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Microsoft Excel: Simple Budgets
Download and adapt a budget template from the Microsoft Office website. Learn to identify and alter the formulas to suit your own needs.

A budget is a plan to help you live within your means; Excel is a tool that allows you to maintain the details of this plan. 
Three steps to a basics budget

· Track your expenses for at least a month

· Group Income and Expenses into categories

· Live within your means
Formula and Functions Review

· A formula is any calculation in a spreadsheet  Example: =123+345  
· Every formula begins with an equal sign (=)

· Use cell addresses and cell ranges whenever possible.

· Functions are pre-designed calculations that make creating formulas a little easier
· Functions must begin with an equal sign (=) and require cell range set off by parentheses ( ).  Example: =SUM(A1:A5)
	Create a formula
	Example:
	Result

	Simple math
	=123+456
	579

	Contents of two cells
	=B1+B2
	Adds data in cells

	Function and cell range
	=SUM(B1:B28)
	Adds data in cells


Cell ranges:

· A Columnar range runs from top to bottom – both the beginning (top most) and ending (bottom) cell names begin with the same column letter. For example: A1:A5  

· A Row based range runs from left to right – both the beginning (left most) and ending (right most) cell names end with the same row number, i.e. A1: E1 

· A Grid cell range runs from top left cell to bottom right cell: A1:E5
A template is an Excel workbook used as a pattern to create similar workbooks in the future.  When you open an excel template, it creates a new document while leaving the original unchanged.
To Create a Workbook from a Preloaded Template

1. Click the Office button and select New.

2. Select Installed templates from the templates box in the upper left of the new workbook window.  You will see a selection of template designs created for business and personal use displayed in the center window

3. Click on the document labeled Personal Monthly Budget
4. Click Create. 

This opens a generic document designed help you track your income and spending 

Conditional formatting uses rules to apply different formats to data that meet certain conditions. You will find the Conditional Formatting button on the Home tab in the Styles group.

Excel has added three new types of conditional formats: 
Data bars summarize the difference in values in cells by displaying a band of color across the cell.

Color scales compare the values in a cell range by applying colors from a two- or three-color set to the cells.

Icon sets are collections of three, four, or five images that excel displays for different values in a cell range.
To Create a Workbook from a Microsoft Office Online Template:
1. Click the Office button and Select New.
2. Under the Microsoft Office Online section of the templates window on the left, select the Budgets category. In the central window your ill see a selection of template designs created by individuals and businesses.
3. Click on the document labeled Monthly Household budget
4. Click download. 
This opens a generic document designed help you track your income and spending 
Data Table (A new Microsoft Office Excel 2007 object that enables you to store and refer to data based on the name of the table and the names of its columns)

Convert a worksheet to a data table:

Select the cell range you wish to convert, including the column headers

1. On the Home tab, in the Styles group, click Format as Table, then select a table style.

2. The format as table dialog box opens. Verify that the range appears correctly in the Where is the data for your table? Field and that the My table has headers check box is selected

The labels now have dropdown arrows, and a design contextual tab appears just above the usual ribbon tabs.   

Convert a Data Table to a normal cell range:

1. Select any cell in the table.

2. On the Table Tools contextual tab, in the Tools group, click Convert to Range
3. In the message box asking “Are you sure you want to convert the table to a range”, click OK.
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