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Creating a Budget

One of Excel’s functions is as a calculator and can do many types of arithmetic 
functions.  Below is a sample family budget. Type in the information you see below:

Formula Rules and using AutoSum

=sum(A1+A5)

The first part of the formula =sum is called the operation. In this case we are summing or 
adding two numbers.  A1 represents the first cell where the first number is located. A5 is 
the second cell where the second number is located and they are separated by the plus + 
symbol.  Finally, you finish the formula by closing it with the parenthesis.

Let’s look at an example on the next page.



Click in the cell under 300 and click on the AutoSum icon in the toolbar.  It looks like the 
letter E.

AutoSum highlights the cells that are to be added.  Press enter on the keyboard.



Copy the formula by holding the Ctrl key and press the C key.  The computer highlights 
the cell to be copied.

Highlight the cells where you want to paste the other formulas.  Then hold the Ctrl key 
down while pressing the letter V.



Creating a Formula

Type in the formula =sum(B5-B17). The computer highlights the cells you want to 
subtract, press enter

Formatting Cells

Highlight all the numbers in the spreadsheet.



In the toolbar click on Format and then Cells:

Click on Number, change the number of decimal places to 0, click in the box that says 
Use 1000 Separator (,) and click on the red (1234.10) then click OK.



Auto Format

Highlight the entire spreadsheet.

Click on Format and then AutoFormat.



Choose the Classic 1 format and then click OK.

The spreadsheet should look like the one below:



Creating a Chart

To create a chart click on Insert and then Chart.

Click on column and then Next.



The computer shows you a preview of the chart.  Click Next.

You can add or change Titles, Axes, Gridlines, Legend, or Data Labels.  Click Next.



Click on As new sheet. Click Finish.

The chart will appear in a new sheet in your workbook called Chart 1.


