Quick Start Instruction for Budget10 Demo
“It’s simple, spend less than you bring home.”

www.budget10.com

Contact: info@budget10.com  
Current version 1.3
Computer Requirements

Any PC or MAC running Microsoft Excel 2007 or above (prefer Excel 2010 of course!)
Intro

This program is designed to quickly input your bills and income to see where and how your income is spent. It has a great Journal feature with a forecast graph that can visualize your budget out for many years in advance. The Journal also has a new column which will predict your bank balance anytime in the future. It only takes about 10 minutes to input your bills and income. The green cells are one you can type in, the rest of the colors are protected, auto calculation or could cause some calculation errors. 
Why did I create this spreadsheet?

I did it to get a handle of all my bills in one simple place. I then used my online bill pay at my bank to set up an automatic bill pay for all my monthly bills. The weekly bill amounts I simply put in my wallet or give to my wife for all the weekly items she takes care of like gas, food and church.
I then inputted all my bills and categorizing them to see how much I/we was spending. The categorization piece allows me to compare my household budget to national averages to see if I was overspending. I then added yearly totals and monthly averages of each category so I can see how much I was spending. At the end of this year, I was better able to forecast my non budgeted items for the next year. Things like kid’s sports fees, car maintenance and my water bill. All of my other utility bills are on the same month to month except my water bill. Now I just pay my monthly average over the year. It was great to build up a credit during the winter months so my summer bills would not take a big hit on my bank balance.

Now that my budget has been automated for a couple of years, I simply open my bills and see that they are paid and throw them away since I use my bank’s automatic bill paying service. I have saved up money for vacations and home renovations and pay cash for them now. I love the freedom I have and love the security I know everything is taken care of every month with little or no effort now. I hope you find it useful in your situation too!

Getting Started

Save the spreadsheet to a location you will find and use. This free version only allows 105 days worth of budgeting. I wanted you to have the full functionality before you decide on buying for $2.95 which gives you 10 years worth of budgeting and forecasting. Simply open the spreadsheet with Excel to get started. Use the save as function of your spreadsheet program to save the file to a name and location you like.
Once opened, you will see these 4 tabs at the bottom of this spreadsheet (you should be on Income and Bills)
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Income and Bills

Income Section at the top
This is where you can put in your Income in the Green highlighted cells. Just added to v1.3…Today’s Appx Bank Balance. I like this feature because it will show you what your bank balance should be today. The only time this gets off is when a bill is paid a day or two ahead on my bill pay in my bank due to a holiday or weekends. Don’t worry about today’s appx balance till you fill out your budget. 
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Input your Paycheck Deposit Amount for Income 1 and 2 (if needed)

Possible values for How Often: Weekly, 2 Weeks, Once Monthly, 1st &15th,15th and EOM, EOM, Custom 2 Days)
Select the frequency you get paid for each one. Date of First Paycheck (very important for weekly, biweekly and monthly) [MM/DD/YYYY]

Start Date of Budget [MM/DD/YYYY], I like to start at the beginning of the month. Start your budget 2 months ago. It will help with the yearly averages. More on that later.
Note: You do not want to change this date after using “Daily Entries”. It will mess up your ALL Daily Entries by the difference!
Weekly Bills & Monthly Bills
Weekly Bills

I like to use weekly bills for groceries, gas, and church. I often will do Weekly Bills after I do the Monthly Bills to help create my budget
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Once you do the Monthly Bills below, now is the time to figure out what you have left for your weekly stuff

Monthly Bills
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Note: Do not highlight the categories in column “C” and hit delete.  Only delete the values in description and Bill. You will delete the macro drop down box for the categories.

Simply go through your checkbook or bank statement and input all your regular bills. I have a sample list for demonstration. I put the bills in by the date they are due. Be sure to schedule your bill payments a few days earlier. Only use days 1-28 so you don’t miss a bill on short months (IE February). Put in the end date if there is one. More on that later...
Use the drop down box to categorize each bill. This drop down box simply assigns the category a number. If you look below the monthly area, you can change the description of each category to what you want.

Look at the category chart at the bottom of Income and Bills. You can now see graphically what you are spending for the previous, current and projected next month by category along with your income.  And just below this chart, there are the pie charts of your current month and your YTD (year to date) monthly averages for each category.

The Journal tab has a great bank balance chart at the top of this page. This will give you a quick view of what your bank account could look like going forward if you follow your budget plans.
Home Budget10 Forecast 
This spreadsheet has been designed to maximize your bill and income entries for speed and convenience. I hope you find it as useful as I have in my quest for saving money and paying my bills. Here are a few more tips and in depth instructions.

There are 4 sheets at the bottom of this workbook. 
· Income and Bills

· Daily Entries

· Journal

· Pay Dates

I have Macros enabled to allow Pivot Tables to automatically update as you make entries. If you do not allow Macros on your computer with Excel, then you will need to periodically do a refresh all from the Data tab in excel. Otherwise you can set up Excel to allow Macros for the Pivot Tables to automatically update. This is only for the Categories chart and pie chart at the bottom of “Income and Bills.” Just added YTD and YTD averages for each category (v1.3)
Income and Bills

The Income and Bills sheet is the start for compiling your forecasted budget automatically. It puts all your data in the Journal sheet and the Pay Dates sheet. Just follow the quick start instructions above to quickly enter you budget.
Paycheck – How Often 

This is how the data on the Pay Dates sheet is calculated. It is important you put in your first actual paydate to get the weekly pay dates correct at the beginning.
· Weekly – Uses “Start Date of Budget” and you get the same paycheck every week
· Every 2 Weeks - Uses “Start Date of Budget” and you get the same paycheck every 2 weeks

· Monthly - Uses “Start Date of Budget” and you get the same paycheck on the same day every month

· 1st &15th – Uses “Start date of Budget” and you get paid on the 1st and 15th of every month

· 15th & EOM - Uses “Start date of Budget” and you get paid on the 15th and EOM (end of month or last day) month

· EOM – Just the last day of every month

· Custom 2 days – It will be the first day “First Exact Day of Paycheck” and the day you specify [ ##] between 1 and 28 (*Custom 2 Day)
The category* drop down is very useful to see where you are spending your money. Just do all your entries in the green highlighted cells and you will be fine. The last column in the Monthly Bills simply totals all your bills for each day. 

Category Chart and Pie Charts – This is a chart which will show you what categories your bills are in for weekly and monthly combined. It will show all the bills that fall in that month. Weekly bills can fall differently in different months as well as your income can be different. This chart will automatically display the previous, current and next months bills by category. Right below it is the Income for the 3 months.  This chart will also include any “Daily Entries” if you enter them. Use the calculation of Difference to adjust your Monthly and Weekly budget items to increase or decrease you’re spending for things like credit cards. Don’t forget to pay yourself first with an emergency fund or savings account. Make it a bill so you always pay yourself first!
Categories Chart– Categories 1-20 are completely customizable. Type in the name you want in any of the fields B57 through B75. Tip: Editable areas are usually shaded green.
 The calculated result of all your paychecks from Income 1 & 2 and any bonuses’ you add to the “Pay Dates” sheet. The current example month of November 2010 has only 2 paychecks for Income 1. 
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Recently added
I have added YTD average and YTD totals for each category. I found it necessary as the years went buy to help me re budget for those bills that come up during the year. Things like kid’s sports fees, automotive repairs and other bills you categorize throughout the year. That way you can start saving for these types of bills we forget to budget for.
Entering Bills
On the 3 different Bill sections (Weekly, Monthly and Daily Entries), start from the left and work your way over to the right if you have multiple bills on the same day of the week. The Description will only be at the left column in each section. This description is for the whole row, you will only see the description in the “Journal” charts. So if you have two bills on a Monday, you may simply type in Bill1/Bill2 (IE Groceries/Gas). It does not make a difference in any calculations. It just helps you when you are looking at the “Journal” chart to help you balance your check book.

Weekly Bills

Use this section for weekly Bills such as church, gasoline, groceries, and other regular weekly Bills. A useful way for this area is to separate these Bills form your normal bank account. Either remove the money each week for these bills, put the money in a jar or envelope or even have it automatically transferred into another bank account. You have room for up to 3 different entries for each day (Sunday through Saturday).   The end date will actually stop that bill from your totals based on your end date. There is an end date for each bill (1,2 &3). The drop down list for Category is only for Bill1, Click on the Category you want and it will automatically classify that categorize to that Bill. You can customize each category at the bottom Category chart below by typing in what you want. IE change Charitable to Church if you would like. For Bills 2 and 3, simply type in the category number (between 1-20) that corresponds to the category verbiage below. Here is what they currently are unless you change the category description. Do not change the numbers in column A55 through A75 (0-20). It is there for you to know what the category number is for a given category description. Need to know this for daily entries and for second or third items category in weekly or monthly bills.
	1
	 

	2
	Food

	3
	Restaurants

	4
	Transportation

	5
	Gasoline

	6
	Entertainment

	7
	Cable/Satellite

	8
	Cell Phone


The weekly bills simply adds that amount to every day of the week. You can use this for actual bills that are paid or simply withdraw that money and put it in an envelope or your wallet to use every week. You can also use the weekly bills as an automatic payment in your main bill account and send it to another account to use a check card to avoid carrying cash or envelops around. You just have to keep track of what you spend if you use a check card.
The end date is a good thing, when a bill is done. It will stop adding it to each month. On the free demo version, I have made 3 of the bills stop being paid so you can see the amounts go away and your bank account go up.
Monthly Bills
Use this chart to lay out your monthly reoccurring bills. I set up auto bill payment at my bank as for every monthly item.  That way all I have to do when a bill comes in is check that last month was paid and the bill did not go up any. Now I don’t have to do anything but review and tear up each bill as they come in every month.  I was fortunate that all my utility bills are set for the same amount each month. 

The goal is to get have more income than regular bills each month. You can do another check by looking at the line graph at the top of the “Journal” page is going up in a positively towards the right side. All Bills use a positive dollar amount and end dates also apply here. It works very similar to weekly Bills. You have up to 3 Bills each day of the month (1-28)
Journal Sheet
The Journal sheet gives me a quick look how all my Income and Bills work out through a time period. The Journal sheet is the heart of where all the Income and Bills, Daily Entries and Pay Dates are all combined and calculated. The Journal has proved effective in checking or balancing my checking account.
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As you can see, the spreadsheet has automatically plotted all your income for the time period that you can select. Click on the filter button and choose any date range you would like. I chose the years 2010, 2011 and 2012 for the full version. The FREE version will only show 3 months.
Your goal is to have a general line that gradually goes up to the right. You never want to see the graph go below zero. One you look at the Journal sheet and chart, you can go back to the Income and Bills sheet to adjust your budgetary items and see what impacts they may have on your forecasted balance. This is a good way to adjust your weekly bills to maintain a positive bank balance going forward.
Daily Entries
Here is a good way to manually add those other expenses and events as they come up during the month. Put in the extra amounts that are not included in the weekly or monthly bills. For example, if you take out $150 a week for groceries, you may spend $60 on Monday and $90 on Thursday. Do not include those in the Daily Entries as they will be duplicates and not show you what you are spending. I have the Daily Entries tab to show only the current month’s days in the Date filter. Simply type in your entries as they come up and these entries will be added automatically to the Journal page.  For categories, please refer to what number they are on your “Income and Bills” sheet. 
	1
	 

	2
	Food

	3
	Restaurants

	4
	Transportation

	5
	Gasoline

	6
	Entertainment

	7
	Cable/Satellite

	8
	Cell Phone


As you type in your entries, you will see I have your estimated bank balance on the right purple column (L). Just another indicator of how your bank account is going.
Vacation Budgeting or “What/If” scenarios
Vacation Planning, expand out the Date filter and add an entry you are going in the Daily Entries (IE February 8, 2011) and type in an estimated amount of $1200 for a vacation. You will see what impact that has on that month in the purple column immediately or by going back to the Journal sheet chart and looking at the Estimated Bank Balance chart. This is what I like to call my “What/If” scenario for big purchase and vacations. 
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Credit Cards
Using almost the same principle, you can quickly find out what your max payment on your credit cards can be. If you are spending less than what you make, go back to the Income and Bills and look at the Category chart on the bottom of the page. You will see the difference of how much you have left over from you budget. You can adjust you credit card payments to get those balances even closer to zero. If you show $300 left over each month, why not put that extra $300 towards your credit card balances (highest interest rate first) or towards your savings plan.
Pay Dates
These entries are automatically derived based on the information you typed in on the Income and Bills tab. It also allows you to manually adjust the amounts going forward. You can type in deposits, bonuses or other income in the Bonus/Other column. This is also another place where you can manually delete Paycheck amount if one of the incomes is seasonal. For example, you could quickly delete the Paychecks amounts for summer months of income2 if you don’t work in the summer like a school teacher. These amounts will then be automatically deleted from the Journal tab and your Bank Balance chart will immediately show the impact of what your bank balance should look going through the summer.
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You can see the dip in my sample budget has in the summer. Your bank balance has dipped below 0, time to adjust or rethink your spending for vacation or adjust your spending habits to account for this.
You could quickly find out that spending $20 less a week would allow you to do all these things. I took away my weekly food from $150 to $130 and the Bank Balance stayed positive.
Journal Tab and Pay Dates Tabs (Closing out a Month or dates)
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At the end of every month, I recommend closing out the calculations so you can adjust your Budget10 forecast going forward. This is accomplished simply by copying the green cells in the Journal tab and doing a paste special (values only) for the entire item in green for that month. For example, October, you are in the Journal sheet, select B16 through M46. 

Excel 2010 Select the cells B16:M46
Click the copy button, now click on the little arrow below the paste button and select the Paste Values icon (highlighted with the red circle for demonstration purposes only)
Excel 2007 or 2010 Select the cells B16:M46, then select paste Special >>Values Only.
Disclaimer

This spreadsheet was designed to be a tool for your planning of your home budget and forecast. All of the ideas are from my experience with my home budget and planning.  I am NOT a licensed tax attorney or a financial planner or make any claims that I am. I have made a lot of suggestions based on my own personal experience and the advice of many other friends and relatives while using this spreadsheet. Please do not hesitate to consult your own financial planner. 

Comments and Suggestions or Errors in Calculation

I have made every attempt to check and double check all the calculations in this spreadsheet. If you find an error, please report it immediately by email to: info@budget10.com . I will correct any calculations you find and email you a new revision in a timely matter. (v1.2 just corrected a calculation where Category 3 items in the 4th position in Daily Entries were not adding in).
Acknowledgement: I want to thank my wife for all her help in making this spreadsheet more user friendly. She has broken it in every way I did not think of. Thanks honey!

www.budget10.com
info@budget10.com
Error messages and other stuff

I have Data Validation on many of the columns. If you incorrectly input a value, a small error window will pop up giving you a little advice on what it should be.
 Category areas, you must input a number between 1 and 20

Date areas, you must put in a valid date greater that 10/1/2010 (v1.25)

$ amounts, Enter only positive numbers >= 0

Do not change Start Date of Budget once you start using Daily Entries. It will redo the date field in the A column and totally throw all your Daily entries around to a new date. The auto date feature of the daily entries will be off by the delta (change) you make for every entry!
Computer Optimization

Please be sure to periodically check your computer for malware, spyware and viruses. I recommend you update your computers anti virus software once a week. I personally use AVG for antivirus software. I also use Malwarebytes for malware and spyware protection. Both of these are free on the Internet, like at www.cnet.com.  I also use Hit Man Pro if I can not get rid of the malware with my current software. Hitman Pro has a 30 day free trial. If that does not clean up your computer, please consult your It professional because it is probably time to replace or rebuild your system.

