
Personal Budget Project 
 

Objectives 
By the end of this lesson, you will be able to:  

 
 Navigate an Excel Window 

 Enter Labels and Values 

 Use AutoSum 

 Create formulas using math operators 

 Use common functions to calculate data 

 Organize and Format Data 

 Ask What-If questions to balance a budget 

 Format Cells with shading and borders 

 Adjust row height and column width 

 Apply cell borders 

 Create Sparkline elements 

 Modify page formatting from Backstage view 

 
You will create a personal budget in order to help manage your monthly 

finances. You are given budget categories and items, as well as some fixed 

values, but it is up to you to organize and format the data into a working 

budget for the year. You do not need to budget funds for every item, only 

those that are reasonable for the income and lifestyle given to you. 

 

1. Open the Personal Budget Data File, then save it as Personal Budget. 

Insert two new rows at the top of the worksheet. Click in cell A2, 

and enter Category, followed by Item, in B2, then enter the month of 

January in cell C2. Click on the January cell, click and hold the left 

mouse button on the bottom right corner of the cell. Move your 

mouse to the right using the Autofill feature to populate the rest of 
the months of the year in cells D2:N2. Finally enter Yearly Total as 

the final heading in cell O2. Bold and center the headings. Select 

cells A1:O1, click Merge & Center from the Alignment group. Type 

your name followed by apostrophe “s” and Budget. Make the font 

24pt, and Bold. Format column A as Bold. Copy the fixed values 

across all of the months.  
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2. Select the range C3:O6, then click AutoSum from the editing group. 

If you have entered more than three income items, your range 

should be adjusted. Format the Total Income values as Accounting 

from the Number group, Format the Total Income row as Bold with 

Top and Double Bottom border. This is important: You must enter 

values for at least one item in each category before performing the next 

step. Use AutoSum to calculate the totals for the other categories, 

and format the totals as Accounting, and the Total rows as bold with 

Top and Double Bottom borders. Use the fill handle to copy the 
Yearly Totals down for each item. Format all Income category rows 

with green fill, and all Expense category rows with a fill color of your 

choosing. 

 

3. In the first empty cell in column A under Total Personal Expenses, 

Type Total Expenses. Click in the cell C of that row, and enter: 

=SUM( Hole the Ctrl key, and then select each of the Total Expenses 

vales for each category, then press [Enter]. What you did is use the 

SUM function to calculate the totals for each expense category. Your function 

will look similar to this one =SUM(C18,C24,C30,C36,C44,C53,C60), but may 

be different depending on how many items you have in each category. Use 

the fill handle on that cell to populate the expense totals for the rest 
of the months and the year. 

 

4. Click in the first empty cell in column A under Total Expenses and 

type Difference. Click in cell C of that row, and enter the equals sign 

“=.” Either click the Total Income value for January or type the cell 

reference for that value, then type the minus sign “-“, then either 

click the value or type the cell reference for Total Expenses for the 

same month and press [Enter]. What you did is subtract the Total 

1 
Point 

1-3 
Points 

1-2 
Points 



Expenses from the Total Income. Your formula should look similar to this 

one =C6-C61, but may be different depending on how many items you have 

in each category. Use the fill handle on that cell to populate the 

difference formula for the rest of the months. 

 

5. Enter values for the items in the categories you wish budget for. Your 

goal is to make the value in the Difference fields for each month to be 
neither positive for negative. Some months may be negative, and other may 

be positive. Don’t forget it may cost less to heat your home in the summer. 

Great News! You learned you will receive a promotion resulting in a 

monthly raise of $200 for Income #1 in the month of May. Enter 1850 for 

the May and the remaining months. Also, you needed to spend $120 

in repairs for your car in September. Adjust your budget accordingly.  

 

Due to furthering your education, you start business consulting 15 hours a 

week to assist with technology challenges, specifically, in the areas of 

desktop publishing and data analysis. This leads to an additional means of 

income starting in July, and allows you to quit your part time job for Income 

2. Because both of the consulting roles require different levels of skill, you 
must separate the income with different hourly rates. 

 

 

6. Click the New Sheet button  at the bottom of the window. Right-

click and rename Sheet1 as Budget, and Sheet2 as Other Income. In 

the Other Income worksheet, type Hours in cell A1, press [Enter], 

Select cells A1:G1, Click the Home tab, click the Merge & Center 

button in the Alignment group, fill the merged cell with Green Accent 

6, Lighter 80%, click the Bold button, click cell B2, type July, fill the 

range C2:G2 with the remaining months, then bold and center the 

labels. Type Desktop Publishing and Data Analysis in cells A3 an A4 

respectively. Bold the two labels you just added. Use the figure 

below to enter and format the labels and values in cells A5:G11. 
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7. Click cell B6, Type =, click cell B3, type *, click cell B10, press the F4 

key to make the value for B10 absolute, then press [Enter]. Your 

argument in the formula bar should look like this. =B3*$B$10. The value in 

cell B6 should be $825.00. Use the fill handle to fill cells C6:G6. Click 

cell B7, enter the formula =B4*$B$11. Use the fill handle to fill cells 

C7:G7. Use AutoSum to calculate the Total Pay in cell B8, then use 

the fill handle to fill cells C8:G8. Click the Budget tab, click the Other 
Income field for July (cell I5), type =, click the Other Income tab, 

click cell B8, press [Enter], then use the fill handle to fill in the Other 

Income values for the rest of the year. 

 

8. Click in Cell P2, type Trend. Format the head as centered and bold. 

Click Cell P6, click the INSERT tab, click Column in the Sparklines 

group, move the Create Sparklines dialog box down as needed so 

you can see row 6, select the range of the Total Income for the year  

(C6:N6), then click OK. You just inserted a Column sparkline to provide a 

visual representation of your income over the year. The SPARKLINE TOOLS 

DESIGN tab opens allowing to to modify the style and color of the sparkline. 

Insert a column sparkline to represent the Total Expenses and 
Difference. Use the Marker Color feature to mark the high point in 

green and the low point in red. Sparklines are not dynamic, so they have 

to be generated after any amounts are changed. 

 

9. Make the following formatting changes: 

 

 Select cell A1, merge it with cell P1, change the background 

color to a dark color of your choosing, and then change the font 

color to white.  

 Place a bottom border under the headings in row 2.  

 Change the color of the row below Total Income (row 7) to the 

dark color you chose for row 1.  

 Change the heights of the rows that contain sparklines to 
30.00.  

 Change the width of the Month columns to 11.00, and the 15.00 

for the Trend Row.  

 Add a thick top and bottom border to the Expenses rows. 

 

10. Click the FILE tab, click Print, click Portrait Orientation, click 

Landscape Orientation, click the Page Setup link at the bottom of the 

Print pane, click the Margins tab, click to select the Horizontally and 

Vertically check boxes, click the Header/Footer tab, click Custom 

Header, type Personal Budget in the left section, press [Tab] twice, 

type your name in the right section, click OK, then click OK again, 

click the No Scaling list arrow, click Fit Sheet on One Page, then 
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compare formatting to the completed worksheet to the image below. 

Click  to exit Backstage view, save the file and submit it to your 

instructor. 
 

 


