INSTRUCTIONS FOR CREATING MONTHLY BUDGET PAGES

Creating Monthly Budget Pages:

1. Create a ‘Monthly Budget Pages’ folder in ‘My Documents’.

2. Save these templates and instructions to the folder.

3. Open Excel and open the template that fits your pay situation.

4. Immediately ‘save as’ the month and year you are working on, IE Dec. 2007.  Then you can work on a page without messing up your template.  SAVE OFTEN ! !

5. You can create a sub folder for last year's pages so you won’t get confused, but can still reference them.

6. I recommend you create budget pages for several months in advance so you can plan accordingly for seasonal bills.

Modifying Templates For Monthly Pay:

  1. 
Select the monthly template that comes closest to your situation.  IE. If you get paid on the 1st, and then pay your bills, use 'Paid every other week, pay then bills' template.  

  2.
Delete all the other paydays and 'save as' your 'Monthly pay then bills'.  This becomes your personal budget page template.

Filling In The Amounts On A Budget Page:

1. Fill in the dates.

2. Fill in your gross pay for reference.

3. Fill in your net pay less all payroll deductions, your tithe, gifts and offerings. IE. Enter $1,000 gross, less $200 taxes, less $100 tithe, = $700 net pay.

4. Now you must manually enter the net pay amount in the equation set up in column E in the row you are on, and repeat this process for all additional paydays.

5. Fill in the actual predicted amounts for your monthly bills.

6. Fill in your odd bills like trash, water, paper, insurance, taxes, etc that do not occur monthly.

7. If an item is to be paid out of your savings account, DO NOT put the amount in column B, place it in column C and the note ‘From Savings’ in column D. This way the bill is on budget, but not figured into the monthly figures.

8. Check with last years budget page for anything else too add.

9. Remember that these templates are generic.  They can easily be modified to fit your situation and then saved as your personal budget page template.

Figuring And Funding The Non-monthly Amounts:

1. Make a list of each item and when it occurs.  IE. Paper - $15 every 3rd month.  Or Car Insurance in Feb and August 15th.  Place them in the proper month as above #6.

2. The small things (trash, water, paper) I just pay in the month due.  Large things like taxes and insurance I add up together for the entire year and divide by 26 for those paid every other week, or 52 for those paid weekly.  This gives you the amount you must put in a savings account every payday.  Remember to save at least $10 a week extra.

3. When the time comes to pay a bill from savings just transfer the proper amount to your checking and record it in BOTH savings and check books.  Remember to save at least $10 a week extra, as things tend to go up every year.

Adding or Subtracting Rows:

1. You can insert extra rows as needed for bills or pay.  Or delete unneeded rows.  Just be sure to check on the equations in column E to be sure they are adding or subtracting from the proper cells.  Simply click on the cell you want to check and then click near the equation as it appears in the main entry bar on top.  This will highlight all the cells used in the equation. Adjust cell #s as needed.

