My Budget: Using Excel

Overview: You will be provided with instructions to help you set up your own personal budget.

You will use several functions and formulas to perform the calculations.

1. Set up a six month spreadsheet with the following headings. Substitute appropriate text for “source 1” and other cells. Depending on the number of income and expense sources that you have, you may need more or fewer rows than are displayed below. Your six month time period can run from January to June or July to December. Enter data; estimate where you need to. [image: image1.emf]
2. Add data to the spreadsheet as appropriate.

3. Add Functions and Formulas

You might want to review Mary Jo’s Budget below before proceeding.

A. In cell H2, type the formula that will find the sum of source 1 income. Copy and paste this formula to the other cells that will use the equivalent calculation.

B. In cell B5 (or equivalent on your spreadsheet), type the formula that will find the sum of the sources of income for January. Fill this formula to the other cells that will use the equivalent calculation.

C. In cell H8 (or equivalent on your spreadsheet), type the formula that will find the sum of source 1 expenses. Fill this formula to the other cells that will use the equivalent calculation.

D. In cell B14 (or equivalent on your spreadsheet), type the formula that will find the sum of January’s expenses. Fill this formula to the other cells that will use the equivalent calculation.

E. In cell B16 (or equivalent on your spreadsheet), type the formula that will calculate the

amount of savings for the month. Fill this formula to the other cells that will use the

equivalent calculation.

My Budget: Using Excel (cont.)

4. Finishing

A. In the footer, type My Budget, press <Enter>, and type your name.

B. Go to FILE and select Save. Name the file.

C. Print the spreadsheet in portrait format with the answers showing.

D. Then print the spreadsheet in portrait format with the formulas showing.

E. Go to FILE and select Exit.

Time to Review and Extend

Answer the following questions.

1. If you forgot one of your monthly expenses and needed to add a row to your spreadsheet, what would you do to make the row appear?

_____________________________________________________________

2. If you had $1,260.98 in your savings account at the beginning of the first month, what formula should be typed in the cell in which savings was calculated?

.


Determine Mary Jo’s Budget with Excel

Overview: In this activity, you will create a budget spreadsheet to keep track of income and expenses

on a monthly basis. Several functions and formulas are used within the budget.

1. Open a new spreadsheet file.

2. Mary Jo wants to go on a weekend camping trip. The cost of this trip is $50.00. Can she afford to go? She decides to set up a budget to keep track of her income and expenses, which will help her determine if she has enough money to go on the trip. Set up your spreadsheet so it matches the one below.
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3. SUM Function

A. What should be typed in cell H4 to add the contents of cells B4 through G4? ______________

B. Type this function and press <Enter>.

C. Fill Down to cells H5 and H6.

D. What should be typed in cell B7 to add the contents of cells B4 through B6? ______________

E. Type this function and press <Enter>.

F. Fill Right to cells C7 through H7.

G. What should be typed in cell H10 to add the contents of cells B10 through G10? ___________

H. Type this function and press <Enter>.

I. Fill Down to cells H11 through H15.

J. What should be typed in cell B16 to add the contents of cells B10 through B15? ___________

K. Type this function and press <Enter>.

L. Fill Right to cells C16 through H16.

