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INTRODUCTION

"LionBooks" has been set up as a simple but effective book keeping system for Lions Clubs in Australia.
The system has been developed in a practical club accounting environment over several years and has
been designed specifically to be easy to use for users with little or no book keeping knowledge. It is also
designed to overcome problems normally associated with handing over between computer and manual
book keeping systems.

Features of LionBooks are:

� Easy to set up

� Easy to use

� Reports generated automatically

� Simple monthly bank reconciliation 

� Income and Expenditure statement year-to-date always current

� Transparent - all entries always visible, nothing hidden

� Entry errors marked as they happen to help accuracy

� Unlimited number of accounts

� Once-only simple set up for club and account information automatically transferred to reports

� Monthly reports include all cashbook entries, cashbook balance, bank reconciliation and
income & expenditure statement printed simply and easily.

� Annual reports produced in a similar manner

� A full set of cashbook sheets and reports can be printed at year end (or any other
time) and form a full conventional set of accounting records needing only a Balance
Sheet to complete, which can be handed over as a traditional manual set of books with
no need for a computer at all.

� The books can be audited in either printed or electronic form (or both) at the auditor's
discretion. Versions are available to run on Excel (Office) 97,  2000,  XP, 2003 & 2007 and
OpenOffice 1.9 or later.   A free copy of the OpenOffice software suite is available on many
magazine cover CDs or for free download from www.OpenOffice.org – but be warned it is a
huge 17mb file. OpenOffice 2.3.1 is  available on the Australian Lions annual training
distribution CD for 2008-09

The downside is that LionBooks is only suitable for "normal" clubs with limited transactions and dissection
requirements.  It cannot handle GST (but then very few Lions Clubs need to, either!). Limitations of
LionBooks are:

� Maximum of nine dissections for income and nine dissections for expenditure for each
account

� Limit of 14 income and 14 expenditure transactions each month for each account

� No GST provisions

A new version, LionBooksBIG is similar, has the same transaction entry limitations, but double the
number of dissections. But be warned, LionBooks is much easier to use than LionBooksBIG, so
Treasurers, particularly computer novices, should really stick with LionBooks if they can. There is a lot of
help and advice in the Australian Lions Treasurers Manual about reducing the need for transactions and
dissections. LionBooks and LionBooksBIG both work on OpenOffice 2.3.1, although the cursor can be
placed in any cell unlike Excel where the cursor can only be placed in cells where it is legitimate to make
entries. It is still not possible to make entries in incorrect cells, just sometimes a bit inconvenient for the
cursor to go where it should not go.

In spite of these limitations, the system is still quite adequate for the average Lions Club.  Some methods
of reducing the number of transactions which need to be recorded, and the number of dissections
needed, are discussed in the Treasurer's Manual.  In particular, use of a good dinner meeting Receipt
Sheet can reduce cashbook transactions severely.

A new version, LionBooks NEW – for MS Excel only at this stage – has provision for 20 dissections and
40 entries each month for both income and expenditure and includes detailed help files and intuitive
interface.  The initial installation and setup is substantially the same as for the original versions.
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NOTE:   The Treasurer's Manual referred to throughout this text  is available in .PDF format for download
from the Leadership Section of the Australian Lions website at  www.lionsclubs.org.au and on the annual
Australian Lions training CD.

COMPUTER AND OPERATOR REQUIREMENTS

Any computer system which can operate a multi sheet spreadsheet is adequate to use LionBooks
provided it is running Windows (any version after W95)

Software

One of the requisite spreadsheet programmes must be installed on the computer.  LionBooks does
not include the actual spreadsheet programme.

Suitable spreadsheets are:

� Microsoft Excel 97 (From Office97) 2000, XP, 2003 or 2007

� OpenOffice – (Calc) any version from 1.9. Earlier versions are no longer supported. Version
2.3.1 is current at this revision and is included on the Australian annual training CD.

Microsoft Works is NOT suitable.

Minimum hardware

To run one of these programmes, a minimum Pentium 4 class computer will be suitable.  Basically, if it
will run the spreadsheet, it will run LionBooks.

Printer

Any A4 printer will suffice, although a more modern one will produce better looking and more readable
reports.  An inkjet is recommended for superior output, but an old dot matrix will suffice if nothing else is
available.  Colour is not necessary. Virtually any printer less than four or five years old will be fine.

Backup System

Like all software, regular backups are needed to avert disasters.  Because all entries are printed as part
of the monthly report, provided these are filed, there is no danger of unrecoverable disaster, but
computers do crash and hard disks have been known to lose everything before today, so a backup is
recommended after every time new entries are made.

Any external media – old fashioned floppy disk, memory stick or SD card, CD or DVD or even external
HDD can be used for backup.  For most users, the easiest will be to keep two CDs for backup.  Ordinary
CD-R  disks are fine -CD-RW disks are not necessary.  After each session, simply write (copy) the files to
both CDs. Put one of the CDs in the drive, right click on the filename in Windows Explorer and select
“send to” then your CD drive. Follow the on screen instructions to write the file to the CD, then repeat for
the next CD as a safety backup of the backup. The old version of the file will be “deleted” (actually
hidden) and the latest version will be available.

Computer User knowledge / ability

Elementary spreadsheet use is all that is necessary.  Provided you can open a file, save it, save it to a
floppy or CD (for backup), print a spreadsheet and enter data in a cell, including correcting entry errors,
you should have no problems using this system.   

Cells which you should not touch are all protected - you cannot alter them at all.  All necessary formulae
are already entered and protected against alteration, totals all look after themselves, as do balances.

If you make an error entering dissections and they don't add up as they should, the offending
balance will be highlighted in red until you get the entry right.

Although everything is protected as far as possible against accidental change, the password to allow
access to change anything is freely available from the author so that advanced users can make changes
if they wish, although you really should think carefully before you change anything.
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A WORD ABOUT MACRO SECURITY
When you try to open one of these spreadsheets, in either MS Excel or OpenOffice, you may get one of
two Macro Security error messages which are virtually the same in both Excel and OpenOffice. The first
is a pop up that warns you that the spreadsheet contains macros and that macros may harm your
computer.  There is a choice of  enabling or disabling macros. You MUST click on the “Enable Macros”
button, otherwise the programme won't work.

The other possible popup tells you that macros have been disabled because of your security settings.
You must change your security settings to enable macros:

� In MS Excel, click on Tools | Macro | Security. Select “medium”, then click OK.

� In OpenOffice, click on Tools | Options | OpenOffice.org | Security | Macro Security then select
“medium”, click OK, click OK again.

You should only have to make these changes once for each file you set up, although you will have to click
the “Enable Macros” button every time you open the file.

SETTING UP LIONBOOKS
These instructions assume Windows  XP is your operating system.  Please adapt to suit if you are using
other versions of Windows. The methods are essentially the same.

1. Copy the LionBooks template to your computer.

NOTE: You can skip this section and go straight to the “Create the New LionBooks Files” section if you
would rather just set up LionBooks straight from the CD and not have a copy of the  template available on
your computer for future use.  NOT recommended.

FOR MS EXCEL: 

Click on the appropriate button on the Treasurer's Documents page of the Australian Lions Training CD
2008, or double click on the filename of your selected version if you have downloaded it from the MD
website.  Your version of MS Excel will open displaying the LionBooks Template. You might have to wait
a little while if yours is an older, slower, system.

Click File then Click Save As 

(NOTE: These illustrations are using Office 2003.  The screens are mostly similar for all  versions; where
there are significant differences, they are noted in the text.)

The Save dialogue box will come up:  (next page)

At the bottom of the dialogue box, click on the “Save as Type” box, scroll down and highlight the entry

“Template (*.xlt)

Change the Filename  to LionBooks.xlt, LionBooksBIG023.xlt or LionBooksNEW01-23.xlt  (MS Excel  will
have added a “1” to the end of the correct filename and you need to delete it)
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Click on Save.

This will save a copy of the LionBooks template in your default location for templates, where it will be
available year after year if you need it.  

For OpenOffice: 

NOTE: You must have already installed OpenOffice. If you haven’t, skip this and do so first. follow the
instructions in the Open Office Installation Manual which you can print from their download files, and
follow the instructions there, then come back here to install the template.

The template installation is virtually the same as for MS Excel – open the file then save it as a template,
generally following the procedure above except:

� Click on File

� Click on Templates (right down the bottom of the popup)

� Click on Save

� Type in the filename without the extension, ie type in LionBooks or LionBooksBIG023

� Click OK

2. Create the new LionBooks files

Before you can use LionBooks, you need to set up account files using the templates you have just
installed on your computer.  ( If you chose not to install the templates, you can set the files up direct from
the CD but that is not recomended)

You need do this once only at the beginning of each year.

When you have finished, you will have one separate filename (and file) for each account which you will
use for the whole year.

It is a good idea to create a folder specifically for your accounting records to make them easier to find.

A word on filenames

It is a very good idea to select filenames that will instantly tell you what the contents of the file are.
Although long filenames are now in universal use,  it is still good practice to incorporate the file
meaning in the first eight letters of the filename for technical reasons.

The method in use in the author's club for some years is to use the abbreviated account name followed
by the accounting year, thus:

"ADMN0506"  =  Administration Account 2005 - 2006

"ACTV0001"   =  Activities Account 2000 - 2001

"CONV9900"  =  Convention Account 1999 - 2000

If these filenames are too cryptic for you, use long filenames in a similar manner:
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"ADMIN 05-06"

"ACTIVITY 2005-2006"

"CONVENTION 2007-2008"

(note that the "/" character cannot be used in filenames but the "-" as in 05-06 is OK in Excel and
Open Office. 

To create the new LionBooks files, once you have decided on appropriate
filenames:

IN EXCEL FROM THE TEMPLATE YOU INSTALLED:  Start Excel 

Select "File" then "New".  The Template dialog box will come up.  On the tabs across the top,
you will find one corresponding to the name of the folder where you placed LionBooks.xlt.  (In the

General tab if you didn’t create a separate folder) Click on that tab. Double Click on the
LionBooks.xlt icon that appears.  The template dialogue will close and a copy of the file

"LionBooks.xlt will open in your workspace.  When the template opens, save the file with its
new names. See the step labeled “IMPORTANT” on the next page.

IN EXCEL DIRECT FROM THE CD:

In Windows Explorer, locate the filename LionBooks.xlt on your CD drive and double click on it,
or just click on the appropriate button on the Treasurer's Documents page of the Australian Lions
Training CD.  Your version of MS Excel will open displaying the LionBooks Template. You might
have to wait a little while if yours is an older, slower, system.  When the template opens, save the
file with its new names as above. See the step labeled “IMPORTANT” on the next page. 

IN OpenOffice FROM THE TEMPLATE YOU INSTALLED:  Start OpenOffice. 

Select "File" then "New"  then “Templates and Documents” .  

The Template Location Dialogue will pop up:

Click on Templates in the left hand pane if necessary to open the template list. The dialogue
will change to a list of all installed templates (which will probably only have LionBooks in it

anyway.) Select (click on) the filename, then click Open to open the template.

When the template opens, save the file with its new names. See the step labeled “IMPORTANT”
on the next page.
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IN OpenOffice DIRECT FROM THE CD:

In Windows Explorer, locate the filename LionBooks.xlt on your CD drive and double click on it,or
just click on the appropriate button on the Treasurer's Documents page of the Australian Lions
Training CD.   Your version of OpenOffice will open displaying the LionBooks Template. You
might have to wait a little while if yours is an older, slower, system.  When the template opens,
save the file with its new names as above. See the step labeled “IMPORTANT” on this page.

IMPORTANT Carry out the next step IMMEDIATELY, before you even look at the
LionBooks spreadsheet.

Select "File" then "Save As".   Select the folder in which you want to place all your LionBooks
book keeping from the dialog box that opens and double click it.  Delete "LionBooks1",
“LionBooksBIG0231”  or “LionBooksNew01-231” in the File Name box at the bottom of the same
dialog box, and type in the name you have selected for this file.  Do not change the “Files of
Type” Microsoft Excel Workbook box right at the bottom. Click on Save.

NOTE: The rest of these instructions apply specifically to the MS Excel version. The
OpenOffice version is virtually identical with only minor screen differences. eg in the
following dialogue, the OpenOffice “Save As” screen looks different, but works exactly the
same as the Excel one.  In the interests of simplicity, the OpenOffice screens are not
shown from this point on.

Select "File" then "Save As" again.  The folder should be the right one this time. Delete the
filename shown (which will be the name of the file you just created) and replace with the name
you have selected for  your next account and again click on Save.   This creates another copy of
the file, this time with the second account name.

If you have more than two accounts, repeat the procedure for the rest of the accounts.

 At the end of this procedure, which you only need carry out once for each year, you will have at least two
files in a folder named "MyClubAccounts" or something similar which you can find easily.  There will be
one file for your administration account and one for your activities account.  There may be others if you
have more accounts.  The filenames should make it obvious which file is for which account, and in future
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years it should also be easy to see from the filenames which accounting year each file and account
covers.

3. Initiate the Accounts

Before any actual book keeping can be done, it is necessary to initiate the accounts by entering some
details about your Club and its accounts.  This is only necessary once each year, but must be done first.
Many of the details you will enter here appear on each month's sheet, and are repeated many times, but
you will only have to enter them once.

First. Open one of the newly created accounts.

• Start Excel (or whatever other spreadsheet you are using)

• Click "File" - "Open" then select (double click) the name of the Folder where your files are located.

Select the file you want to initiate from the list that appears and double click, or highlight the filename and

click on "Open".

Take a Quick Tour of the LionBooks or LionBooksBIG system. (but not LionBooksNEW)

Now that you have opened your first LionBooks accounts file, take a few minutes to walk around it and
see just how simple it is.

Across the bottom of the work area of your screen you will see a number of labeled tabs. There is a set-
up tab, one tab for each month of the year and a tab for the annual income and expenditure statement..
Each tab represents a separate spreadsheet but all sheets are linked together.   You can only view one
sheet at a time. Click on a tab to open the attached sheet . Take a few minutes to look at these sheets
and familiarise yourself with their layout.

In this screenshot, the "Data" tab is selected and the Data sheet is open ready to be worked on. On your
computer this tab is labeled "Set Up".
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If your computer has a screen resolution of 800x600 or higher, the whole sheet will fit on your screen
horizontally, although some vertical scrolling will still be needed.  If you use 600x400 resolution you will
also have to scroll horizontally to see all of the sheet.

The Set Up Sheet (was called DATA)

This is where you enter all the details of your Club and its accounts.  The sheet is straightforward and
pretty much self explanatory.  The one shown here is for LionBooks. LionBooksBIG is similar, but has 18
dissection entry boxes each in place of the 9 shown here.

Information you insert here will appear on all the other sheets as it is needed.  If you do not need all of the
dissection columns, simply leave them blank.   If you do not have the balance brought forward at the
beginning of the year, you will be unable to carry out an accurate bank reconciliation. Do not enter the "$"
sign - it is automatic.

The dissections shown for Income 1 and Expenditure 1 are usual practice, but you can overwrite them if
you wish.

If you look at any "month" sheet before you fill in the "data" sheet, you will see that there are no column
headings, Club name, etc. After the data sheet is completed all of these items will be filled in on all sheets
automatically, and the Income and Expenditure statement will have been fleshed out with dissection
details. The short names go in as column headers and the long and more descriptive ones are used in all
the reports. 
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A completed Data (Set Up) Sheet.  Note that all capitals have been used for the short dissection names
and Sentence Case for the Long Titles.  The actual method you use doesn't matter, but it should be
consistent.  Unused boxes have been left blank and are all together at the bottom. Do not leave any
gaps.

This is the top section of a "Month" sheet after the data sheet sample above has been entered.  The red
circled items are automatically transferred to every month sheet.

The red circled items are transferred automatically from the data sheet to the bottom of each month sheet
(except that the balance brought forward is only transferred at the beginning of the year, and transfers
month by month thereafter)

Even the Treasurer's name transfers automatically to each month sheet, ready for his signature!
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The "Month" Sheets

Each of these twelve sheets is essentially identical.  You enter all transactions for each month here, and
at the foot of each sheet you carry out a bank reconciliation for the month.  The sheets have been
designed to print out on three standard A4 pages for each month.  The first page shows the dissections,
the second page the bank reconciliation and the third has an Income and Expenditure statement with
current month and Year-to-date figures.  These pages also form the basis for a good Treasurer's report.

Brief details about entering transactions in the month sheets and carrying out a Bank Reconciliation are
given in the next two sections.  More complete information can be found in the Treasurer's Manual.

The whole of a "Month" sheet is shown on the next page to give you an overview of what is on each
sheet.  You will not normally see this whole view, because the print is too small to be practically useable.
Instead, the screen is usually viewed as top and bottom halves separately.  You can also view the Income
and Expenditure Statement on the right hand side if you wish, although you cannot directly alter anything
on it and you need not view it except as a "Print Preview", explained further on.

You can adjust the size of the image on your screen by going to "View" - "Zoom" and then selecting a
new magnification from the list that appears, or entering a custom magnification in the custom box.
Sometimes a slight (custom) adjustment is desirable to fit the full spreadsheet width on your screen. It is
worth a try if you find that you have to continually scroll just a little bit to view the full width.  If the resulting
image is too small to use, just repeat the process and revert to 100% magnification (the default)
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The Whole "Month" Sheet - LionBooks

This area is normally viewed much as it is printed, one page at a time.  Top left is page one and is the
"cashbook" area where you do all the entries.  Below that is page two which is the Bank Reconciliation
area.  Page three is at the top right and is the monthly Income and Expenditure Statement. This is
completely automatic and there is nothing you can directly alter in it.  Simply print it out!.
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The Whole "Month" Sheet  - LionBooksBIG

This area is normally viewed much as it is printed, one page at a time.  The top two pages are the
"cashbook" area where you do all the entries.  Below that is page three which is the Bank Reconciliation
area.  Page four is at the bottom right and is the monthly Income and Expenditure Statement. This is
completely automatic and there is nothing you can directly alter in it.  Simply print it out!

You would normally not see a screen like this because all the components are far too small to see. It is
shown here just to give you a better idea of how the programme is laid out and where you are heading
when you scroll around the screen.

Because of the extra scrolling needed to make data entries in LionBooksBIG, particularly in the cashbook
columns, it is not as easy to use as LionBooks.  

The "IN-EX" - Income and Expenditure - Sheet

This sheet is an automatic electronic summary of all the entries you have made to date.  There are no
fields on it that you can directly enter as it is entirely automatically calculated from your monthly entries.

A similar report is also printed automatically each month, except that it shows not only the current month
expenditure and income on each dissection item, but also the equivalent year to date amounts.  It is also
completely automatic. It can be seen on the right hand side in the screen shot of LionBooks and at the
bottom right in LionBooksBIG .
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All of the balances shown on the Income and Expenditure Statement are simply the totals of amounts
entered in the "month" sheets from 1 July to the last entry date.  Everything is automatic and there is
nothing you can directly change. This example shows the books entered to August, but you would usually
only print this statement at the end of the financial year. This Club has chosen to account postage
separately but most Clubs include it in their administration costs.

You cannot enter any of the details or headings on this sheet.  If you want to alter the description of an
item, you must do it on the "Set Up" sheet and that description will then apply for the whole year.  You
cannot have one description for part of a year and another afterwards.

ENTERING TRANSACTIONS

DO NOT use "$" symbols when entering any money amounts.  These are added automatically by
the programme.   Simply enter money amounts as a decimal number with or without cents shown.
If the entry is for whole dollars, you need enter the whole dollar number only - the spreadsheet
will enter the ".00" cents for you. If the amount includes cents, enter as a decimal e.g. 14.56 will
show as $14.56; 14.5 will show as $14.50, as will 14.50.

General Instructions

• Transactions should always be entered as soon as possible after the event.  It is a lot easier to
remember exactly what everything was about on the night after a meeting than it is two weeks later
on the night before the next meeting.

• Cash Accounting methods are used:
• Cheques are entered as soon as they are written, not either when they are cashed or when the

expenditure is actually committed or approved, but when the cheque is written.
• Income is entered when the money is received, not when it is promised or becomes due.

• Save your work regularly. Hit "File" - "Save" (or Ctrl-S) frequently.   Immediately after each group of
entries, or before scrolling to a new part of the page, and always before either printing or quitting the
programme. That is the absolute minimum.

• Complete all entries for one month and print the results before going on to the next month.
• Solve all "red box" (explained later) entries before proceeding.
• Double check each entry.  Make sure the amount you have entered is exactly correct. Dollars

correct; cents correct; decimal correct; no extra zeros.  Meticulously careful transaction entries are
the basis of trouble free book keeping.

• All transactions begin with the date on which the transaction occurred, details of what the transaction
was about, the receipt number (for income) or the cheque number (for expenditure) and the total
transaction amount.

• If you use copy and paste to repeat any entries for any reason, use “Paste Special” and select “All
except borders” (in Excel) or use “Paste Special” then untick all except “numbers” in OpenOffice.

Dissections

• The money amount for each entry is made in two places.  

• For income, the whole of a transaction amount is written in the "BANK" column, and then that
amount is dissected across the dissection columns.  This means simply that the amount is broken
up into its various components. Often there is only one component and the amount is written then
in only one column other than "BANK".

• Expenditure is treated in a similar manner, except that every transaction is written in the
"CHEQUE" column.

This is explained in detail in the transaction sections below and shown in the following screen shots.
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All transactions begin with the basic details of Tr ansaction Date, Details, Receipt or Cheque
Number and Total Amount.

Income transactions:
All income should be receipted, and transactions are then entered directly from the receipts.  For
information about receipts and some ways to make meeting receipts run smoothly,  or to find out how to
easily keep track of Member's Dues (who has paid and who has not & when they are paid up to) see the
Treasurer's Manual.

Once the basic entries of Date, Detail, Receipt number and amount have been entered, the amount is
then dissected.  This is a simple procedure explained below:

The whole of the amount in the "BANK" column is entered in one or more dissection columns to explain
what it has been received for.   In the example above, the top two lines and the fourth line have only one
entry each, because the whole of the amount in the "BANK" column was income from one item only,
"DUES" for one and two, and "DINNER FEES" for four.

The amount in the third column was money received from the Lion Tamer and included money from the
raffle and also from the tailtwisting session, so it has been broken down to show these two dissections.  
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