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Use a Spreadsheet to Develop a 
Budget  
Information for students 

● Making and analyzing a budget can help you keep your spending in check and identify 
ways to potentially save more money. Spreadsheets are helpful for collecting, organizing, 
sorting, and storing data, so you can work with and interpret it more easily. In this activity, 
you will learn to use a spreadsheet to make a budget. Don’t worry, you will be guided with 
step-by-step videos or transcripts. You can use the fictitious banking data provided, or 
your own information. 

● Option 1 - Online: 
o Access the first video in the “Develop a Budget” lesson on the Applied Digital Skills 

website: 

o The “Develop a Budget” lesson has 8 videos. Each video will show how to 
complete a few steps in making a budget using a spreadsheet. There is no need to 
sign in. Simply watch each video and complete the suggested steps. You can re-
watch as many times as you need to and pause as you go. Once you are ready to 
move on, click the “Next” button at the bottom of the page. 

o The example uses Google Sheets, but the same process can be completed using 
any spreadsheet program that you have. 

● Option 2 - Some Internet Connection 
o If you are able to access an Internet connection some of the time (e.g. drive to a 

school and connect while remaining in your car), you can download the videos to 
view them offline. The full download is 510 MB. Use this link to download the 
videos 

o You will also need the data from the sample bank statement. 

o If you are not able to download the videos, but you have some connectivity from 
home, you may be interested in accessing the “Develop a Budget” online lesson, 
but working from the transcripts beneath each video. 

● Option 3 - No Internet Connection and/or No Device 
o Use the printed video transcripts that were sent to you to create your budget. 

Remember that, even if you are using a Chromebook, you can create a Google 
Sheet in offline mode. 

● Option 4 - No Device 

https://applieddigitalskills.withgoogle.com/c/middle-and-high-school/en/plan-and-budget/develop-a-budget/develop-a-budget.html
https://storage.googleapis.com/files.cs-first.com/apski/videos/5/allvideos.zip
https://storage.googleapis.com/files.cs-first.com/apski/videos/5/allvideos.zip
https://script.google.com/macros/s/AKfycbwzBE9adKj44c2ekSNYs1bqA2vfNwthAkHh--miTuSRsNtrkpY/exec
https://applieddigitalskills.withgoogle.com/c/middle-and-high-school/en/plan-and-budget/develop-a-budget/develop-a-budget.html
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o If you have access to the Internet and can view the videos, use these to guide you 
in creating a budget on paper. 

o If you have no access to the Internet, use the printed video transcripts that were 
sent to you to guide you in the creation of a budget on paper. 

Materials required 
● The “Develop a Budget” lesson materials:  

o Online: The “Develop a Budget” lesson from the Applied Digital Skills website: 
https://applieddigitalskills.withgoogle.com/c/middle-and-high-school/en/plan-and-
budget/develop-a-budget/develop-a-budget.html 

o Some Connectivity: Downloadable Videos Version: 
https://storage.googleapis.com/files.cs-first.com/apski/videos/5/allvideos.zip  
with the Sample Bank Statement from the lesson: 
https://script.google.com/macros/s/AKfycbwzBE9adKj44c2ekSNYs1bqA2vfNwthA
kHh--miTuSRsNtrkpY/exec  

o No Connectivity: Printed Transcripts and Sample Bank Statement 

● A Device with Internet access (optional) 
or  
A Device with occasional access and the ability to download the videos (optional) 

● Google (GSuite or personal) account or other spreadsheet software (can be offline) 
or 
Paper, writing, and drawing materials 

Information for parents 
● The goal of this activity is to have the student work with the elements necessary for the 

creation of a budget and to consider various types of income and expenses, all parts of the 
Financial Education course. Learning to use a spreadsheet to complete this activity may be 
a new and interesting twist.  

● Note that, while the example given uses Google Sheets, the same activity can be 
completed using any spreadsheet software. 

● Encourage your child to explore creating a spreadsheet with his or her own budget 
information as they make plans for spending and saving over the next few months. 

● If you have always wanted to keep better track of your own budget or to learn how to use a 
spreadsheet, consider doing this activity yourself and then discussing your experience with 
your child. 

 

https://applieddigitalskills.withgoogle.com/c/middle-and-high-school/en/plan-and-budget/develop-a-budget/develop-a-budget.html
https://applieddigitalskills.withgoogle.com/c/middle-and-high-school/en/plan-and-budget/develop-a-budget/develop-a-budget.html
https://storage.googleapis.com/files.cs-first.com/apski/videos/5/allvideos.zip
https://script.google.com/macros/s/AKfycbwzBE9adKj44c2ekSNYs1bqA2vfNwthAkHh--miTuSRsNtrkpY/exec
https://script.google.com/macros/s/AKfycbwzBE9adKj44c2ekSNYs1bqA2vfNwthAkHh--miTuSRsNtrkpY/exec


 Financial Education • Secondary 5 

Annexe 1 
 
Video 1: Develop a Budget: 
 
Data is not always collected or stored in a way that makes it easy to interpret. 
Spreadsheets are helpful for collecting, organizing, sorting, and storing data, so you can work with 
and interpret it more easily. 
In this activity, you will develop a budget, or a plan for spending and saving. 
Using banking data, you will use a spreadsheet to categorize and add together—or sum—data. 
Then, you will analyze your budget to identify areas where you could potentially save more 
money. 
Any time you spend money using your debit card to withdraw cash or purchase something at a 
store or online, the bank takes the money from your checking account. 
The transactions, or expenditures, you make automatically update in your online bank account, 
where you can check all of the debits and credits you accumulate. 
Income, or money you have earned and deposited, is called a credit. 
Credits usually appear as positive numbers in your bank statement. 
Money you have spent is called a Debit, and usually appears as a negative or subtracted number 
in your bank statement. 
In this activity, you will copy and paste data from a simulated checking account. 
You will use formulas to calculate total income and expenditures. 
Then, you will categorize the expenses to get an idea of what kinds of purchases were made. 
Finally, you will use the SUM-IF formula to calculate how much money was spent in each 
category. 
Calculating your total income and expenses gives you the bottom line of your spending. 
But totaling categorized expenses gives you an even more complete picture of how you spend 
your money. 
You will create this spreadsheet using a simulated bank account statement, but you can re-use it 
to keep track of your own spending every month. 
To get started, create a new, blank spreadsheet. 
Name your sheet Checking Account. 
Then, move on to the next video to copy and paste spending data. 
Now, it’s your turn: Create a blank spreadsheet. 
Name the spreadsheet Checking Account. 
Then, move on to the next video. 
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Video 2: Copy Data and Create a Summary Table 
 
In this video, you will import data from a banking website into your spreadsheet and freeze a set 
of rows to create a summary table. 
Open the simulated banking statement by clicking the link next to this video. 
This is a fake bank account statement, but most banking sites display information in similar ways. 
Click and drag to select the entire table of data. 
Right click or use keyboard commands to copy the table from the website. 
When you paste data into a spreadsheet, you also paste the formatting. 
To paste the values with no formatting, right click and select “Paste Values Only.” 
Next, add space at the top of your spreadsheet for a summary table. 
Highlight 10 rows of your spreadsheet. 
Right click and insert 10 rows above the data you copied. 
Then, freeze these rows so you will always see them as you move around your spreadsheet. 
Highlight the 10th row and select “Freeze up to current row.” 
Now you have a space at the top of your spreadsheet for your calculations. 
In the next video, you will use formulas to calculate your expenditures in this summary table. 
Now, it’s your turn: Copy the table from the website and paste it into your spreadsheet. 
Create a summary table by adding 10 rows to the top of your spreadsheet and freezing those 
rows. 
Then, move on to the next video. 
 
 
Video 3: Calculate Total Expenditures 
 
In this video, you will compare how much money was made with how much was spent. 
To do this, you will calculate the balance that remains after adding income and subtracting your 
expenses. 
Then, you will create categories for each kind of expenditure, like rent, food, entertainment, and 
others. 
In the summary table, type “Income”. 
Beneath it, type “Expenses” and “Balance.” 
The balance is the amount of money left after subtracting all expenses. 
Next, create formulas to calculate these totals. 
In the data you copied, there are separate columns for debits and credits. 
Debits are money that has been taken out of an account; credits are money that has been added, 
or “Income.” 
Calculate the total amount of money left in this account using a SUM formula. 
Formulas always begin with an equals sign. 
In the cell beside “Income,” type “ = ”. 
Next, type SUM. 
As you begin typing, an autofill menu appears. 
Select SUM from the menu. 
Select the cells to add together. 
In this case, it is all of the cells in column E that are beneath the summary table. 
Select column E. 
The formula reads “SUM E to E.” 
This will add together ALL of the values in Column E, even values in the summary table. 
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To remove values in the summary table, click in the formula bar. 
Change the first cell reference to E12. 
Now the formula will add all of the cells in E12 and below. 
Close the parentheses in your formula, and press Enter. 
The spreadsheet automatically adds the values in the “Credits” column. 
Repeat these steps for the “Debits” column. 
In the cell beside “Expenses,” type “ = ” and SUM. 
Type “D12” “colon” “D” in the formula and close the parentheses. 
Check the highlighted column to be sure you are adding the right numbers. 
Great! 
Press Enter to calculate total expenditures. 
Now, create another formula to calculate the “balance,” or money left over after paying all 
expenses. 
In the cell beside “Balance,” Type “ = ” and select the cell with the income calculation. 
Type “minus” and select the calculated expenses cell. 
Then, press Enter. 
The account balance is now calculated in this cell. 
Great job! 
In the next video, you will categorize expenditures. 
Then, you will use SUM-IF formulas to calculate how much money was spent in each category. 
Now, it’s your turn: Create cells for Income, Expenses, and Balance. 
Beside these, add formulas to calculate the total income, expenses, and balance. 
Then, move on to the next video to start categorizing the data. 
 
 
Video 4: Categorize Expenditures 
 
In this video, you will categorize the data from the simulated bank account in your spreadsheet. 
Categorizing helps you determine which costs you can change and which ones are fixed. 
It can also help you identify areas where you could spend less and save more. 
Take a few minutes to think about how you might categorize your spending. 
For example, Gas is a Car expense. 
Haircut is another expense, and so on. 
Classify each expenditure by typing the category name in each row. 
Use any categories you like. 
Just make sure that all of the debit charges fit into a category you create. 
Once you have labeled all of your expenditures, move on to the next video to start calculating 
your total expenditures in each category. 
Now, it’s your turn: Add columns in your data and summary tables for Categories. 
Classify each of your expenditures in your data table. 
Then, move on to the next video. 
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Video 5:  Label and Calculate Category Totals 
 
In this video, you will calculate the amount spent in each category from the banking statement 
simulation. 
To do this, you’ll use SUMIF formulas and absolute cell references. 
Categorizing expenditures makes it easier to identify what you are spending your money on. 
And absolute cell references allow you to copy formulas throughout your spreadsheet. 
First, create a “by category” column in your summary table. 
Then, calculate the total amount you spent in each category. To do this, you could go through the 
spreadsheet and manually select all of the cells with “Utilities” values and add them up; then find 
the “Restaurant” values and sum those, and so on. 
But what happens if you move something around? 
What about next month when your expenditures change? 
Or what if you just have a TON of expenditures? 
That’s a lot of work! 
The SUMIF formula helps with this. 
SUMIF adds all of the values IF they are in a certain category. 
Beside “Utilities” in the summary table, type “ = SUMIF.” 
You can select “SUMIF” when the autofill menu appears. 
There are three parts, or arguments, in a SUMIF formula. 
They are separated by commas. 
The first is the cell range that contains the category names. 
In this case, you listed the categories in Column F, beginning with row 12. 
Type F12, colon, F to indicate this range. 
Add a comma after the F. The range highlights in your spreadsheet. 
Next, add the cell reference that contains the category name. 
In this case, select the cell with the word “Utilities,” then type a comma. 
Finally, add the sum range, or the range of cells with the values you want to add. 
In this case, the values are in the D Column, starting with D12. 
Type D12, colon, D and close the parentheses. 
Be sure there are commas between each argument in your formula. 
Then, press Enter. 
The spreadsheet adds all of the expenses labeled “Utilities,” and the total appears in this cell. 
Double click on the formula cell. 
Be sure the formula references the appropriate cells or range. 
Check the math. 
Look at the columns you labeled “Utilities,”or whatever category you specified. 
Add these costs. 
It should match the total in the spreadsheet. 
Next, copy the formula to other cells. 
Drag the cell handle to extend the formula to the rest of the categories. 
Uh oh! 
Something isn’t working. 
Check the formula bar. 
When you changed the cell reference—the middle argument—to E5, the cell range and the sum 
range both shifted down, too. 
Now, instead of including the entire column, they begin on row 14. 
What happened? 
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Typical cell references are relative. 
That means they change when a formula is copied to another cell. 
Because you changed the cell reference with the name of the category, the spreadsheet assumed 
that the other cells would also shift down. 
To fix this, add an absolute cell reference to the formula. 
Absolute references remain constant, even when you copy them to another cell or sheet. 
Absolute references are important when you want to reference the same cell or range in multiple 
formulas. 
To create an absolute cell reference, use dollar signs before the column letter and before the row 
number. 
This “locks” the cell reference so that it does not shift with the rest of the formula. 
In this case, the cell range AND the sum range remain constant. 
Add dollar signs in the cell range before the F and before the 12. 
Then, add dollar signs to the sum range, before the D and before the 12. 
Now the calculations are correct, and you can drag the cell handle to copy the formula to other 
categories. 
As you build more complex spreadsheets, absolute cell references become even more important. 
Adding absolute cell references for cells that will remain constant allows you to quickly and easily 
copy formulas to other categories. 
Now, it’s your turn: Create SUMIF formulas to calculate the total expenditures in one category. 
Add absolute references to lock cell references. 
Copy the formula to the rest of the categories. 
Then, move on to the next video. 
 
 
Video 6: Use Data Validation to Make Your Spreadsheet More Reliable 
 
In this video, you will add data validation to your “Categories” column. 
In computer science, data validation is a process that ensures that a program uses clean, correct, 
and accurate data 
Accuracy is also essential for spreadsheets. 
What happens, for example, if you misspell “restaurant” as you are labeling your data entries? 
That value would not be added to your total. 
One little mistake could throw off several of your calculations! 
Use data validation to create a dropdown list right in your spreadsheet. 
A dropdown list can save time and ensure accuracy. 
Once you have labeled each item in your monthly budget, select the cell range where you 
classified each entry. 
Select “Data” and “Validation.” 
The criteria change from “Number” to “List of items.” 
The categories you created in each cell are listed here. 
“Save” and return to the spreadsheet. 
A small arrow appears in the corner of each cell. 
Click the arrow. 
A dropdown list appears. 
Great! 
As you add more entries, you can select the category from this list, rather than typing it in every 
time. 
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By selecting from the list, you avoid spelling errors that could interfere with your calculations. 
You also save a lot of time by not having to type in the category for every entry. 
Now, it’s your turn: Create a data validation list to ensure accuracy and save time categorizing 
your data. 
Then, move on to the next video to visualize the expenditures in your spreadsheet. 
 
 
Video 7: Visualize the Data and Make Decisions 
 
In this video, you will add a chart to your spreadsheet to help you visualize expenditures from the 
fictitious bank account. 
Then, you will make decisions about the expenditures and identify at least one area where you 
could save money. 
You already created a summary table that shows the categories you named and the amount of 
money you spent in each category. 
To create a pie chart from this table, select the category data in the summary sheet. 
Then, insert a chart. 
Select the pie chart and insert the chart into your spreadsheet. 
Select the chart to move and resize it so that it does not cover any data in the spreadsheet. 
Experiment with the chart options to make it more legible and to suit your tastes. 
Add a title to the chart if you’d like. 
You can change the colours and fonts, and even the chart type. 
Categorizing your expenses and visualizing them on a chart or graph helps you see spending 
patterns. 
If you spend a lot of money at restaurants, for example, you might decide to eat in more to save 
money. 
If this were your bank account, where could you reduce spending and save more money? 
Now, it’s your turn: Highlight the categories and their totals in the summary table and insert a pie 
chart. 
Experiment with chart options. 
Evaluate the budget. 
Then, move on to the next page to reflect on this activity. 
 
 
Video 8; Develop a Budget Wrap Up 
 
In this activity, you created a spreadsheet to track and categorize monthly expenditures from a 
simulated bank account. 
You can use a similar spreadsheet to calculate your own expenses. 
Costs often add up quicker than you think! 
For example, spending a few dollars a day at the vending machines might not seem like much at 
the time. 
But by the end of the month, that could be nearly 100 dollars for snacks! 
Maybe you could purchase food for less at the grocery store, then bring your own snacks to save 
money. 
Using a spreadsheet to categorize and account for your spending helps you make better financial 
decisions. 
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By being aware of your spending in each category and cutting back on a few expenses, you could 
save hundreds of dollars a year! 
You can copy the spreadsheet you created in this activity and paste in your own banking 
statement each month. 
The spreadsheet will automatically complete the same calculations and create visualizations for 
you. 
Some apps perform similar tasks and return similar information. 
By making your own spreadsheet, you have essentially created your own app, where you control 
the data. 
You can name your own categories, sort your spending in ways that work for you, and update the 
spreadsheet whenever you’d like. 
You can even share the spreadsheet with others to collaborate on a project together. 
Have confidence that you can create whatever works best for you! 
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Annexe 2 
 

4/8/2020 https://script.google.com/a/macros/edu.etsb.qc.ca/s/AKfycbwzBE9adKj44c2ekSNYs1bqA2vfNwthAkHh--
miTuSRsNtrkpY/exec 

 

Date Type Description Debit Credit 
12/1/2016 Debit Fast Food 21.63  

12/2/2016 Debit Casa Mexicana 13.84  

12/3/2016 Debit Rent Payment 484.21  

12/4/2016 Credit Birthday Gift  37.63 

12/5/2016 Debit Online Movie Streaming 19.74  

12/6/2016 Debit Clothing Store 12.16  

12/7/2016 Debit Haircut 9.84  

12/8/2016 Deposit Online Deposit  80.26 

12/9/2016 Debit Taco Shop 23.11  

12/10/2016 Debit University Bookstore 14.47  

12/11/2016 Deposit Check Desposit  85.79 

12/12/2016 Debit Gas 13.42  

12/13/2016 Debit Online Purchase 9.21  

12/14/2016 Debit Apartment Electricity 43.16  

12/15/2016 Debit Oil Change 56.58  

12/16/2016 Debit Water Bill 11.95  

12/17/2016 Debit Overdraft Fees 19.95  

12/18/2016 Account Transfer Workplace Payroll  626.32 
 

https://script.google.com/a/macros/edu.etsb.qc.ca/s/AKfycbwzBE9adKj44c2ekSNYs1bqA2vfNwthAkHh--
miTuSRsNtrkpY/exec
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