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Budget Tracking Sheet

Software: Excel

Additional Equipment: 
Printer

Template Description: It's important to track site or departmental expenditures for various budgets, both categorical and general funds. Most districts provide monthly budget reports; however, these can be difficult to interpret and sometimes mistakes are made. By tracking budgets on locally, it's possible to compare your reports to those from the main office for clarity and accuracy.

This template includes six worksheets to track up to six different budget sources. Columns are provided for recording budget codes, a description of the item(s), the purchase order number, the cost, and the date ordered. The spreadsheet keeps a running total of expenditures and funds remaining out of the allocation. A column is available for marking when an order arrives.

Directions are provided for conducting simple sorts and generating subtotals to examine spending patterns in greater depth. A simple filter technique is also described for tracking items received.

Template View
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Directions

Initial Set-Up

1. Open the template Budget Tracking Sheet found in the Chapter 4: Support, Management, and Operations folder. (See Getting Started for directions on opening a template.) 

2. Click on the Sheet 1 tab in the lower left corner of the Excel window. Place the cursor over cell B3 and click one time. Type the name of the funding source for this budget, for example, Title I. 

3. Place the cursor over cell D3 and click one time. Type the current fiscal year, i.e., 2003-04.

4. Place the cursor over cell B4 and click one time. Type the budget allocation. Excel will automatically add the dollar sign. Notice that the amount typed in this cell also appears in cell D5 when Enter is pressed.

5. If this budget has carryover from the previous year, place the cursor over cell B5 and click one time. Type the carryover amount. Excel will automatically add the dollar sign. Notice that when Enter is pressed, the amount entered in cell B5 is now added to the balance displayed in D5.

Sheets 2-6 may be set up using the same steps for other funding sources. 

For clarity, it is possible to change the name of each sheet tab to reflect the type of budget on that page. 
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6. To Rename a sheet tab, right click on the tab.

7. Scroll to Rename on the pop-up window that appears, and then click one time.

8. The name, Sheet 1, is now highlighted. Type the new name, and then press Enter.

Note: Macintosh users change the sheet tab name by holding down the Control key while clicking the mouse button one time to highlight the name. Then proceed with steps 7 and 8.

Inserting or Deleting Rows

Due to the design of this particular template, it is highly unlikely that rows will need to be added or deleted. Presently it is possible to enter information for 400 individual purchase orders on each sheet. 

Modifying Headings
The headings used on these sheets are fairly generic. However, it is possible to customize them for individual district requirements. Each sheet is protected to avoid accidental overwriting of text and/or formulas. Here's how to temporarily disable the sheet protection, if necessary.

9. To disable the Protection feature, click on the tab for the worksheet you want to modify in the lower left area of the Excel window. Place the cursor on Tools in the Menu bar, click one time, and scroll down to Protection. A pop-up window appears. Scroll over to Unprotect Sheet, and click one time. Repeat this step for each sheet where headings will be modified.

10. To change a heading, simply click on the cell where the heading is located and type the new information. Do not attempt to change the information in cells D4 and D5, unless you are experienced at writing Excel formulas.

11. Enable the Protection feature again by repeating Step 9 for each worksheet. The option, Protect Sheet now appears in the pop-up window. Select this option for each worksheet. Do not enter a password when prompted. Click OK.

12. Save the file by clicking once on File in the Menu bar, scrolling down to Save As, and clicking one time. Type a name for the file that will make sense later (i.e., Budget Tracking Sheet 2003-04) and click on the Save button. The file will be saved in the Chapter 4 folder on the hard drive. Remember to save the file frequently as you work.

Ongoing use of the Spreadsheet
Each time a purchase order is approved at the site, enter the information about the expenditure on the appropriate budget sheet. The totals (expended and balance) are automatically calculated. When an ordered item is received, enter a 'y' for yes in the column labeled Received.

13. Click on the sheet tab in the lower left corner of the Excel window for the budget needed. Position the cursor in the first empty cell in the Budget Category column, and click one time. Enter the Budget Category number and click the right arrow. Fill in the Description cell and click the right arrow again.  Continue until the data is entered for P.O. Number, Amount, and Date Ordered. (Note: Expenditures such as extra duty for staff and substitute days probably do not have a P.O. number, so leave this cell blank in these cases.) Do not type a dollar sign in the Amount column. Excel will add this automatically, and will also calculate the total amount expended to date and the balance. These figures will appear in the appropriate cells in the worksheet. 

14. When an ordered item is received, enter a 'y' for yes in the column labeled Received for that entry.

15. Save the file.

16. To print a worksheet, click on its tab to make it appear on the screen. Place the cursor on File in the Menu bar, click one time, scroll down to Print, and then click once again. Click OK in the window that appears.

Manipulating the Data
In addition to keeping a running total for expenditures, the value of this type of spreadsheet lies in the basic data manipulation that can be done to generate reports, and find answers to questions about spending.

Three data manipulation techniques are described here: Sorting, Filtering, and Subtotals.

This sample shows a worksheet that includes a few entries:
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Sorting

17. Notice that the Budget Categories are not in numeric order. To view expenditures in order by Budget Category, first disable the protection for the worksheet (see step 9).

18. Place the cursor over cell A7 (Budget Category) and click one time. 
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19. Click on the Sort Ascending button in the Standard Toolbar, or click on Data in the Menu Bar and select Sort, and click OK in the window that appears. The data is now displayed in numeric order (lowest to highest) as shown below:
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20. A sort of this type may be used in any column heading in Row 7.

21. Remember to enable the sheet protection when you are finished (see step 11). 

22. Unless new data was entered during the time the file was open, it is not necessary to save before closing.

Subtotals

Subtotals are used with sorted data where values are being tracked. In this budget spreadsheet it is useful to subtotal expenditures by budget category or date. This feature offers several subtotal options including Sum, Average, and Count.

23. To generate subtotals by Budget Category, first disable the protection for the worksheet (see step 9).

24. Sort the Budget Category in ascending order (see steps 18 and 19).

25. With cell A7 still active, place the cursor on Data in the Menu bar, click one time, scroll down and click one time to select Subtotals. A window appears (see below). Make sure that Sum is showing in the Use function box and that Amount is selected in the Add subtotal to: box. If a check mark appears anywhere else, click on it to remove it and then click OK.
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The worksheet now displays entries in numeric order by Budget Category and a Subtotal is inserted each time the Budget Category number changes.

26. To Print this worksheet view, move the pointer to File, click one time, scroll down to Print and click OK.
27. To remove the subtotals, click one time on Data, scroll to Subtotals and click one time. Look for the button in the lower left hand corner that says "Remove All" and click on it (see illustration above).

28. Remember to enable the sheet protection when you are finished (see step 11). 

29. Unless new data was entered during the time the file was open, it is not necessary to save before closing.

Filtering

Filtering makes it possible to view only those entries that meet certain criteria, for example, purchases that have been received.

30. To use the AutoFilter feature, first disable the protection for the worksheet (see step 9).

31. To execute the AutoFilter function, click on cell A7 and drag to highlight the row through cell F7. 

32. Click on Data in the Menu bar and scroll down to Filter. A pop-up menu appears. Select and click on AutoFilter.

33. Drop-down boxes with black arrowheads appear in cells A7 through F7. Click on the arrowhead in cell F7 and read the choices given. The list that appears includes all the different kinds of data in cells in column F.
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34. To view just the entries marked 'y' (meaning they have been received), scroll down to 'y' and click one time. 

35. To view just the entries that have not been received, choose (Blanks) from the list.

36. To see all entries again, select (All) from the list.

37. To remove the AutoFilter, place the cursor on Data in the Menu bar, click and scroll down to Filter. Select and click on AutoFilter in the pop-up menu that appears.

38. Remember to enable the sheet protection when you are finished (see step 11). 

39. Unless new data was entered during the time the file was open, it is not necessary to save before closing.

Printing the Worksheet
40. To print the Budget Tracking Sheet, click once on File in the Menu bar, scroll down to Print, and click OK.

Extensions

Once you have customized the template and added data, you might also want to:

· Practice using sort, filters, and subtotals using different columns of data.

· Experiment with combining sorts, filters, and subtotals to generate very specific reports.













Spreadsheet automatically calculates amounts in cells with green background.





User enters data in these cells.











Make sure that Amount is checked.





If a function other than Sum is showing, click on the black arrowhead and select Sum in the dropdown menu.








Use this button to undo a Subtotal.








