Formatting your home budget page is a lot less tioatpd than it would seem. A lot of
people shy away from setting one up because awverttiey have come to associate
“accounting terms” with budgeting. This is of ceaithe accepted way of discussing
finances, but it can also prove to be a bit ovetmireg for some.

The true accounting method of budgeting would es@$ such as debit or credit.
Whether you would use a debit or credit to shownarease or decrease would change
depending on if you were tracking an asset or esgeifror the purpose of simplicity, |
will not use those terms. Instead | will use tharts increase, decrease, cash, loan/debt,
and expense, so that this method will be one thydrze will be able to follow. An

Image of the instructions below can be found ateti@ of this document.

Use the top 2 rows of the spreadsheet for labelirahel the first column running from
top to bottom as Date and Year. Itis importaat $fou have a snapshot of your money
situation on a daily basis. The entries made belatg/year will be the month and day of
the transaction. If you are using a spreadsheetyyll need to make a choice at the end
of the month if you want to continue with the nex@nth on the same page, or use a new

page.

The second column will be labeled “Explanation”selthis column to make a short note
on why the transaction occurred. The column wadth be made wider if need be.

Next you will set up tracking of your available fisx Each funds entry will be given two
columns, one for increase and one for decrease.rddson you will use two columns in
this area is so you have a total for increasedanceases. Many will find this
information surprising.

Put a label over the two columns that reflectswhere the funds are located. You might
have one two-column set for cash on hand. Anotherdolumn set for savings account
and yet another for a checking account. The seioadrom the bottom of each two-
column set will be used to subtotal the individoalumns, the row below will be used to
total the two columns.

To enable the “sum” feature, click into the box wehthe total will appear. Then click on
the “sum” icon. The spreadsheet will select thedsat thinks you wish to total. If these
are not correct, click on the top box of the lisfigures to be totaled and without
releasing the mouse, drag it over all of the obduxes you would like to have included.

If you are using the paper version, totaling wéldone the old fashioned way with a pen
and paper or calculator. Add the figures up attleaice, to ensure your amounts are
correct.



The first entry made on the row below the labeBatance Forward. These are the
balances remaining from the previous month, whm jave this month to work with.
Expenses do not get forwarded as they are listéoegsoccur in a given month. If a
balance is positive for cash put it into the Ineeeaolumn. Since banks allow overdrafts,
you may have a negative balance, which will go theoDecrease column with a minus
sign in front of the number. Any decreases atedisvith a minus sign for cash. | like to
make them red as well, but that is your choicelaBzes for loans, etc are monies that
you owe. These are also listed with a minus sign.

After you have played with spreadsheets for aybit, will find a number of nice little
features that make them easier to work with. & tix add a feature called “freeze”, which
keeps the labels for the columns in sight as yoollstiown the page. Be sure to make

use of the “Help” feature. You might also wantdake a short course on using
spreadsheets. They are often offered by local aamitsncenters.

Formatting a spreadsheet page can take a bit ef tirsuggest that when you save it for
the first time, you save it with a name like honuelfpet template. Then when you are
ready to start working on a specific month, opentémplate, and choose File — Save As
and create a new copy for the month you will bekivay with. This way you will be able
to start each new month without having to redofthmnatting of your home budget page.
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1 Date Explanation | Cash on Hamnd Chequing . Account Totals Expenses Monthly Car Loan Maonthly Mortgage
2 2010 Increase | Decrease | Increase | Decrease Groceries | Utilities | Principle | Interest Exp | Principle | Interest Exp
3 Oct 01 |Balance Pwd §25.66 £2 ,400.00 £242566 -84 566 95 -§09 937 45
4 Oct 0 |Groceries -$157.00 -$157.00 $157 .00
g Dct 01 [Morgage -§E00.00 -$600.00 $250.00 -$350.00|
5 Qct 10 Hydro -§097 00 -397. .00 ) $97.00
7 Dct 12 [Office Lunch -§12.98 -§12.98 £12.58
a Ot 15 [Wan Payment -5350 00 535000 $22300 5127 00
9 Oct 15 [Wages £1 40000 £1. 40000
10 Qct 22 [Cash Withdr £40.00 -§40.00) .00
i1 Dot 31 MWages §1.400.00 $1.400.00
1z $0.00
i3 0,00
14 $0.00
15 §0.00/
15 000
17 .00
18 |Sub-Totals $25.66 $27.020 $5.200.00| -81 24400 $4 008 63 $169.96] $97.00

Balances $52 B8 3 956 001 %4008 88|Total Exp §266 98| -§4 343 99 -5127.00] -$99 587 45 -£350 00

Please note: Interest calculations are not accaratenly for demonstration purposes.



