Lesson # 7:  My Budget
Today we will build a budget using Microsoft Excel. You know what a budget is? Yes! It is all the bills we have to pay every month. 
The first thing we have to do is think about what we spend our money on every month.  What are some bills we all pay every month?  Let’s make a list of our monthly bills. Add or remove any items you want to the list below.
Monthly Bills
	Rent or Mortgage & Home Insurance
	
	Car & 
Car Insurance
	

	Food 
	
	Gasoline
	

	Electricity/Gas
	
	TV & Internet
	

	Trash
	
	Medical/Dental
	

	Water 
	
	Extra Purchases
	

	Telephone
	
	
	


We will now make a spreadsheet that will store/save your monthly bill information.  We will put the amounts you pay for each item in the list and then add the amounts by using the AutoSum feature.   
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1. Insert your USB flash drive.
2. Open a new Microsoft Excel file.
3. Use Save As to save the file as “My Budget”.
4. In cell A1 type, “My Budget”.
5. Press the Enter key twice.
6. In cell A4 type, “Budget Items”
7. Press the Enter key.
8. Type in your first budget list item and press Enter. 
9. Type in the next item in your list and press Enter.
10. Continue to add your budget items to the list until complete.
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(It is a good idea to save large files as you go along just in case something happens. 
That way you won’t lose all of your work.)
11. You can either click the Save icon at the top left corner of the window 
or you can type Ctrl + S to save the file. 
This works easily since we already used Save As to tell the computer where we wanted to save this file.
Now that the list of budget items is complete, it is time to add the dollar amounts.
12. Click on cell B4.
13. Type in the word “Amount” - This column will hold all the dollar amounts of your bills.
14. Click and add your monthly amounts. Remember:  Do not use the $ dollar symbol.
15. Highlight all the numbers the “Amounts” column.  Click and drag to include all the amounts.
16. In the Number group, click on the Accounting Number Format button. It is the button that looks like a dollar symbol ($).
17. With all the amounts still highlighted, click on the AutoSum button in the Editing group.  This will add all your bill amounts.
18. Click the cell to the left of bill amounts total and type, “Total”.
19. Add any formatting you want to make your file look good.
Try some of the options in the Styles group.
20. Click the cell beneath the word “Total”, and add your name.
21. Save to your USB Flash drive.
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