Unit 3

Budgeting and Using Microsoft Excel

The purpose of this assignment is to generate an annual budget of expenses and revenues for Post-Secondary Education.

Step 1:  Generate a thoroughly extensive list of expense and income items.  Students will either work in small groups or at the teachers discretion, the class will work as one big group to generate the list.

Step 2:  Organize the list into categories (with sub-totals for each category) and enter the list into Microsoft Excel.  (Link to Excel is located at: Student Common/Program Links/Room 142.  (Some samples of categories are: Education, Room and Board, Transportation, Supplies, Income, Hardware, Miscellaneous, etc… there are likely several others that would make sense to include.)

Step 3:  Enter the financial amounts as needed.  Base your numbers on research you have completed for this course.  For example you should be able to enter an exact amount for Tuition based on research you completed in Career Cruising and/or either the apprenticeship project or the College Research and Learning assignment.

Step 4:  Program the equations into the proper cells for sub-totals and Totals.  Remember that Income items are mathematically opposite of Expense items.

Step 5:  Save your work on your H:drive.  I will view it online for marking purposes.

