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• This spreadsheet was constructed based on a home budget with the bulk of 
income coming from a small business, a sole proprietorship for which the 
personal and business expenses somewhat overlap. The format allows for the 
sporadic income to be planned for and updated as often as needed throughout 
the month. 

• The Current Balance row is calculated (for each cell separately) by taking the 
total income and subtracting the total expenses. You should be able to add 
columns and rows as needed, and these functions (equations) will alter 
themselves accordingly. When you cut and paste the spreadsheet to a new 
month, these equations may be lost. Double click the cell to re-enter the 
equation that should look something like this: =SUM(B41-B33). If that seems 
too complex, get some help from someone who’s good with numbers and 
computers. 

• To populate the Outstanding column, simply cut and paste from the Amount 
column, then delete what isn't due this month. As these expenses are paid, 
delete them from this column, then fill in the date paid and the check number or 
tracking number.  

• The Amount column allows you to plan for the month by noting whether your 
total expenses will be covered by your total income, so you can adjust 
accordingly.  

• The Outstanding column allows you to easily keep track of your balance on a 
daily or weekly basis. 

• Keeping the separate list of additional expense below allows you to have at-a-
glance access (a full screen view) of the crucial numbers, especially the current 
balance, so you don't have to constantly scroll up and down.  

• After creating a monthly template that is workable for your situation, you can 
click on the + tab at the bottom to add separate spreadsheets for each month.  

• You can easily make totals for tax purposes at the end of the year if you create a 
workable template at the start of the year and keep the rows consistent. This 
would entail making a "year total" new spreadsheet (use the + in the tab at the 
bottom of the spreadsheet).  

• To populate the spreadsheet for the new month, cut and paste your template 
into the new month (see month tabs at the bottom of the spreadsheet) then 
adjust according to that month's needs. 

• In the expenses list, when there's a once-per-year expense I not the month and 
amount so I can remember it easily. 

• Following Dave Ramsey's system (roughly), I take out an amount for cash to 
cover groceries and miscellaneous expenses. That way the small stuff doesn't 
complicate the picture. Using cash also helps your merchants and helps you keep 
track visually of how much you actually have to spend on non-essentials. 

 
 
 
 



 

Instructions for Editing Functions 
• To delete an entire row, click on the number of that row then go to Edit in the 

menu bar (up top of your screen) and select Delete. Use a similar method for 
deleting a whole column. 

• To add rows or columns, go to Insert on the menu bar (on top) and choose from 
the drop-down menu. 

• The green triangles in a cell indicate that it has a function in it, such as a sum. 
It's pretty user-friendly, but get someone to help you if this seems tricky to 
alter. 

• I find it helpful to have a "clear contents" (eraser bar icon) in the toolbar. Go to 
View in the menu bar up top, then select Customize Toolbars and Menus from 
the dropdown menu. You can find the eraser by clicking Commands then Edit 
then scroll down until you see the eraser. Drag the icon into your toolbar.  

• I find it helpful to have a right-clickable mouse. That gives you easy access to a 
lot of commands that are otherwise rather awkward to complete.  

• When you seem stuck and you don't know what's going on with the screen, click 
the esc button on your keyboard to get out.  

• If you need to create a negative number, put parentheses around it and the 
program will convert it to a negative number. 

• You can find youtube videos and other online tutorials to help you get familiar 
with using spreadsheet.  

• You can transfer this content to Google spreadsheets or another format if you 
don’t have Microsoft Office. 

	  


