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Learning Excel by Creating a Budget
In this lesson you will learn how to use and work with Microsoft Excel by creating a simple budget.

2
lb x
e Click the Excel icon to start Excel

e At the bottom of your screen
you will see 3 Sheet Tabs

e Altogether these sheets are
called a Workbook

e You can add new sheets or
rename sheets

e

37 | Right Click on any sheet to rename it

M4 4 F M Sheatl Sheet3 - ¥2 J<
m?ért Worksheet (Shift+F11) |

Ready

Saving your Spreadsheet

e Click on the Office Icon and
select Save As

e Give your Workbook a name
(Budget) and remember where
you saved it.

e In the future you only need to
click the disk icon to save

Open

Save

Save a copy of the document

(‘: Excel Workbook

710 | Save the workbook in thindefault file
format.

Save the workbook in the XML-based and

. Excel Macro-Enabled Workbook
[ ]
24
macro-enabled file format.

agam ;‘1 Save As (‘Q ::::'tﬁlen:vr:rm?:::?:: binary file format
[ﬂ)” " __j _1 _l O b = optimized for fast loading and saving.
Entering the months
e Click in cell A4 A B
e Type Jan 1
e Press Enter 2
3
4 Jan
s
&

Filling the months down

e Click in cell A4 again

e Move your pointer over the
button in the cell until it turns
into a small cross

R e R R

lan l




Frank Schneemann Excel Budget, Page 2

e Hold down the left mouse
button and drag down to fill in 3
the months a [1an
) ]'cl'he r;c;ntthiigould extend s |Feb
rom (0
& |Mar
7 |Apr
& |May
9 Hun
10 Jul
11 |Aug
12 |5ep
13 |Oct
14 [Nov
15 |Dec !
16 T
Entering the categories
e Type House Payment in cell B C D £ : G
B3
e Type Auto in cell C3
e Type Utilities in cell D3
e« Type Credit Card in cell E3 House Pay Auto Utilities Credit Car Clothing Entertainm
e Type Clothing in cell F3
e Type Entertainment in cell G3
Wrapping the text
¢ Click Row 3
2
= House Pay Auto Utilities Credit Car Clothing Entertainn
4 lan
e Make sure the Home Tab is selected
e Click the Wrap Text icon
Home Insert Page Layout Formulas Data Review View Add-Ins
46 o Calibri -1 - |A AT [ == || SiwrepTed
53 Copy = <
el - - $eng o A =iyl femrt SEmNEEn - .. e -
e The text is now wrapped in the cells
House Credit Entertain

Payment Auto Utilities Card Clothing ment
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You spreadsheet should look something like the one below

A B C D E F ]
1
2
House Credit Entertain
3 Payment Auto Utilities Card Clothing ment
4 |lan 1500 4350 250 100 300 200
5 |Feb 1500 450 150 100 250 100
6 Mar 1500 4350 200 100 266 125
7 Apr 1500 450 175 100 0 75
& May 1500 4350 221 100 148 82
9 |lun 1500 450 235 150 399 54
10 | Jul 1500 4350 178 150 211 252
11 Aug 1500 450 199 150 111 99
12 (Sep 1500 4350 144 150 102 45
13 Oct 1500 450 261 150 75 85
14 Mov 1500 4350 231 150 498 250
15 Dec 1500 450 240 150 298 12
Totaling the Categories 16
e Clickin cell A17 17 @
e Type the word Totals 18 "
. House
e Clickincell B17
Payment Auto L
e Type the =sum( o= -9
L ! 1500y 430
e Clickin cell B4 ; 1500: 150
e Select the cells B4 to B15 ! !
e The cells will be entered in E ISDDS 450
your formula ! 15':"':'; 450
e Type the closing parenthesis { 15':"'3: 450
mark ) E 15001 450
e Press Enter { 15'3"'3; 450
e Your fomula is complete E 15001 450
j 15005 450
E 15001 450
j 15005 450
LD s aso
|=5ur‘n|{B4:BlS




Frank Schneemann Excel Budget, Page 4

e Notice that your formula will show in the formula bar at the top of your worksheet
e If you have to edit your formula, you will edit it from the Formula Bar

BL7 - I | =SUM(B4:B15) - Edit your fomula from here

A B C D E F G H 1 J

Filling the formula to the right

e Click in cell B17

e Move your mouse to the small button till your cursor turns into a small cross
e Hold down the left mouse button and drag right

e (Just as you dragged the months of the year previously)

16

17 ToTALS | 18000 5400 2434 1550 2658 1379) /
+

18 =

e Click in cell C17 and notice that the formula changed by itself as you filled right
e Check the other cells to see how the formulas have adjusted

17 - fe | =sum(ca:c1s)
A B c D E F G

Totaling the Totals

e Clickin Cell A1

e Type =SUM(
SUM (" X ¥ f.ir| =SuUM(
A B C D
1 =sum( |

e Clickin Cell B17
e Highlight to the right to cell G17

16
rrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrr 'h."
17 TOTALS [ 18000 5400 2484 1550 2658 137,

18 |
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Close the parenthesis and press Enter

SUM = (3 % « f| =SuM(B17:G17)
A B C D E F G
1 |=SUM(B17:G17)|
2
e Cell Al should now contain the total of the category totals
Al - fe | =suM(B17:617)
A B C D E
1 314?1!
Formatting the cells for currency
o Click in cell A1 A B C D E F G
e Highlight to cell G17 1 31471
2
Credit Entertain
3 Auto Utilities Card Clothing ment
4 |lan 1500 450 250 100 300 200,
5 |Feb 1500 150 100 250 100|
6 |Mar 1500 Highlight Al to G17 366 125
7 |apr 1500 100 75
8 |May 1500 450 32
9 lun 1500 450 54
10 {Jul 1500 450 252
11 |Aug 1500 450 99|
12 |Sep 1500 450 45|
13 |Oct 1500 450 35|
14 |Nov 1500 450 250,
15 |Dec 1500 450 12
16
17 [TOTALS 18000 5400 379
e Click the Home Tab ()
. * : a
e Click the Numper group as e e
shown on the right
General 4
|'$ = % e || %8 58|
Number la
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e Click the Number Tab
e Select Currency
e Set the Decimal Places
to0
(no decimals)
e Click OK

See right >>>>>

~

T = @ = v
Format Cells { I&JW
Number , Alignment I Font I Border I Fill l Protection
|
Category:
General A Sample
Number . [
Clire $31,471 |
S;it;unhng Decimal places: |J = h 1
Time Symbol: | § B
Percentage : ‘
Fraction Negatve numbers:
Scentifc ;
Text 61,234 ‘
SD&CIB' (51,234)
Custom (51,239) |

Currency formats are used for general monetary values. Use Accounting formats to align decimal
points in a column.

[ OK ][ Cancel ] |

Notice now that the cells Al - fe | —SUM(B17:G17)

are formatted as currency

with no decimal places a g L D 3 & B
1 531,471
2

House Credit Entertain

3 Payment Auto Utilities Card Clothing ment
4 |lan 51,500 S450 5250 5100 5300 5200)
5 |Feb 51,500 5450 5150 5100 5250 5100
6 |Mar 51,500 2450 5200 5100 5266 5125
7 |Apr 51,500 2450 5175 5100 50 575
8 |May 51,500 £450 5221 5100 5148 582
9 [un 51,500 5450 5235 5150 5399 554
10 Pul 51,500 5450 5178 5150 5211 5252
11 |Aug 51,500 S450 5199 5150 5111 599
12 |Sep 51,500 5450 5144 5150 5102 545
13 [Oct 51,500 2450 5261 5150 575 585
14 [Now 51,500 2450 5231 5150 5498 5250
15 |[Dec 51,500 £450 5240 5150 5298 512
16
17 [TOTALS 518,000 55,400 52,484 51,550 52,658 51,379
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Entering Percentages

Click in cell A18 17 TOTALS 418,000 $5400 $2,484  $1,550 $2,658 1,379
Type Percent
yp 18 |PERCENT _|

Click in Cell B18

Type a division sign / 17 TOTALS 518,000
Click in cell A1 12 PERCENT |=B17/A1

(we are dividing cell
B18 by cell Al)
Press Enter

The percentage should
show in cell B18 16

17 |TOTALS 518,000 55,400 52,484 51,550 52,658 51,379
18 PERCENTI D.5?1555!

19 T

Fixing the Al Total so it will not adjust when you fill right

Look at the formula in the Formula Bar

B18 - fe | =B17/A1 T
A B C D E iFu:urmuIa Bar

If we fill this formula to the right (B18 to G18) the B17 will adjust to C17, then E17, etc.

Also the Al will become B1, then C1, then D1, etc

We do not want the Al part of the formula to adjust because it is the total amount (A1) that we are
dividing by

To fix the problem put a dollar sign in front of the A and a dollar sign in front of the 1
This will keep the Al part of the formula from changing when we fill right

e — - -

SUM - (2 % « f| =B17/5831]

A B C D E F G
1| $31,471

2

The formula in cell B18
should be: 17 TOTALS 518,000 55,400

18 F‘ERCENTI D.5?1955|
=B17/$A$1 19 *
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e Now fill the Percent formula to the right the way you filled the Totals

16
17 | TOTALS $18,000 55400 52,484 51,550 52,658 51,379 /
18 PERCENT | 0.571955 0.171587 0.07893 0.049252 0.024459 0.043818l
19 =5
Format the decimals as
percents 16
e Highlightthe cells from | 17 toTals  ¢18,000 $5400 $2488  $1,550 $2,658  $1,379

B18 to G18

18 PERCENTI 0.571955 0.171587 0.07893 0.049252 0.084459 0.04383_1!
19

e Make sure the Home

Tab is selected ()
e Click the Number icon L e S
as shown :
General v
$ v % || %8 528
Number ,,,,F‘%
e Click Percentages [ Format Cells — [

e Select 0 decimals

Number [ Alignment l Font l Border ] Fill lProhection |

Category:

General -
Number

Currency

Accounting

Sample
57%

Decimal places: |0 %
Date = A

Time %
Fraction

Scientific

Text

Special

Custom

Percentage formats multiply the cell value by 100 and displays the result with a percent symbol.

[ OK ] [ Cancel
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e Your result should look 16
like the one on the right | 17 TOTALS 518,000 55,400 $2,484  $1,550  $2,658 51,379

18 | PERCENT | 57% 17% 8% 5% 3% 4%\
19
Renaming the Sheet 1 Tab
e Right click on the Sheet 21 —_—
1Tab -
e Select Rename and = Delete
name the tab, BUDGET Eename
i: Move ar Copy...
2% Q,J View Code
27 4l Protect Sheet...
28 Tab Color [
29 Hide
30
31 Select All Sheets

M 4 » ¥ | BUDGET [<_SHEgty"SHEers ¥

e Your Budget should look like the one below.
e You can dress it up with color if you like

A B C D E F G

1| 53,471 My Budget - Frank Schneemann
2

House Credit Entertain
3 Payment| Auto | Utilities | Card |Clothing| ment
4 Jan 51,500 5450 5250 5100 5300 5200
5 Feb 51,500 5450 5150 5100 5250 5100
6 Mar 51,500 5450 5200 5100 5266 5125
7 Apr 51,500 5450 5175 5100 50 575
8 May 51,500 5450 5221 5100 5148 582
S Jun 51,500 5450 5235 5150 5399 554
10 Jul 51,500 5450 5178 5150 5211 5252
11 Aug 51,500 5450 5199 5150 5111 599
12 Sep 51,500 5450 5144 5150 5102 545
13 [Oct 51,500 5450 5261 5150 575 585
14 MNov 51,500 450 5231 5150 198 5250
15 [Dec 51,500 5450 5240 5150 5298 512
16
17 TOTALS 518,000 55,400 52,484 51,550 52,658 51,379
18 PERCENT 57% 17% 8% 5% 8% 4%
13

GOOD JOB!




