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            INTRODUCTION TO THE SECOND EDITION

          

        

      

    

    
      I published the first edition of this book a decade ago as a companion to the book that is now titled Budgeting for Beginners. I honestly hadn’t looked at it since, but in the meantime I have gone on to write a LOT of books about Microsoft Excel, like Excel for Beginners—which is a beginner title for learning Excel—as well as Excel for Budgeting—which walks users through how to create the budgeting worksheet I use to track my finances.

      49,000 sales of Excel books later…This book has still chugged along selling a few copies here or there.

      Since I’m updating the original Excel Essentials series, I figured I’d update this one as well. It was written using Excel 2007 (wow), and not many people have that anymore, so I wanted to update the screenshots this book uses to a more recent version of Excel, Excel 2024.

      The basics of Excel don’t change. SUM is still going to be the function you use to add numbers together. And you still refer to cells by column and row number. The appearance has definitely changed, though (and not for the better, in my opinion), so it’s time to bring this book up to the present. I’d love to change the title, too, but that’s just going to have to remain what it is.

      The purpose of this guide is to discuss how to use Excel for basic budgeting calculations. It will walk through how to do the following calculations in Excel:

      
        
        Addition:

      

      

      
        	How much you earned in a month.

        	How much you earned in a month from one specific source.

        	How much you spent this month.

        	The total balance in your accounts.

        	The total amount you owe.

      

      
        
        Subtraction:

      

      

      
        	How much money will be left over after you pay your bills.

        	Your net worth.

        	How much of a shortfall you'll have if you're spending more than you earn.

      

      
        
        Multiplication:

      

      

      
        	How much you'll earn when you know the rate you'll be paid per hour or task.

        	Your takehome pay from your gross pay when you know what percent you keep.

        	Your takehome pay from your gross pay using a tax rate.

        	Your annual expenses based on one period of expenses.

        	How much you will save or be short after one year.

      

      
        
        Division:

      

      

      
        	How much you earn or spend on average.

        	How many hours you need to work to earn a certain gross amount.

        	How much you need to gross in order to take home a certain net amount.

        	How many months of expenses you can cover with cash on hand.

      

      
        
          
            [image: ]
          

        

      

      In order to make it as easy as possible to learn the basics of using Excel for addition, subtraction, multiplication, and division, the main chapters of this book focus only on how to do those mathematical computations. However, if you work in Excel to any great extent, you will quickly find that you need to perform a number of other tasks, such as widening columns, bolding text, and formatting numbers.

      The Tips and Tricks chapter at the end covers those topics, and when I use one of those tricks I'll let you know. You'll likely refer to it often as you work through this guide.

      As a side note, it's a really, really good idea to be comfortable enough with math that you can judge whether an answer makes any sense or not. Excel is a tool, and the calculations in a worksheet are only as good as the person creating and using them. If you put in the wrong information, or set up a formula wrong, you will get a wrong answer. You need to be able to gut check your results.

      Okay then, let's get started with some basic definitions.

    

  


  
    
      
        
          
          

          
            BASIC EXCEL DEFINITIONS

          

        

      

    

    
      Before we start, I want to make sure we're using the same words to describe things.

      If you're familiar with Excel this may seem very basic, but it's a good idea to skim through anyway, just to be sure. All the screenshots in this book are from Excel 2024, but the definitions and descriptions should apply to any version of Excel from Excel 2007 onward.

      
        
        Column

      

      

      Excel uses columns and rows to display information. Columns run across the top of the worksheet and, unless you've done something funky with your settings, are identified using letters of the alphabet.

      As you can see below, they start with A on the far left side and march right on through the alphabet (A, B, C, D, E, etc.). If you scroll far enough to the right, you'll see that they continue on to a double alphabet (AA, AB, AC, etc.) and, in some versions of Excel, a triple alphabet (AAA, AAB, AAC, etc.)

      
        
          [image: Picture of Excel with an arrow and text pointing to Column A.]
        

      

      
        
        Row

      

      

      Rows run down the side of the worksheet and are numbered starting at 1 and up to a very high number that will not matter for what you're doing here.

      
        
          [image: Picture of Excel with an arrow pointing to Row 1.]
        

      

      
        
        Cell

      

      

      A cell is a combination of a column and row that is identified by the letter of the column it's in and the number of the row it's in. When you've clicked on a specific cell it will have a darker border around the edges, like you can see for Cell A1 below.

      
        
          [image: Picture of Excel with an arrow pointing to Cell A1.]
        

      

      
        
        Click

      

      

      If I tell you to click on something that means to use your mouse (or trackpad) to move the cursor on the screen over to a specific location and left-click or right-click on that location. (See the next definition for the difference between left-click and right-click).

      If you left-click, this generally selects the item. If you right-click, this generally creates a dropdown list of options to choose from. If I don't tell you which to do, left- or right-click, then left-click.

      
        
        Left-Click/Right-Click

      

      

      If you look at your mouse or your trackpad, you generally have two flat buttons to press. One is on the left side, one is on the right. If I say left-click, that means to press down on the button on the left. If I say right-click, that means press down on the button on the right.

      (If you're used to using Word or Excel you may already do this without even thinking about it. Also, some newer trackpads don’t make it as obvious where to left- or right-click so you may need to experiment a bit.)

      
        
        Cursor

      

      

      If you didn't know this one already, your cursor is what moves around when you move the mouse (or use the trackpad). In Excel it often looks like a three-dimensional squat cross or it will look like one of a couple of varieties of arrow. The different shapes you see mean that different functions are available at that time. If something isn’t working for you, try moving your mouse around just a bit until the cursor changes its appearance, and then try again.

      
        
        Spreadsheet

      

      

      I'll try to avoid using this term, because it can mean your worksheet or your workbook. Apologies if I fail at that.

      
        
        Worksheet

      

      

      A worksheet is a combination of rows and columns that you can enter data in. When you open a new Excel file, it opens to Sheet1. The name is visible at the bottom left of your workbook.

      Some versions of Excel had multiple worksheets available when you opened a new workbook, newer versions only have one available.

      If you ever need more worksheets, you can add them. There should be some form of a + sign down at the bottom of the workbook that will let you do this:

      
        
          [image: Picture of the bottom left section of an Excel worksheet with arrows to the current worksheet and the plus sign to add a new worksheet.]
        

      

      The worksheet with its name highlighted in white and underlined is the one you’re currently viewing. To move between worksheets, just click on the name of the one you want.

      
        
        Formula Bar

      

      

      The formula bar is the long white bar at the top of the screen with the ƒχ symbol next to it. If you click in a cell and start typing, you'll see that what you type appears not only in that cell, but in the formula bar.

      When you enter a formula into a cell and then hit Enter, the value returned by the formula will be what displays in the cell, but the formula will still appear in the formula bar when you click back on that cell.

      
        
        Tab

      

      

      I refer to the various choices at the top of the screen as tabs. In Excel 2024 the options are File, Home, Insert, Page Layout, Formulas, Date, Review, View, and Help. (I also have an Acrobat one, but I don’t think that’s standard for all users. Prior versions of Excel didn’t have File and Help available up there, so this can fluctuate a bit.)

      
        
          [image: Picture of the top portion of Excel with arrows pointing to different menu tabs.]
        

      

      Each menu tab you select will show you different options.

      On the Home tab above you can see options for copy/cut/paste, format cells, edit cells, and insert/delete cells, for example. The Home tab is the main tab you'll use for what we're going to discuss in this book.

      
        
        Scrollbar

      

      

      Scrollbars appear when there is more information than you can see on the screen. I don’t expect to need them in this book, but here’s an example of one in the font dropdown menu which has a scrollbar because there are more fonts than can be displayed on the screen at one time:

      
        
          [image: Image of the font dropdown menu in Excel with an arrow pointing to the left-hand scrollbar.]
        

      

      Scrollbars appear on the right-hand side or bottom of a list or worksheet when needed.

      You will see a dark bar in a light gray area. You can then left-click on that bar, hold the left-click, and drag to move through the list or worksheet.

      You can also left-click in the light gray area to either side of the bar, or left-click on the arrows at the ends of the scrollbar space. Each will move you through the list or worksheet, just at different increments.

      
        
        Data

      

      

      I use data and information interchangeably. Whatever information you put into a worksheet is your data.

      
        
        Select

      

      

      If I tell you to "select" cells, that means to click on them so they’re highlighted.

      If the cells are next to each other, you can just left-click on the first one you want, and drag the cursor (move your mouse or finger on the trackpad) until all of the cells are highlighted.

      When you select a group of cells that are located next to one another like this, they'll all be surrounded by a darker border, and all of the cells will be shaded except for the first one you clicked on. Like so:

      
        
          [image: Image of the top corner of an Excel worksheet with cells A1 through D7 selected as one group.]
        

      

      Here I clicked and dragged from Cell A1 to Cell D7. You can see that Cell A1 is white, but the rest of the cells are shaded gray.

      If you want to select cells that are not next to each other or that don't form a rectangle when selected, then you need to use the Ctrl key.

      Select the first cell or range of cells you want, hold down the Ctrl key (bottom left of my keyboard), and select the next cell or range of cells you want.

      Keep using Ctrl to select more cells until done.

      Each cell or group of cells you've previously selected will be shaded in gray. The last cell or group of cells will be shaded like above where the first cell in that selected range is white with a border.

      The border will be lighter than when one single cell is selected.

      Here I selected Cells A1 through B2, A5 through A7, C4 through D5, and then I selected Cell C7:

      
        
          [image: Top corner of an Excel worksheet with four different sets of cells selected separately.]
        

      

      
        
        Arrow

      

      

      If I say that you can "arrow back" to something that just means to use the arrow keys to navigate from one cell to another.

      For example, if you enter information in Cell A1 and hit Enter, that moves your cursor down to Cell A2. If you now want to go back to Cell A1, you can just arrow back to it using the up arrow.

      (You can also just left-click in Cell A1. It does the same thing. But sometimes using the arrow keys is quicker than having to switch over to your mouse or trackpad. It's always useful to learn how to perform common tasks with the keyboard when you can.)

      
        
        Formula

      

      

      A formula is a calculation that you have Excel perform. It can be basic math or it can use functions.

      
        
        Function

      

      

      A function is a short-hand way to tell Excel to perform a series of steps. So, SUM, for example, tells Excel to add the values that you provide.

      I will write functions in all caps, like I did above with SUM, but you can type them into Excel without using all caps.
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