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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:

A4 b fe
& B | ¢ F

gl Jan. Feh.
2 |Income
3 |My Salary 3000 3000 3000 4000 4000 4000
4 |Other 300 300 300 300 300 300
& |Total
6
7 |Expenses
8 |Fent/Martg 500 500 00 500 500 00
9 |Loans &00 500 &00 a00 500 &00
A0 | Car Insura 120 120 120 120 120 120
11 |Food 350 340 350 J&0 340 350
12 |Entertainrr 100 100 100 150 150 150
13 |Clathes 200 200 300 150 200 150
14 | Taxes o 1500 o o 1500 o
158 |Phane il i i il i il
1B | Cell i i i &0 a0 &0
7
18 |Total
19
20
21
2

Formula Rules and using AutoSum
=sum(A1+AS5)

The first part of the formula =sum is called the operation. In this case we are summing or
adding two numbers. Al represents the first cell where the first number is located. AS 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.
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A, | B [ C [ D [ E | F | G| H [

11 | Jan Feh Ivlar Apr. May Jun Total
| 2 |lncome
| 3 My Salary 3000 3000 3000 4000 4000 4000
| 4 |Other 300 300 300 300 300 300
5 |Tatal
P — L}
=
| # |Expenses
| § |Rent/Mortgage 900 900 900 900 900 900
| 9 |Loans 500 500 500 500 500 500
| 10 {Car Insurance 120 120 120 120 120 120
| 11 |Food 350 350 350 350 350 350
| 12 |Entertainment 100 100 100 150 150 150
| 13 [Clothes 200 200 300 150 200 150
|14 [Taxes 0 1500 0 0 1500 1]
| 15 [Phone =]8] =18] B0 B0 =]8] =18]
| 16 [Cell 60 =10] G0 80 80 80
| 17 |Total Expenses
18
13 |Total
20
2

AutoSum highlights the cells that are to be added. Press enter on the keyboard.
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A B T E s

[t Jan Feb har Apr. May Jun Total
Elncome |
| 3 |My Salary ? SDDD? 3000 3000 4000 4000 4000
| 4 |Other L 3o 300 300 300 300 300
| 5 |Total
| B | sUM{number1, [numberz], ...)
| 7 |Expenses
8 |Rent/Mortgage a0a s00 200 S00 900 a0a
| 9 |Loans 500 500 500 500 500 500
| 10 |Car Insurance 120 120 120 120 120 120
| 11 [Food 350 350 350 350 350 350
| 12 |Entertainment 100 100 100 150 150 150
|13 |Clothes 200 200 300 150 200 180
| 14 |Taxes a 1500 a 1 1500 a
| 15 [Phone G0 2] &0 G0 &0 G0
16 | Cell 50 B0 B0 =il g0 g0
| 17 |Total Expenses
|18
| 19 | Tatal
| 20 |




Copy the formula by holding the Ctrl key and press the C key. The computer highlights
the cell to be copied.
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BS = A =SUM(B3:B4)

A I o e e s

| 1] Jan. Feb. Nlar. Apr. May Jun Total
| 2 [Income
| 3 |My Salary 3000 3000 3000 4000 4000 4000 21000
| 4 |Other 300 300 300 300 300 300
| & |Tatal
| 6 |
| 7 |Expenzes
| B [Rent/Martgage 200 200 200 200 900 200
| 2 |Loans 500 500 500 500 500 500
| 10 | Car Insurance 120 120 120 120 120 120
| 11 |Food 380 350 380 350 350 350
| 12 |Entertainment 100 10a 100 150 150 150
| 13 |Clothes 200 200 300 180 200 150
| 14 |Taxes 1] 1500 1] 1] 1500 1]
| 15 |Phane G0 &0 G0 G0 B0 G0
| 16 | Cell 60 60 60 a0 a0 a0
| 17 |Total Expenses
| 18 |
| 19 |Tatal
| 20 |

Highlight the cells where you want to paste the other formulas. Then hold the Ctrl key
down while pressing the letter V.
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A [ B [Drchirna e e |

| 1 | Jan. Feb. Mar. Apr. May Jun Total
| 2 |Income
| 3 |My Salary 3000 3000 3000 4000 4000 4000 21000
| 4 |Other 300 300 300 300 300 300
| 5 |Total N 1 v} I 3300 4300 4300 a3001
B
ZExpenses
| 8 |RentMortgage 900 Q00 900 900 900 900
| 9 |Loans 500 500 500 500 500 500
| 10 |Car Insurance 120 120 120 120 120 120
| 11 |Food 360 3a0 3a0 350 340 340
| 12 |Entertainment 100 100 100 150 150 150
| 13 |Clathes 200 200 300 180 200 150
| 14 |Taxes ] 1500 ] ] 1500 ]
| 15 |Phane B0 B0 60 60 B0 B0
| 16 | Cell 2l 2l G0 80 a0 a0
| 17 |Total Expenses
| 18 |
| 19 |Tatal
20




Creating a Formula

Type in the formula =sum(B5-B17). The computer highlights the cells you want to
subtract, press enter
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A, Il 8 | ¢ | o | e | F | 6 | H ]
i Jan. Feh. Mlar. Apr. (Mlay \Jun (Tatal
_2 |Incame
3 |My Salary 3000 3000 3000 4000 4000 40000 21000
4 |Other 300 300 300 300 300 300 1800
5 [Total 3300 3300 4300 4300 43000 22800
B
7 |Expenses
8 |RentMartgage 500 900 500 500 900 500 £400
9 [Loans _ £00 800 600 £00 500 £00 3000
10 | Car Insurance 120 120 120 120 120 120 720
11 |Food 380 380 350 380 350 380 2100
12 |Entertainment 100 100 100 150 150 150 750
13 [Clothes 200 200 300 150 200 150 1200
14 |Taxes 0 1500 0 0 1500 0 3000
15 [Phaone B0 B0 B0 B0 B0 B0 360
16 [Cell B0 60 B0 &0 50 &0 420
17 |Total Expenses],  2290] 3790 2380 2310 3860 2310/ 18950
18
19| Total =sum(B5-E17)|
il z

Formatting Cells

Highlight all the numbers in the spreadsheet.

Eq Microsoft Excel - intermediateexcel.nls

@j File Edit Miew Insert Format  Tools  Daka  FlashPaper  Window  Help  PDF Create!

NEHRGRIBIB-F9-1=-2 B [Jive =10 s
(S snaale 1 | window - ﬁ

a@E=p

B3 b #3000
A e e e e R s

1| Jan Feb har Agr. May Jun Total
| 2 |Income
| 3 [My Salary 3000 3000 3000 4000 4000 4000 21000
| 4 |Other 300 300 300 300 300 300 1800
| 5 |Tatal 3300 3300 3300 4300 4300 4300 22800

5
| 7 |Expenses
| 8 |Rent/Mortgage 900 900 900 900 S00 900 5400
| 8 |Loans 500 500 500 500 500 500 3000
| 10 |Car Insurance 120 120 120 120 120 120 720
| 11 |Food 350 350 350 350 350 350 2100
| 12 |Entertainment 100 100 100 150 150 130 750
| 13 |Clathes 200 200 300 150 200 150 1200
| 14 |Taxes ] 1500 0 0 1500 0 3000
| 18 |Phaone 60 60 B0 B0 B0 60 360
| 1B |Cell 60 60 B0 80 80 80 420
| 17 |Total Expenses 2250 3750 23590 2310 3860 2310 16950

18
| 19 |Total 1010 -490 910 1950 440 1950 5650
20




In the toolbar click on Format and then Cells:
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Sheet 3
B3 - Fx
A | E AutoFormat... | w | (i | H [ |

|1 Jan. Conditional Formatting. .. May Jun Total

2 |Income
|3 |My Salary Sl e _ i@ 400 4000 21000
| 4 [Other 300 300 300 300 300 300 1600
| & |Total 3300 3300 3300 4300 4300 4300 22800
B
| # |Expenses
| 8 [RentiMartgage 800 300 300 900 S00 800 5400
| 9 |Loans 500 500 500 500 500 500 3000
10 |Car Insurance 120 1200 1200 120 120 120 720
|11 [Faod 350 350 350 350 350 350 2100
| 12 [Entertainment 100 100 100 150 150 150 750
| 13 |Clothes 200 200 300 150 200 150 1200
| 14 |Taxes 0 1500 o o 1500 1] 3000
|16 |Phone B0 B0 B0 B0 ED B0 360
L16 [Cell 60 60 60 a0 a0 80 420
|17 |Total Expenses 2290 3790 2390 2310 3660 2310 16950
18
ETDtaI 1010 -490 210 1920 440 1220 5850
20

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.

Murnber |.¢\Iignment | Font I Border | Patterns I Pru:utectionl

Cateqgory: Sample
[ 3000, 00

Currency Decimal places; I2 E‘

Accounting

Date

Time [ Use 1000 Separator ()

Percentage Megati bt

ot Megative numbers;

Scientific

Text 1234.10

Special f1234.10)

Custom =l |ozean =l
Mumber is used Far general display of numbers, Currency and Accounting
offer specialized Formatting For monetary value,

(a4 I Cancel




Auto Format

Highlight the entire spreadsheet.
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Choose the Classic 1 format and then click OK.

Jan Feb Mar Total Jan Feb Mar Total
East ¥4 7 3 19 |East 7 7 3 19
et &) 4 i 17 [wwest G i 17
South g 7 g 24 |South g 3; 24
Total 218 M G0 | Total 218 M [=in]

South & 7 49
Total 21 15 21

Classic 2

Classic 3

dan Feb  Mar Total
East § 7% 7% 5§ 18
et [ 4 7 17
South g 7 a9

Jan  Feb  Mar Total

East § 7% 7% 5% 19
et B 4 A 3
South g 7 9 24

Total § 13 18F N %

Total § 21 % 18F 21 § 60

Accounting 1

Accounting 2

Opkions. .. |

The spreadsheet should look like the one below:
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A Ele B ET R G | H |
1 Jan. | Feb. | Mar. | Apr. | May | Jun | Total
_2 |Income
_3 My Salary 3,000 3000 3,000 4000 4000 4000 21,000
4 |Other 300 300 300 300 300 300 1,800
5 |Total 3,300 3300 3300 4300 43004300 22800
B
7 |Expenses
8 [Rent/Mortgage 900 | 900 S00 0 5900 | 500 9S00 5400
9 |Loans 500 | 500 500 500 | 500 500 0 3,000
10 |Car Insurance 1200 1200 1200 120 1200 120 720
11 |Food 350 | 350 3500 350 [ 350 | 350 2400
12 |Entartainment 100 0 100 | 100 1500 150 150 750
13 [Clothes 200 200 300 150 | 200 150 1,200
14 [Taxes 01,500 o 0 1,500 0 3,000
_15 [Phone B0 B0 B0 B0 B0 B0 360
16 |Cell B0 B0 B0 g0 g0 g0 420
17 |Total Expenses 2,290 53790 2380 2310 /3,860 2310 16,950
18
19 | Total 1,010 0 (4903 210 1990 0 440 |1,3990 @ 5850
20




Creating a Chart

To create a chart click on Insert and then Chart.
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B = ==
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1 Marme y Bpr | May | Jun | Total
_ 2 |Income : | | |
3 |My Salary Bictire 1000 | 4000 4000 21,000
4 |Other ML Hyperlink... Chr+K 300 300 300 1,800
5 |Total [ v 1300 4300 4,300 22800
c | |
_7 |Expenses | |
_8 |RentMaortgage 900 900 9S00 S00 900 500 5400
8 |Loans 500 s00 500 500 &0000 500 3,000
10 |Car Insurance 120 120 120 120 1200 120 720 |
11 |Food 350 350 38500 3500 3500 3800 2,100
12 |Entertainment 100 100 100 150 150 150 750
13 |Clathes 200 200 300 150 200 150 1,200
14 | Tanes - 1,500 - - 1500 - 3,000
15 |Phone =in] =in] B0 B0 60 BO 360
16 [ Cell G0 =in] G0 a0 80 80 420
17 |Total Exj 2290 3790 2,390 2310 3860 2310 16950
18

19 |Total 1010 | (490) 910 1990 440 1990 5850
20

Click on column and then Next.

Chart Wizard - Step 1 of 4 - Chart Type 2=

Standard Twpes | Cusktom Types |

Chart bype:

Meorn B
E Bar

|ﬁ Line

i Pie

. WY (Sratker)
‘ Area

) Dioughrut
@r Radar

@ Surface

@, Bubble ;I

Chart sub-tvpe:

Zlustered Column, Compares walues across
categoties,

Press and Haold ta Yiew Sample I

Cancel = Back | lext = I Einish




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

Chart Wizard - Step 2 of 4 - Charkt Source Data

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

Chart Wizard - Step 3 of 4 - Chart Options




Click on As new sheet. Click Finish.

Chart Wizard - Step 4 of 4 - Chark Location

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