How to Use Your Excel Account Spreadsheet

1. Start Excel.

2. File/Open.  Choose R/Staff/Account Balance Spreadsheets/(and choose your spreadsheet template from one of the following: account, third column, Jackie, kindergarten, LMC, or Gifted)

3. Don’t type on this spreadsheet.  File/Save As.

4. Choose Your G drive for file location.  Change the file name to Your Name’s 200_-200_ Account Balance. Then press Save.

5. Double click on the words Your Name at the top of the spreadsheet, then highlight Your Name and replace the words Your Name with your actual name.

6. Click once in cell E4 and enter your balance for VISA. 

7. Click once in cell F4 and enter your local balance. 

8. Kindergarten ONLY:  enter your Kindergarten balance.
9. Third column and LMC, Gifted, etc.: add your other balances.
10. You are now ready to begin listing all of your transactions.

11.  Column A: Date; Column B: Vendor; Column C: Amount; Column D: Fund.

12.  In the Fund column, you will type either VISA or LOCAL.  (Kindergarten ONLY: enter K if it is from your Kindergarten fund. If you are a third column spreadsheet user, enter other if it is from your other account.)This is how your spreadsheet will know from which Fund to subtract the amount you entered in the amount column.

13.  If you want to add money instead of subtract money to an account:  Place parenthesis around the amount when you type it in column C.  
14.  Your spreadsheet already has the formulas entered, so it should work like a charm.  

15.  Warnings (things that will mess up your spreadsheet): 

a. Do not attempt to type or edit or delete anything in columns E and F after row 7. Formulas are entered in all of these cells. If you delete the formula, your spreadsheet won’t work.

b. Do not add rows in the middle of your spreadsheet.  Always type the next transaction in the next available row—even if the dates are out of order.  
Please see the book keeper if you have any questions concerning your account balance or account balance spreadsheet.
