Using the Excel budget sheet

This tutorial will introduce you to Excel 2016 and show you how to use the budget spreadsheet
we have.

This is what Excel 2016 looks like:

The two versions are very similar except for some color changes and a few additions to the
ribbon.

Excel 2016:




Excel 2010:
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You can look at the different tabs and available options to familiarize yourself with them. For
our purposes we will mainly be doing data entry and won’t need to deal with most of them.

If you are using an office computer you will likely be using Excel 2010. If you are using one of
the community room computers you may be using 2016. You enter data into the sheet the
same way in either version of Excel.

Here is what the sheet looks like:

Income:

| A 8 c ) 3 F G H (] K L N o
1 Ravoux Resident Council HR NAME
2 2016-2017
ESTIMATED| Budget [ Income [0\ o
BUDGET | Carryover Ved| ¢ omaining | |C12SsiMeat Items
3 |BUDGET REPORT FOR MONTH : JULY AMT | from 2015 | in July
4
5 |HR Income
6 Grant Income
7 PHA Grant $1,250.00 0.00 PHA/RPC
8 RPC Grant 0.00 PHA/RPC
9 Picnic Fund 0.00 Picnic Fund
10 Flower Fund $100.00 0.00 Flower Fund
1 Volunteer Appreciation $100.00 0.00 PHA/RPC
12
13 Gifts In-Kind $0.00 HR non cash
14 Other Income $0.00 HR
15 Interest Income $0.00 HR
16
17 Fundraising Income
18 Vending Income 0.00 HR
19 Recycling Income 0.00 HR
20 Space Use Income 0.00 HR
2 Coffee time Income 0.00 HR
22 Miscellaneous Income $0.00 HR cash,occasional activity
23 Total Income $1,450.00 $0.00|  $0.00 $0.00
Expense:
& ESTIMATED
BUDGET | Budget |Expense| Budget | g qincaion tems
Carryover | s in July | Remaining
AMT
Expenses
ice Expenses _|
Postage $50.00 $50.00 PHARPC _|stamps
Ink/Toner $500.00 $500.00 | PHA/RPC _|printer supplies
Paper $300.00 S30000| | PHARPC |Copypaper
Other Supplies $200.00 $200.00 | PHAIRPC _[Pens.pencis etc
chen Supplies
Paper/Plastic Products $200.00 | $200.00 $200.00 PHA/RPC _|Plates.cups sier.soap etc
Coffee/Snack Foods $0.00 HR cofee fo0a ems
nations
Union Gospel Mission $300.00 | $300.00 $300.00 HR Thanksg/Christmas Dinner
Other Donations $0.00 HR emorials_Charties
ilding Community
Trainings S0, PHARPC _|Educational
RC Meeting Refreshments $200.00 | $200.00 $200.00 | PHARPC _|snacks only
Annual Picnic $1.202 PHARPC/HR [Picnic grant - exra § added
Annual Officers Appreciation Event $150.00 | $150.00 $150.00 | HR [Offcers only event
Volunteer Event $400.00 | $400. $400 PHARPC/HR [Fooo HR funds only
Halloween Party $300.00 | $300. $300. HR f00d
Christmas $200.00 | $200. $200.00 | HR actvity party. fo0d
Holiday Decorating $500.00 | $500. $500.00 | HR [actaty party
Valentines Party $0.00 | HR [Actty party food
Black History Event $200.00 | $200.00 $200.00 | HR [acty
Movie Night $0. HR ity party entertair
Event7 $0. HR [Actaty p: fo0d
Event8 $0. HR Actat part fo0d
pends
Chairperson/Presider $150.00 | $160.00 $150.00 PHARPC _|Upt 525
Vice Chairperson/Officer $150.00 |  $150.00 $150.00 PHARPC |Uptos25




You will notice that several things are filled in on the income section. These are the grant

amounts that stay the same for each hi-rise each year. (Other things like RPC and Picnic grant

income vary depending on hi-rise size.

There are tabs for each month at the bottom of the sheet.
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The first thing you need to do is enter the budget amounts in the first column on the left. Open

the sheet to the July tab.

BUDGET
AMT
o
|
$1,250.00 10|
$100.00
1 $100.00
20ks
21 |
22 |
$0.00
$1 450 N0

Picnic Fund
Flower Fund

and Flower funds.

split up between these categories.

Space Use Income
Coffee time Income
Miscellaneous Income

different funds at the end of the last fiscal year.

(ESTIMATED | Thjs picture shows the income section. For these figures you just need to fill in
the estimated budget amounts. The only carryover is the funds left in the

Vi V. Un
$390.00 $394 56
$100.00 $211.82

$50.00

This example from Seal’s sheet shows there were funds remaining in the picnic

Funds remaining in the Hi-Rise fund can be put in “Miscellaneous income” or

$20.00 | $45.00

$670.00

$200.00 $59.16

$35.00 $180.00 | $165.95

It doesn’t really matter which way you do it as long as the total is correct.

Budget amounts are entered into the expense categories the same way. The big difference is

that you do copy those figures into the second column.

- ) —— s ————

H"‘Postage

Ink/Toner
Paper
Other Supplies

$10.00 $10.00 $10.00
$90.00 $90.00 $90.00
$50.00 $50.00 $50.00
$50.00 $50.00 $50.00

If you don’t copy the figures into the second column the sheet will not work correctly and the

totals won’t be calculated.




e
Expense
s in July

$19.37
$73.19

When using the spreadsheet you enter figures into the first column for July. After that you will
only be entering into the third column.

As you do this, the new totals for that month are calculated. The far right column shows how
much is left in each budget category.

——— e g = = - —————— -—————— - ———————

Treasurer/Officer $360.00 $360.00 | $30.00 $330.00

DZUU.UU
($14.64)

Overages are shown in red. Looking at the above we can see that there are

$330 left in the budget for Treasurer stipend.

This sheet is very helpful for the Resident Council to keep track of where their money is going
and how much they can spend on different things. It is also helpful for explaining to residents
why when there is $2300 in the bank account we can only spend $200 on a certain event. (The
Quickbooks reports also show this information but they can be as clear as mud to some

people.)

Once the sheet is completed for the month it should be printed out and posted on the council
bulletin board.

To print:

Go to the “File” menu.



Find “Print” in the dropdown menu on the left.

Clicking on that brings you to this screen.
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Print

= Copiess |1
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Print suly
SEAL RESIDENT COUNCIL
20152016
Printer Budget | Income
o [PCo LN DT | Carmyover | Received | BU49%t | |ciagsification
SO e, BUDGETREPORTFOR MONTH : JULY from 2015 | in July i
HR Income
Settings Grant Income
e Fiok Aats Sha PHA Grant $1,250.00 $0.00 PHA/RPC
5 RPC Grant $476.64 5000 PRAIRPC
Picnic Fund $390.00 | 530456 $394 56 Picnic Fund
Pages Flower Fund $100.00 | s21182 $211.82 Flover Fund
— Volunteer $100.00 $100.00 | $100.00 PHAIRPC
i
poenn Gifts In-Kind $0.00 HR non cash
em o Cther Income $50.00 $0.00 HR
Interest Income $0.00 HR
Landscape Orientation
Fundraising Income
— Vending Income $1.70000 |  $9683 | $2037| $12620 HR
e Recyciing Income $292.00 $0.00 HR
Space Use Income $60.00 | 52000| $4500 $65.00 HR
Tol] Custom Margins Coffee time Income $670.00 | 520000 | $5916| 825016 HR!
Miscellaneous Income $35.00 | $18000| $16595| $34595 FR
No Scaling Total Income $5113.64 | $1,103.21| $399.48 | $1,502.69 cash,occasional activiy |
Print sheets ot th ) sze
Page Setuy
ESTIMATED | Budget |Expenses| Budget
BUDGETAMT| Carryover | inJuly | Remaining Classificetion L
HR Expenses
Office Expenses
Postage $10.00 | 51000 51000 PHAIRPC _[stares
Ink/Toner $80.00 | 59000 $90.00 PHAIRPC _[Prnter suopies
Paper $60.00 55000 $50.00 PHA/RPC _|Copy pager
Qther Supplies $60.00 | 55000 $50.00 PHA/RPC _[Pers pencis etc
Page 1

Look under the “Settings” menu and choose the first option on the list.

* Settings

Prirnt Active Sheets

Only print the active sheets
Pages: | to s

v | | Al |

Choose only the sheets you need.
3 Pages: 11

| suggest doing it this way because the last couple sheets of the document are blank and you
don’t need those. This saves time and paper. You can also set it to not print the class



information but that isn’t really necessary and won’t really save paper. (It also might be
interesting to some people.)
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Click the “Print” button and your document should print. : Be sure you
[% Printer
HP Color LaserJet M750 PCL 6
- v
‘°° Ready

. Printer Properties
have the correct printer chosen. If the box shows

something like “Microsoft XPS Document Writer” or “PC Fax” your document won’t print out.



