track in column A. Enter the opening balances from your previous 
accounting system next to them. 

 

New grants received during the year: If you receive a new grant that you need to track, type 
the name of the grant in the first available line in the ‘Grant’ column. Do not enter an opening 
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balance. Instead, make sure you allocate the received amount in the Transaction Sheet to the 
grant you have just entered. 

You may also have to create a grant 
account in the Account List Sheet (Income 
section), if you want the grant to appear 
separately in your Income/Expenditure 
reports. Remember, creating a grant 
account in the Account List does not 
automatically create a grant in the Grants 
Sheet, and grant income allocated to a 
grant account in the Transactions Sheet does not automatically show up in the Grants Sheet. 

 

 

9.2. Track as you go 

Once you’ve set up your ‘Grants’ sheet with all the funders you want to track, you now simply 
allocate expenditure (and the grant payment itself) in the green section of the ‘Transactions’ 
sheet. 

We recommend that you allocate all income and expenditure (but not transfers between 
accounts or GST payments/receipts!). Income or expenditure that is not grant-related should be 
allocated to ‘untagged funds’. This way you have a running balance of the amount of money 
you hold that is not tagged to a specific grant. 
 

  

 

 

 

 

 

 

 

 

Click the arrow to bring up the list 
of grants you have entered in the 
‘Grants’ Sheet. (You may have to 
scroll up if the field is blank at 
first).  
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Splitting income or expenditure over two or more grants 

You can split any transaction item across two grants in the same line.  

Let’s assume as an example that you are paying $200 in rent, half of which comes out of a 
‘Goodguys’ grant and the other half out of a ‘Charity4All’ grant.  

As soon as you enter the -$200 in the Transaction sheet, the ‘Amount 1’ column in the green 
section changes to ‘-$200’. Overwrite this to ‘-$100’! The ‘Amount 2’ column will automatically 
change to the balance amount, -$100. Now allocate each amount by finding ‘Goodguys’ and 
‘Charity4All’ in the respective drop-down lists. 

If you have to split a transaction over more than two grants you will need to add another line.  

Allocating small balances 

As you spend grants you are inevitably left with small balance amounts. The easiest way to fully 
spend your grant is by splitting an amount as described above, and allocate exactly the balance 
amount to that grant. 

9.3. Grant Reports and Balances 

 

Your Grants sheet will show you the total amount spent from each grant, and a running 

balance of how much you have left at this point in time: 

 

You can also run a specific report for each grant from the Grants Sheet: 

To use reporting, Macros need to be enabled. You can do that by choosing ‘Enable Content’ in 
the yellow banner at the top of the screen. If you cannot see this banner it means Macros are 
enabled.  
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You will automatically be switched to the ‘Report 1’ sheet, where the report appears: 

 

 
  

Click the arrow to bring up the list 
of grants, then choose the grant 
you want a report for. (Scroll up is 
list is blank at first) 
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10. Project Tracking 

Many organisation need to not just track grants, but also different projects, offices or other 
activities.  

Like the grant tracking, the project tracking functionality is entirely separate from your other 
recording and does not influence your Income/Expenditure Statement or Balance Sheet at all. 

To use this functionality you need to enter the projects or activities you want to track in the 
provided box in the Accounts List Sheet: 

 

 

 

 

 

 

You can now allocate income or expenditure to these projects in the Transaction Sheet by 
choosing the project from the drop-down box in the ‘Project’ field: 

 

Enter your activities or projects 
you want to track here. 
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10.1. Project Reports 

To use reporting, Macros need to be enabled. You can do that by choosing ‘Enable Content’ in 
the yellow banner at the top of the screen. If you cannot see this banner it means Macros are 
enabled.  

The purpose of tracking activities or projects is so that you have separate income and 
expenditure figures for that activity. You can create a project report in the ‘Reporting’ Sheet. 
Select the project you want to report on from the drop-down list and click ‘Create Project 
Report’.  

  

Your report will display in Report 2 Sheet (you will automatically be diverted) and looks like this: 
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11. Budgets 

Our workbook allows basic budgeting, but is not appropriate if you need a detailed month-by-
month cashflow budget. 

To use this functionality, you need to enter budget figures in the yellow area in the Accounts 
Sheet, next to the accounts you have a budget for. For each amount you need to enter whether 
this expenditure of income occurs throughout the year, or is a one-off item. For example, 
phone bills, power bills, wages, stationery purchases etc are all expenditure items that occur 
throughout the year. Grants or the purchase of an asset are usually one-off items, i.e. the whole 
amount is used in one single transaction. 

 

 

11.1. Budget Reports 

To use reporting, Macros need to be enabled. You can do that by choosing ‘Enable Content’ in 
the yellow banner at the top of the screen. If you cannot see this banner it means Macros are 
enabled.  

Our workbook provides a single budget report which starts from the beginning of the financial 
year and ending at a date you choose. You find it in the Reporting Sheet . Enter a start and end 
date, then click ‘Create Budget Report’.  

Your report will appear in Report 1 Sheet (you will automatically be diverted): 
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Budget figures are displayed 
against actual income or 
expenditure, and the difference 
between these is displayed in the 
‘Variance’ column.  

One-off items will appear 
separately until something has 
been recorded against the 
relevant account. For example, if 
the Lottery grant in this example 
had come in, it would appear in 
the ‘Income’ section against the 
expected budget figure. 

The Summary tells you whether 
the variances are good or bad. 
‘Favourable’ means you are 
spending less, or have more 
income, than budgeted.  
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12 Audit 

Your auditor will require a number of supporting documents and will tell you exactly what they 
require.  From the accounting workbook they will need: 

 The General Ledger. For this, access the brown ‘General Ledger’ tab and click on ‘Update 

General Ledger.  You can save this sheet as a pdf. 

 A printout of the Journal sheet, if any entries have been made here. 

 All three end-of-year reports. The numbers on these should match your Financial Statements 

exactly. 

They may also ask for the workbook as a whole. 

If your audit is with CCA we will need these documents: 

 Your Financial Statements. 

 An electronic copy of the CCA accounting workbook – no printouts are needed. 

 A copy of your rules/constitution/deed if not previously supplied. 

 All source documents for both income and expenditure (receipts, invoices, PAYE returns, rental 

agreements, funding letters, government contracts, bank statements etc), preferably sorted by 

date. 

 If you can, read-only access to your internet banking facility. 

 


