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PREFACE 

 

Please note that this guide was developed several years 
ago, and therefore uses an old version of Excel. 

 
A team of 6 Guiders have worked together to bring you GAP and the user guide. Their aim 
‘To produce a simple accounts package to fulfil Girlguiding requirements for unit accounts 
and year-end reporting’. Namely: 

 
Virginia Bain – Norwich Rainbow Guider 
Julie Bartrum-Lang – Chair of Finance Girlguiding Norfolk 
Katy Howard – Toftwood Guider 
Irene Ranner – Swaffham Brownie & Guide Guider 
Margaret Stansbie – South West Div Commissioner & Rainbow Guider 
Annette Winters – Thetford Brownie Guider 

 
We are indebted to Katy Howard who developed the backbone of this package as part of 
a School ICT project, and has given her hard work to Girlguiding Norfolk to help us all with 
our accounts. 

 

GAP has been developed using Microsoft Excel spreadsheets this having been identified as 
the most commonly used software available to Guiders in the County of Norfolk.  

 
INTRODUCTION 

Manual accounts are prone to error for many reasons commonly miscalculation, poor 
analysis and inability to read handwriting. Guiders have been known to spend many hours 
looking for simple errors in their accounts. Of course a computer cannot prevent you from 
entering the incorrect numbers, but you will be able to read the accounts and identify 
problems faster, plus the adding up will be done for you as well as the analysis. 

 
GAP has been prepared to make the whole business of preparing the Annual Unit Accounts 
as simple as possible. It is for everyone from the more experienced Guider to those who 
have just accepted the task of ‘doing’ the accounts. 

 
Based on the Girlguiding UK publication ‘What you need to know about RECORD- KEEPING’ 
please use this resource and ‘Finance Notes for Guiders’ produced by Girlguiding Norfolk 
to find out what is required by guiding and what is considered best practice. 

 
This software and user-guide will attempt to answer all your questions and enable you to 
keep track of your Unit’s money without too much difficulty. This guide will take you step-
by-step through the process of keeping your own computerised accounts. 

 

GAP is not perfect, it could be much more complex but we have deliberately kept it simple 
to facilitate ease of use, however we welcome suggestions for improvement and will 
consider any requests to modify the package for other uses in Guiding e.g. Depots. 

 
There are three versions for units with one, two or three bank accounts. 
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We hope that you find the system easy to use and eventually GAP will be available so that 
all Guiders and similar organisations can benefit. 
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GETTING GAP ONTO YOUR COMPUTER 
 

Minimum requirements: You will need Microsoft Excel to use the spreadsheets and 
Adobe Acrobat to view the User Guide. Memory requirements – both files are less than a 
Mega byte: GAP 600Kb; User Guide 900Kb. 

To download Adobe Acrobat Reader   (size 20.8Mb) go to 
www.adobe.com/products/acrobat/ and download it for free. 

 

Where possible we have used screen shots to give visual help. These will not be the 
same on all computers depending on your operating software and setup, however in 
general they should be helpful. 

 
You may have received a CD, email or be downloading the package from the Girlguiding 
Norfolk website. 

 
Email & Downloads 
• Click on the GAP File Icon 

 

• The file will open in the appropriate software – 

• Excel for spreadsheets or Adobe Acrobat for the 
User Guide 

• Password is ‘guiding’ for both pop-ups. 

 

CD 
• Load the CD into your CD drive 

• Most often the CD will run itself and a screen will 
appear similar to this 

• Click on the appropriate GAP Icon 

• The package will open in the appropriate 
software 

• Password is ‘guiding’ for both pop-ups (see above) 

 

 

If CD does not load automatically as above 
• Load the CD into your CD drive 

• Go to the Start menu in the bottom left hand 
corner of your screen 

• Select Run 

• In the window that appears type d:/ and follow 
the instructions above 

• If your CD drive is not your D drive you need to 
find out which drive it is 

 

Continued on next page 

http://www.adobe.com/products/acrobat/
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• In the window that appears type d:/ select ok 
and follow the directions above 

• If your CD drive is not your D drive you need to 
find out which drive it is 

 
 

 

Finding your CD Drive 

• Go to your desktop 

• Select the My Computer icon, double click to 
open 

• A window similar to this will appear showing you 
all the drives on your computer 

• One of them will be your CD drive 

• Whatever letter appear in the brackets tells you 
which drive has been used to install your CD drive 

• Continue as above typing the drive letter into the 
run window 

 
 

 

Saving GAP onto your computer 
• You will require a password to use the spreadsheets – this is set as ‘guiding’. We 

strongly recommend you change this to something unique as soon as possible. 

• Go to the notes on How to Change your password. 

 
• Save your package to an appropriate folder – it’s a good idea to designate a folder 

for your Guide Accounts, you can then keep all the accounting years together and 
find them easily. This folder could be on your desktop or (recommended) filed away 
in your own area or My Documents. 

 

Opening a new folder on your desktop 
• Place the mouse pointer on the screen 

• Right click and select New 

• Then select folder 

• A new folder will appear on your desktop called 
‘new folder’ 

• The folder name will be highlighted so that you can 
overtype it with whatever name you like 

• You can also rename it at any time by right clicking 
on the folder and selecting rename 

 
TIP: 
Do you find the illustrations difficult to 
read? Use the zoom facility to make it 
bigger. 
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Opening a new folder somewhere else – recommended 

• Find the area where you want to save your GAP 
perhaps my documents or an area designated for 
Guides on your C drive 

• Go to File in the top left hand corner 

• Select New 

• Select Folder and proceed as above 

 

Saving the files in your new folder 
• To get the GAP files into your folder, go the open 

spreadsheet or Word Document 

• Select File (top left hand corner) 

• Choose ‘Save As’ 

• Then select the folder where you want to store GAP 

• Click OK and you now have GAP where you want it 

• Whenever you are using GAP remember to save 
regularly so that you do not lose any information 

• A window will appear allowing you to select the 
location of the folder where you want to file GAP 

 

 

• Use the arrow to navigate 
to the correct location 

 
 
 
 

• Or select from the icons 
on the Left Hand side and 
navigate from there 

 
• When you have found the correct location you can rename the file – e.g. ‘Unit 

Accounts 2007’ in the box called File name: 

• Select Save and you now have GAP where you want it – Well done! 

• Make sure you know the path to your file so that you can find it again, you may want 
to write it down until you are familiar with the process. 

 
At the beginning of every year you always need to start a new set of accounts and 
therefore a new accounts file in excel. You will then have a record of each years accounts 
easily available on your computer if you need them. Guiders should keep accounting 
records for 10 years and we recommend that you keep a print out at year end as a fail 
safe, as well as keeping the computer copy and a back up of the computer files. 

 
Three options are available – 

•  Reload from the CD or download from the website –recommended as you will 
then have the latest version 

• Make two files now – one to use and one as a template for future years 
• Copy the existing file and delete the data 

 

Whichever option you choose select the accounts file and ‘save as’ renaming to a name 
suitable for the new year and away you go. You do not have to wait until you have finalised 
last year to get started, although your opening balances may not be available. 
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RELOADING YOUR SPREADSHEET 
 

It is probably easiest to open Excel First: 
• Do this by selecting the excel icon on your 

desktop or from your start menu. 

 
• Double click to open or right click and select 

open 

 

• If excel is not on your desktop or start menu go to 
the Start Menu, Programs, Microsoft Office, Excel 

 
 

Finding you Guide Accounts File 
• If you have used it recently it will be in your most 

recently used files 

• Click on File in the top left hand corner of the 
screen and select your file from the ‘most recently 
used’ list 

 

• Otherwise navigate to the folder in which you have 
stored your accounts files by selecting File and 
open which will take you to a screen similar to this 
from which you can find the pathway where your 
folder is filed 

 
 
 

 

If you have a folder in which your accounts are saved 
• Double click on that folder or right click, open 

• then double-click (or right click, open) on the file 
that you want 

• You have now opened up your document. 

• You can do this without opening Excel first but it 
may take longer to load as Excel needs to open 
first, before the file can open 

 

Opening GAP for the first time 

 

• Whichever way you open the file this screen will 
appear 

 
• In subsequent sessions the spreadsheet will open 

at the sheet where you last saved it. 
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GETTING STARTED 
 

You have 20, 29 or 37 data entry worksheets depending on whether you are using GAP 
One, Two or Three. The only difference between the three versions is that GAP two and 
Three have a Combined Summary Page which consolidates the accounts for each bank 
account into one Summary for Year End Accounts and each bank account has a set of 8 
worksheets. 

 

 one Front Sheet – the title page with all the Unit and Bank Account details 
 one Combined Summary Page (GAP Two and Three only) 
 three Register pages – one for each term 
 one Gift Aid page which totals the register to give you the total you can claim 
 one Budget sheet – helps you to work out how much subs needs to be 

 
For each bank Account 
 one Summary page totalling all of the income and expenditure for the year and 

giving a breakdown of cash in hand and cash in the bank. 
 three Receipts (In-Spring, In-Summer and In-Autumn) 
 three Payments (Out-Spring, Out-Summer and Out-Autumn); 

 one Bank Reconciliation to enable you to reconcile the bank statements to your 
accounts 

 
Year End Sheets – to submit with your final accounts 
 one Asset Register 
 one Assets & Liabilities sheet 
 one Annual Report 

 
Events – accounts for large events, camps, holidays and fundraisers 
 one Events In sheet 
 one Events Out sheet 
 one Events Summary sheet 

 
To move between sheets 

 

• To change between these sheets click the tabs at the bottom of screen. 

• Every tab is clearly labelled and colour-coded and each will bring up the appropriate 
screen when selected. 

 
 
 
 
 
 
 

 

To Change the labels on your tabs 
 

• Right click on the tab to display this window 

• Select rename or tab colour to change them 

• For example – you might want to change the Events 
Tabs to tell you the name of the event or the 8 
tabs associated with a bank account to reflect the 
name of the account. 
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Deleting Sheets 
• Right click on the tab to display this window 

• There may be sheets you have decided you don’t 
want to use, if you wish you can delete these – only 
Registers, Gift Aid, Asset Register, Assets & 
Liabilities, Bank Reconciliation, Events Sheets or 
the Annual report can be deleted. 

• DO NOT delete any of the accounts tabs as this will 
destroy the formula linked to the summary. 

 

Copying a sheet or sheets 
• Click on the tab for the sheet you want to copy 

• Right click on the tab to display this window and 
select Move or Copy 

• Tick the box for create a copy 

• Select where in the list of sheets you want the 
copied sheet to appear. 

• Click ok. 

• A new sheet will appear and the Tab label will have 
(2) after the name. 

• Rename as required. 

• We recommend you copy the Events sheets so that 
they can be used for more than one event. 
IMPORTANT In order that the Event Summary links 
to the In and Out sheets in the copy it will be 
necessary to copy all three sheets at once. To do 
this you need to group the sheets (see below) 

 

 

Grouping Sheets 
• Select the First Sheet 

• Hold down the control key (CTRL) and click on the 
other sheets you want to select – they will all go 
white 

• And the Sheet Header will say [Group] 

 
• Right click and Copy the sheets, as above, using 

Move or Copy, all three sheets will be copied 
creating a set of new sheets all with the same 
name with (2) at the end. 

• IMPORTANT Once Copied click on another 
ungrouped sheet or right click and select Ungroup 
Sheets. If you do not do this everything you type in 
one sheet will be copied in the other grouped 
sheets. 
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HOW TO PRINT YOUR DOCUMENT 

At the end of the year you need to have a printout of every sheet in the accounts file that 
you have used. You will need to give a copy to the reviewer and then a copy of the 
reviewed accounts to your District Commissioner for her records. 

 
Before you print, you need to ensure that the page set-up is correct. 

 
Preview how your spreadsheet will print 

• Select the print preview symbol from the 
toolbar 

 
 
 

• Or go to file in the top left corner and click 
print preview. 

• You will see how your spreadsheet will 
print – if it looks ok then print, otherwise 
you may need to change the set up or 
select the pages to print 

• See below for changing set up which can 
be selected from the print preview screen 

 
 

Changing the Page Set up 
• You can find page set up from the Print 

Preview Screen (see above) or as follows 

• Select the tab for the sheet you are 
printing 

• Go to File and click on Page set-up, you 
will then see this screen 

• You will have four tabs to choose from: 

o Page 
o Margins 
o Header/Footer 
o Sheet 

• Work through each sheet making the 
adjustments required. Generally you will 
only need to make adjustments in the Page 
tab by adjusting the normal size or 
changing from Portrait to Landscape. 

 

TIP: 
•  A dotted line on a sheet is there to show 

you where the page break is and will not 
print out. 
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Page Break Preview 

•  Another way to see what will print is to use 
Page Break Preview 

•  Available from the Print Preview screen or 
selected from the View menu, it will place 
blue lines on sheet, some solid and some 
may be dotted. Page numbers will also 
appear in the background to help you 
identify how the sheet is set up. 

•  By holding the cursor over the blue lines 
you will see a two headed arrow appear 
indicating that you can click on the line and 
move it up or down or sideways to print less 
or more of your document. 

 
 

Printing 
• To print a document, 

• go to file and select print 

 

• You could also select keys ‘CTRL’ and ‘P’ 

• Or select Print from Print Preview 

 

This will give you are screen similar to this 
 

• The Name box will be different as it will 
identify your printer. 

• The default is generally All and Active 
sheets, so it will print all of the pages in 
the sheet you currently have selected. 

• You can select which pages you want to 
print or select Active Sheets for the sheet 
you are on or Entire Workbook to print all 
the sheets (not recommended). 

 

Changing the password 

•  Select File in the top left hand 
corner 

• Select Save as 

•  From the Tools –drop down 
menu –select general options 

• You will see the following screen 

 
• Type in your new password and 

click ok 
•  Then save as previously in the 

correct folder. 
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FRONT SHEET 

 

The first sheet in the workbook is the 
Front Sheet 

 
•  This is for you to complete in order to 

identify your Unit Account. 

•  It only has to be filled in once, at the 
start of each accounting year. 

•  What you type here in ‘Unit Accounts 
for’ will appear on every sheet in the 
workbook, as will the Year ending date 

•  The date should be entered in the 
format dd/mm/yyyy (where d =day, 
m = month, and y = year. For example 
all Norfolk Units will have the year end 
date of 31/12/2007 in 2007). 

• Enter the Bank Account details 

•  Enter the name and position of all 
your bank account signatories. 
Remember to contact your bank and 
add your District Commissioner if she 
isn’t already a signatory. 

•  When it is completed you can save it 
and proceed to the next stage, safe in 
the knowledge that you will not have to 
do anything to it again for the current 
accounting year unless you change bank 
account or signatories. 

 

 

TIPS: 
•  Remember to contact your bank and add your District Commissioner if she isn’t 

already a signatory 

•  Make sure all your signatories understand what they are paying for before asking 
them to sign cheques 

•  Show your signatories the bank reconciliation or other cash statement before asking 
them to sign a cheque, that way they know funds are available 

•  Always pay by cheque if possible, even when reimbursing guiders, it makes keeping 
accounts much easier 
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REGISTER & GIFT AID 
 

•  The Register pages, one for each term, are 
designed to meet the varied needs of units 

•  Fill in the names of the girls in Spring and they 
automatically fill in for Autumn and Winter 

•  You cannot delete a girl as her records are 
needed, for the year, for the Gift Aid form 

• To add a new girl use the next space in the 

Spring register 
•  You can change the dates to suit your unit 

meeting night. If you change the date in Week 1 
in each sheet it will automatically calculate the 
dates for the other weeks at 7 day intervals 

•  There is a small box for each week for recording 
attendance, by typing an appropriate letter. 
You may have another attendance record in 
which case you can ignore these 

•  The larger box is for the recording of subs 
received. It doesn’t matter how you receive 
subs just record the value received in the week 
when it is paid to you. 

•  The total for the week will automatically 
appear at the top of the column for each week 

•  A total for each girl and for the whole term will 
be automatically calculated to the far right of 
the sheet 

•  If your girls pay census you must also record this 
in the register in the week paid to insure Gift 
Aid is claimed on this also. 

 

Gift Aid is a fantastic way to boost funds. Make sure 
you are registered with Revenue and  Customs. The 
forms can be downloaded from the Girlguiding UK 
website. 

 
•  GAP has been designed to help you by doing the 

sums for you. 

•  The Gift Aid Sheet requires some input. You 
need to complete the Tel No, date of birth, Gift 
Aid Dec and Last Paid Date for each girl. 

• Enter dates in dd/mm/yy format i.e. 21/03/98 

•  Gift Aid Dec stands for Gift Aid Declaration enter 
‘Yes’ if you have one on file and the parent has 
said they are willing for you to claim gift Aid, 
otherwise enter ‘No’. 

•  The Gift Aid Declaration is included in the 
Welcome letter/leaflet. 

• The sums will all be done automatically. 

•  Don’t forget when claiming your refund from the 
revenue to add on any expenses donated by 
Guiders (they must sign a declaration too). 
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IN (RECEIPTS) & OUT (PAYMENTS) 

 

• IN and OUT pages - one for each term 

•  These are the essential nuts and bolts of 
your accounts where you record all the 
money received and paid out. 

TIPS: 
•  Kept up to date on a weekly basis your 

accounts will take very little time and make 
life easy for you at year end. 

•  We recommend you carefully check your 
bank statement against your records each 
time you receive one. 

•  Always make sure you have cleared funds 
before writing a cheque. 

•  Make sure you have arranged a statement 
date with the bank which coincides with 
your year end so that you do not delay the 
preparation of your final accounts. 

•  Bank the money received as soon as 
possible after receipt, keeping very little 
cash, if any. 

•  Any cash you do keep is your responsibility 
so keep it safe. 

•  Always pay by unit cheque if you can, it 
makes record keeping much easier and 
provides an audit trail of unit expenditure. 

 

IN (Receipts) 
The columns A to N appear as below: 

A Row no. an automatic setup, showing which line you are on for easy reference. 
B Date must be typed in the format dd/mm 

C Description You can write in this box to identify who has paid you the money 

 
D 

 
Heading 

A drop-down list of the analysis headings from subs to other. Click in 
the blank cell and a small box with an arrow appears. Click on the 
arrow to see the headings and choose the appropriate one. 

E Receipt No. Enter the relevant receipt number from your receipt book 
F Total Cash When you receive cash, e.g. Subs, put the total amount in here. 

G Total Cheques 
When you receive cheques or money straight into the bank e.g. 
interest record it here 

H Subs Amount collected as subscriptions. 
I Census Money received from girls for census 

J 
Fund Raising & 
donations 

Amount collected at fund-raising events or given as donations or 
bequests 

K Camp / Outings 
Money received for these activities, or a summary of the detailed 
accounts kept for holidays and large events on the events pages 

L Uniform / Books Amount received towards books/badges/uniforms 
M Bank Interest A credit made by the bank 
N Other For miscellaneous items that do not fit the above categories 

Analysis headings 
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Entering the data from left to right: 
• enter the date dd/mm into cell B5, press 

➔(tab key) on your keyboard to next column 
• In cell C5 enter a description, if required, to 

identify the source of the money press ➔ on 
your keyboard to next column 

• Cell D5 – this column has a drop down menu (as 
shown on screen to the right) make a selection 
from this menu and ➔ on your keyboard to next 
cell 

• Cell E5 , enter relevant receipt no here 

• Cell F5 (cash) or G5 (Cheque) enter the amount 
of money received in the appropriate column/s. 
The amount will automatically be analysed in 
columns H to N. If you have received money in 
both cash and cheque form you may have figures 
in both columns. 

• Your cursor will automatically move to the next 
row after tabbing through column G 

• You can continue entering data for other money 
received 

• Total received will be displayed in the Total row 
at the top of the columns. 

 
Banking Money 
• The cheque column acts the bank column in GAP 

as cheques by nature have to be paid into the 
bank account 

• When you pay cash into the bank you need to 
move the cash from the cash column to the 
cheque column 

• All you need to do is key in the date, description 
becomes the paying in slip number, key in the 
cash figure being paid in as a minus number (e.g. 
-80.00) and in the cheque column key in the 
same amount as a positive number (e.g. 80.00) 

• In this way you have transferred the cash to the 
bank 

• Any other payments made direct to the bank also 
go into this column such as a bank transfer or 
bank interest, for these you will need to select 
a heading 

TIPS: 
• Save your work frequently 

• It isn’t necessary to analyse your accounts in any more detail than is shown in the 
spreadsheet 

• Don’t be tempted to key in the name of every child paying subs, this can be done on the 
register page, instead record the total received at each meeting 

• If you make a mistake use the Undo button to go backwards  

• File any supporting paperwork logically, by receipt number or labelled with the row no 
so that you or anybody reviewing the accounts can easily see the source of the cash. 

Note: No heading is required 
– there is no analysis to be 

done for a cash transfer. 

Note: Use a separate line 

for each type of income, 

you cannot use more than 

one heading per line 
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OUT(Payments) 
The columns A to O appear as below: 

A Row no. 
an  automatic  setup,  showing which line you are on for easy 
reference. 

B Date must be typed in the format dd/mm 
C Description Write in this box to identify to whom you have paid the money 

 

D 

 

Headings 

A drop-down list of the analysis headings from meeting expense to 
other. Click in the blank cell and a small box with an arrow appears. 
Click on the arrow to see the headings and choose the appropriate 
one. 

 

 
E 

 

 
Receipt No 

When you buy something, it is essential to get a receipt or invoice as 
this ensures that you remember exactly how much you paid out and 
acts as evidence that you have spent the unit money on bona fide 
expenses. Give each receipt or invoice a number and record it here 
so that is easy to check what the payment was for. 

F Cheque No From your cheque book stub 

G Total Cash 
On the rare occasions that you pay for something with cash the 
amount is recorded here 

H Total cheques Payments by cheque (recommended) amount appears here 

I Meeting Expenses All incidentals from craft purchases, pens & paper, photocopying etc 
J Rent Cost of renting premises for meetings 

K Camps/Outings 
Money paid for these activities, or a summary of the detailed 
accounts kept for holidays and large events on the events pages 

L Uniform / Books All purchases whether from depot, Trading, other – including badges 

M Admin/Fundraising 
List here any money you spend on photocopying, stamps, Stationery, 
phone calls and general correspondence. 

N Census Your annual payment to District for your whole Unit 

O Other 
Any other money going out is recorded here, if not entered in any of 
the other columns. 

 

Entering the data from left to right (as for ‘in’): 
• Start at cell B5 – enter date in dd/mm format 

• Cell C5 Description – who you have paid 

• Cell D5 – drop down menu for type of outgoing 

• Cell E5 enter receipt/invoice number 

•  Cell F5 cheque number of cheque used for 
payment 

•  As with the income sheets the figures will 
transfer automatically to the correct column. 

 

Withdrawing cash from the bank 
• On rare occasions such as large activities or 

international events it may be necessary to 
withdraw cash from the bank 

• All you need to do is key in the date, description 
becomes the type of transaction, key in the cash 
figure being received as a plus number (e.g. 
100.00) and in the cheque column key in the 
same amount as a minus number (e.g. -100.00) 

• You have transferred the cash from the bank, it 
will also show as cash in the summary total 
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SUMMARY 

• In order for this sheet to work properly you need 
to key in the closing balances for last year 

• They may be analysed slightly differently – do 
not worry put them in the most appropriate slot 

• The current years figures will automatically be 
completed as you fill in the In and Out pages of 
the workbook, as will the Assets and Liabilities 
section when you complete these pages. 

• The Summary Sheet provides a running total of 
your activity for the year 

• The check box will tell you if it you are out of 
balance. 

 
• The Summary sheet will tell you how much cash 

is in your tin and how much in the bank at any 
given time, provided you have entered all the 
receipts and payments and paid the cheques into 
the bank – check it regularly to make sure the 
cash is what you actually have. 

• A + B = C The surplus/deficit for the year plus 
money brought forward from last year must 
equal the total money you have at any time. 

 

 

BANK RECONCILIATION 

• A bank reconciliation is not essential to keeping 
your accounts, it is however a useful tool in 
helping you to manage your unit funds. 

• When your bank statements arrive you should 
check them thoroughly as the balance on the 
statement may not be the true balance of your 
account. You also need to check that the bank 
have processed the cheques and paying-in slips 
for the correct amount – banks do make 
mistakes. 

• There may be cheques that haven’t been cashed 
or cash/cheques that are waiting to be paid in 
which are listed in your accounts – so you know 
about them but the bank doesn’t. 

• The bank reconciliation is there to help you work 
out the true balance and we recommend that 
you use it each time you get a statement. 

• Every time you receive a statement just 
overtype the previous figures or delete items if 
they have now cleared the bank account. 

•  It is simple to use – enter the bank balance in 
cell D8. 



GAP User Guide.doc 19 of 24  

• Check your payments ‘out’ sheets against the 
statement. Any payments that do not appear on 
the bank statement are listed as uncashed 
cheques. 

• Check your receipts ‘in’ sheet any cheques not 
on the bank statement are listed as Outstanding 
receipts. (Ignore cash – remember the cheque 
column is the bank column). 

• The bank reconciliation will then calculate the 
adjusted bank balance for you in cell D33. 

• The adjusted balance should be the same as that 
in the summary sheet which is shown in cell D35. 
If it isn’t you will get a message telling you that 
the bank account and accounts do not balance. 

• Check that everything has been entered to the 
In and Out pages such as bank interest. 

• Check that the uncashed cheques and 
outstanding receipts are correct. 

• Check that the bank has entered the same 
amounts as you have in your spreadsheets. 

• Make sure you haven’t done a cash transfer in 
the accounts which hasn’t happened at the 
bank. 

• In this way you will find any differences and have 
a true value for your bank account. 

• Add to this any cash you have and you know 
exactly what funds you have at that time – this 
should equal the total in your summary sheet for 
cash and bank together. 

 

ASSET REGISTER 

• Units must maintain a record of all assets, 
including land and buildings, investments and 
valuable equipment (for example tents, large 
items of arts equipment etc). Any item with a 
value of more than £100 should be included. 

• The recommended way to record these is in an 
Asset Register. Just list the items and their value 
and when you acquired them. 

• The items stay on the register until they are sold 
or disposed off when you can delete them. 

• It is important to have a record of your insurance 
cover for these items as well. 

• This sheet links to the Assets & Liabilities sheet 
to give the total value of your unit at year end. 

• Also referred to as Fixed Assets to distinguish 
then from other assets such as cash and debtors. 

• Add Assets as you purchase them to make this an 
easy job at Year End. 
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ASSETS & LIABILITIES 

• You only need to complete this sheet at Year 
End – 31st December 2007 for Norfolk Guiders. 

• At year end we need to know what your unit is 
owed and what it owes others to get a true idea 
of how much money the unit has. 

• Fixed Assets are recorded in the Asset Register, 
as described in the previous section and this 
figure is completed by an automatic link with 
the Asset Register. 

• Assets are anything of value to the unit, cash in 
hand and at the bank; and debtors are the usual 
assets of a unit. 

• Cash in hand and at the bank are automatically 
linked to the summary sheet. 

• Debtors are people /organisations that owe you 
money for anything to do with the unit 

e.g. the unit has purchased and supplied 
uniform to a girl and her parents haven’t yet 
reimbursed the unit or are paying in 
instalments – record here the amount 
outstanding as this is owed to the unit and will 
be received in the next financial year. 

• Liabilities are any amounts owed by the unit, 
you may have received the bill for rent for the 
winter term right at the end of term and not 
paid it yet; you may owe District or Division for 
an event. List any amounts owed by the unit at 
the end of the year, as these will be paid out in 
the next financial year. 

• If you have received bills in advance for the 
following year – do not enter these as liabilities 
as they are nothing to do with the year just 
ended. 

• In this way we have a true record of all the 
activity for the year in question. 

• This sheet is linked to the summary sheet for 
the Reviewer to sign off that she has checked 
your accounts including the assets and 
liabilities. 

 

Independent Review 
• Required at the end of each financial year 

• Make sure the summary is balanced and reconciles with your bank statement to finalise 
your accounts for the year. 

• The Reviewer will need to see all of the sheets plus your cheque stubs/books, paying in 
books, receipt books, statements, invoices – everything to do with your accounts. 

• The sooner you get the accounts finished and reviewed the easier it is for you to move 
on to the new year – final deadline is 31st March in the following year. 

• An Independent reviewer must be someone with appropriate knowledge who is not a 
signatory on the account and is not related to the guiders or signatories on the account 

• Once reviewed give a copy of all the sheets to your District Comm. for her records 
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ANNUAL REPORT 

•  You will be familiar with this page although you 
may not have seen this format before. 

• Officers are the Guiders of a Unit, if you have a 
treasurer or secretary list them here too. 

• Activities should be the main activities you have 
carried out in the year. A weekly programme of 
activities being the obvious first choice, plus 
highlights from your guiding year. 

• This document is not a record of all that you 
have done but a snapshot of the year just 
finished, so keep it brief. 

• Start in cell B13 and tab through completing 
each cell as appropriate. 

• The year end date will complete automatically. 

• You need to enter the date in cell C39 

• The Unit Guider should sign the form if possible. 

 
 
 

EVENTS 
 

• There are three events pages Events IN, Events 
OUT and Events Summary 

• As described above in the section How to copy 
a sheet we recommend that these sheets are 
copied before you start so that you can have 
several sets for different events 

• We recommend that you rename the sheets – 
see the section on renaming a sheet 

• Any large events and camps and holidays need 
a separate accounting record. Use these sheets 
to keep those records. 

• However the details do not link through to main 
IN and OUT sheets so you will need to record 
these figures again in the main Receipts(In) and 
Payments(Out) sheets under the Camps/ 
Outings Heading but you won’t need to record 
them in detail again. 

• The sheets work the same as described in the 
Receipts In and Payments Out Section. 

• The summary works automatically giving you 
the total income and expenditure for the 
event. 
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BUDGET 
 

• Preparing a budget each year is a great way to 
set your subs value 

• Some units set their subs with the District or 
other local units in which case you all need to do 
a budget to work out what the best subs will be 
for you all 

• It couldn’t be simpler – fill in the income at the 
top, make sure these are items you definitely 
will receive or realistic amounts you can raise 

• Then complete the expenditure for your unit 
based on last year’s numbers and any changes 
you are aware of or anticipate such as an annual 
rent review 

• Include census unless you collect this separately, 
it will increase each year also 

• You now know how much money you need to 
raise via subs. 

• So key in the average number of girls in your unit 
at any one time and the cost per girl will be 
calculated 

• Then add the number of times you collect subs 

e.g. 3 for termly or 6 for half-termly and the cost 
per session will be calculated. 

• Cost per session is the amount of subs you need 
to charge the parents. 

• You can also use your budget to justify the subs 
you are charging, if necessary. 

• 

 

MULTIPLE BANK ACCOUNTS 
• GAP Two is for units with two bank accounts 

• GAP Three is for units with three bank accounts 

• Essentially you run a separate set of accounts for each bank account. 

• You can rename the sheets and even change the tab colour to make it easier. 

• At the end of the year you have a Summary sheet for each account and one which 
consolidates all three accounts into a combined summary which is linked to the assets and 
liabilities. 

 
 

TIPS 
• More bank accounts = more work – do you really need more than one? 

• If not close one or two down and make life easy for yourself 
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ERROR MESSAGES 

• When do error messages appear? 

This will appear when ever you try to type in a cell which has been locked. Cells have 
been deliberately locked to make sure that the formulae and links between sheets 
cannot be accidentally corrupted. 

 
To get rid of the message click ‘ok’ and continue working in the appropriate cells. 

• Can I get rid of them? 

No, sorry! 

Example of an error message: 

 
 
 

BACKUP AND RESTORE 

•  It is recommended that you back up your 
files every time you update them. Should your 
computer go wrong or you accidentally delete 
the files you won’t lose all your hard work. 

• To back up copy the file onto a floppy disc 
To do this just click on File, Save as, and then 
select your Floppy Drive (usually A:). 

•  To back up copy the file onto a CD. Using a 
rewritable CD will save on cost. To do this, 
save and close the file. Then select File and 
Open, find the file and highlight it by clicking 
once. Then right click and select Send to, a box 
will pop up with several options, select your 
CD Drive. You will then get a pop up saying you 
have files waiting to be written to a CD, click 
on it to see the files. Highlight the files and 
then select File and Write these files to CD. 
Make sure CD is in drive. 

• Store the discs securely (they contain 
confidential information) in a separate place 
to the computer. For example if the computer 
catches fire, and your CD is in a box in another 
room you still have a copy of everything you 
have saved. 

• Refer to the section called Getting GAP onto 
my Computer if you need to restore from back 
up at any time, using your back up disc instead 
of the GAP download or disc. 
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TROUBLESHOOTING 
 

Problem Solution 

I cannot print my work • Check the printer is turned on 
• Check for any leads that have come loose 
• Check there is paper in the printer 

I cannot save to disk/CD • Check your disk is not full 
• Check the disk is not write protected 
• Is the file is too large for disk 
• Is your CD is re-writable 

My computer has crashed 
or is frozen 

• Restart the computer 
• Load the last saved file 

restore) 

 

(may 
 

automatically 
 

have 
 

auto- 

 

GLOSSARY 
 

Bug A problem with the way the software works 

Cell This is the little box on the spreadsheet where you enter 
the data 

Cell Reference A reference available for each cell consisting of the Column 
header and row header for that cell. Cell B6 for example. 

Column The vertical group of cells headed A/B/C etc 

Ctrl This is the key in the very bottom left corner of your 
keyboard 

Data The information that you are entering 

Formula/e The method used to generate automatic totals – you won’t 
need to enter any in GAP 

Icons These are the little pictures you see on the computer. When 
you press them they do a job for you 

Print Preview A view of how the printed page will look 

Row The horizontal group of cells headed 1/2/3/4 

Sheet See Work sheet 

Shortcut Keys A quick way of making things happen 
Ctrl + P = print 

Spreadsheet This is the name of the entire set of worksheets 

Tab The way of identifying each worksheet in the Workbook 

Taskbar This is the set of icons at the top of the page 

Workbook The whole excel file is referred to as a workbook in some 
places, meaning all of the sheets in the file 

Worksheet This is the name of just one page of data, changed by the 
tabs at the bottom of the screen 



GAP User Guide.doc 25 of 24  

 

THE END BIT 

Unit Accounts are a fundamental and important part of running a Unit, our Aim is for 
GAP to help you to prepare your accounts quickly and easily. 

 
To all the Guiders who keep accounts - you are fantastic! Keep working at it and if you 
get into difficulty or need assistance please get in touch before the problem develops 
from the proverbial mole hill into a mountain. 

To all the Guiders out there who love keeping accounts – Please email Julie at the 
address above as we could use your help to help others. 

 
Do feedback – it will help make GAP even better…………… 

 

……………….and lastly a big THANK YOU to all of you for taking the time to learn 

something new for your unit. 
 
 
 
 


