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Making a Budget Template 

 

This month’s budget is complete. Now we can use it as a template for next 
month, rather than starting from scratch.  

At the bottom of the window are tabs that represent each worksheet. We can 
have multiple worksheets inside of the same file.  

First, double click on the tab to name this worksheet. I’ll type the month and the 
year, and click OK.  
 

 



2	

 

 

Next, click on the Plus Sign to create a new worksheet. 

We’ll go back to the first worksheet and copy all the cells. I can select all cells 
with this triangular button in the top left corner of the spreadsheet. Next I click the 
icon to copy those cells.  

I’ll return to our blank worksheet and click on paste. 
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Now we have a duplicate worksheet. I’ll rename it for the next month.  
We need to change the month in the heading. I can Double-Click on the cell to 
edit the text.  

I’ll click after the month, delete the text by pressing Backspace, and type the new 
month. I press Enter to finish making the change. 
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Some expenses may vary greatly from month-to-month, so you may need to 
review and edit your estimated amounts. For example, the cost of utilities might 
change between seasons depending on the cost of heating and air conditioning. 
For now, we’ll leave these amounts the same. 
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We can clear out the amounts spent by selecting them and pressing “Delete” on 
the keyboard. I’ll delete the income amount too.  

Notice all the formulas are still there and ready to go. When I add some 
expenses for this month, they immediately start to fill in. 
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If you need to add a new expense for a particular month, you can insert a row. 
Right click on the row header and choose “Insert”. The new row appears just 
above where you clicked. I’ll add in some new expenses. 

When you insert a row, sometimes the formatting and formulas will automatically 
be applied. If they are not, you can apply the formatting and check your formulas 
to make sure they are still accurate.  
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Our budget is complete! We can use this budget every month to keep track of 
income and expenses.  

You can customize the budget to show whichever expenses you need to keep 
track of, and use formulas and functions to quickly do the math for you. 
 

 

 
 


