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Welcome!
What’s so special about the Family Finances Spreadsheet?  

Ever wondered how much cash you’ve really got spare at the beginning of the month just after pay-day? What happens to all the bills if you splash out on that bicycle for the youngest, or have a day at the theme park as you’ve promised yourselves? Can you still pay all the bills when they arrive on the doormat? Some seven years ago, the author and his wife found themselves poring over these questions at Clifton Villa, London, UK. We decided to work out on paper what we needed to put aside each month to be in a position to meet the commitments as they occurred over the forthcoming months. This was an activity that not only took valuable time identifying the commitments and the payment amounts, but caused some worry on a regular basis. The next step therefore was to set up a spreadsheet to do the tedious calculations and effectively keep a running total, which was refreshed each time the spreadsheet was run. This has changed things for the better to a very great extent - at a cost of less than an hour per month.  The major benefit is that the spreadsheet reveals exactly how much cash is available each month for spending or saving without compromising the bills for the next 12 months. Read on, and turn those red commitments into amber and the amber into green!

Copyright©2006 CliftonVilla Software

Email: info@familyfinances.org.uk
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GETTING STARTED AND REGISTRATION

Loading Instructions

Visit the Web Site http://www.familyfinances.org.uk
Download the files below into a suitable folder on your hard drive. The total disk space required is approximately 1 MB.   


familyfinances.xls
the spreadsheet


familyfinances.doc
the documentation

Getting Started
The Family Finances spreadsheet is priced at just £15 GBP and is designed to run on Excel 2003 (or later) under Windows XP and its variants. It may run on earlier versions of both Excel and Windows but has not been targeted to earlier platforms. You are asked to Purchase/Register within a 30-day evaluation period. This evaluation period is free of charge and commences when you open the spreadsheet for the first time. If you are happy with the product during this period of use and customisation, please make payment and register on the website http://www.familyfinances.org.uk according to the instructions. At time of payment please provide your name, country, Serial Number and Version of Family Finances. The Serial Number and Version will be evident inside the spreadsheet. You will then be sent via email a Licence Key which is entered by you into the spreadsheet. This Licence Key is used to signal the end of the evaluation period and allows continued use of the spreadsheet after 30 days. 

Please note the following:

The spreadsheet must be installed by an administrator, this is seen as a sensible precaution against unauthorised loading of software. Usually on a PC/laptop this will be yourself but bear in mind you must be logged in as yourself and not one of your accounts created for others who have access to your PC/laptop. A folder called CliftonVilla\FamilyFinances is created in the registry to manage the Licence Key system and no other folders are created or files changed. Once installed, you do not need to be an administrator to run the spreadsheet.

The Licence is per PC or laptop, if you wish to transfer the spreadsheet to a new PC/laptop, you are asked to request by email a new Licence Key from CliftonVilla Software, free of charge. Alternatively, if you wish to transfer your customised spreadsheet to a friend or colleague, he/she can simply reregister without a new download.  Please supply the new Serial Number and other details at time of payment/registration. 

The spreadsheet is designed to run whether or not you are logged into a network, so the same file can be updated at work and at home. It is designed to be independent of your office network but it is just possible, depending on your network configuration, that you may need to run with two Licence Keys corresponding to the two different implementations (i.e. effectively different computers)

It is probably best to use a resolution of 1024 x 768 or similar to gain the best view of the spreadsheet, you can change the resolution in the Control Panel, remembering that the change will affect the way you view other applications.
Open the spreadsheet and, depending on your Excel settings, observe one of two dialogue boxes. It is most likely that you will see a screen similar to this one:
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The management of the Licence Key system requires your Excel security level setting to be Medium (as opposed to High or Very High). Please click OK then go to Tools/Macro/Security… and choose Medium. Then click OK, save the file, close the spreadsheet and reopen. You will now see the following screen:
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Enable Macros
This is the Microsoft Excel box that appears when you are opening an Excel spreadsheet with ‘macros’. The macros are present to manage the Registration process, and have been virus checked prior to putting onto the web site. Please click the ‘Enable Macros’ button to open the spreadsheet.

You will now see the Welcome message:
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Enter Any Name    
Please enter your name as requested and click the ‘OK’ button. You may now proceed, saving your work as required.  When you open the spreadsheet on subsequent occasions, a main spreadsheet page will be displayed. Each day during the 30 day evaluation period, a reminder of ‘Days To Go’ will be displayed - this is the days to go until the end of the evaluation period. Please click OK to these prompts. As soon as Registration is complete (see below), this reminder will disappear and there are no more messages. If however you move the spreadsheet to another PC, please email CliftonVilla Software to obtain a new Licence Key.

You are now ready to go. Check that you are on the ‘Instructions’ worksheet within the spreadsheet and then move the mouse over Cell B2. Then view the Help Notes in Cells B2,B3, and following, reading from left to right.

Purchase/Registration
If during your evaluation you are happy with the spreadsheet, and what it can do for you, please purchase and register in two separate stages using the following instructions. 

Purchase comprises the following:

Go to the tab on the spreadsheet labelled ‘Registration’ i.e. click on the small grey tab (worksheet) immediately to the right of the tab labelled ‘Main’.
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Registration tab
Make a note of your Serial Number displayed in Cell F11 e.g. 965129. This number will be unique to you. If there is a leading zero (e.g. 096874) please note this.
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Cell F11 Serial Number
Now return to the website http://www.familyfinances.org.uk and click on the maroon tab labelled Purchase/Registration.

Please follow the instructions to make payment – it is recommended that payment is made via PayPal, which is a secure and trusted method for making payments over the Internet. Alternatively a personal cheque may be forwarded to CliftonVilla Software, for details please send an email to info@familyfinances.org.uk requesting this method of payment.


For both methods of payment, please provide



Your name



Your country



Serial Number (as above)



Version

The Version is highlighted in various places on the spreadsheet e.g. in Cell E5 of the main spreadsheet or Cell H4 of the Registration tab.

That’s it for this step.  Once payment has been received you will receive in return a Licence Key which when entered onto the spreadsheet by you, will allow continued use of the spreadsheet after the evaluation period has completed.

Please make a note of the Licence Key provided in the confirmation email, this will be a whole number e.g. 112324. Please enter the Licence Key into the spreadsheet. To do this, revisit the small grey tab labelled ‘Registration’ and click on the small grey button labelled ‘REGISTER NOW’. Enter (type) the Licence Key into the space provided and press the ‘OK’ button. Please do not enter any other information anywhere on the Registration tab. 
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Licence Key
If the Evaluation Period has expired, you will be prompted for the Licence Key when you open the spreadsheet. Your Serial Number will be displayed at this point. In this case please register according to the instructions above and when you receive the Licence Key enter it in response to the prompt. This will automatically be copied into Cell F13 on the Registration tab.  The prompt will be displayed in a small box.  Note that any work you have done in customising the spreadsheet will not be lost even if the Evaluation Period has expired. Entry of the correct Licence Key will bring the spreadsheet to life again at any time.






Licence Key


Good luck with the budgetting, this spreadsheet will make a difference to you.

Uninstall Instructions
If for any reason you wish to uninstall the spreadsheet please perform the following instructions. If at a school you may wish this operation to be completed by a system administrator.

· Delete the spreadsheet and its clones from your computer

· Click on’Start’ and ‘Run…’

· In the box, type regedit and click OK

· Identify the folder called ‘CliftonVilla’ and its subfolder ‘FamilyFinances’. Then click on ‘FamilyFinances’ and delete this folder. If you have no more CliftonVilla products installed you may click on ‘CliftonVilla’ and delete this folder as well.

 INTRODUCTION
The notes below explain the objectives and use of the Family Finances Spreadsheet, available as an MS Excel application. (If you require Works version please contact CliftonVilla Software). These notes are identical to the ‘Help Notes’ embedded within the spreadsheet as on-line help but include additional notes and screenshots which may be useful in configuring the spreadsheet. Technical information is provided at the end of this document.

Important:
In order to work with the Family Finances spreadsheet it is assumed that you have access to Microsoft Excel, and have a basic understanding of using spreadsheets. It does not however assume advanced knowledge since the operations you will need are few and very straightforward. The cells are colour coded – change the blue cells only! Advanced users may wish to add and delete rows on the standard spreadsheet, copy formulae, include new formulae, change headers and footers, change colours, etc.


The Family Finances spreadsheet can be used with Microsoft Excel 2003 or later on Windows XP or later and other spreadsheet software that can import Excel files. 

Whilst the content may be biased towards a British audience, the spreadsheet is not constrained to British pounds or British date formats, any currencies and formats are appropriate. For US, Canadian, Australian and other world-wide currencies, simply replace the symbol or word ‘pound’ by ‘dollar’ or equivalent. The date format defaults to the standard defined under Start Menu, Settings, Control Panel, Regional Settings, or it can be set in the spreadsheet itself using the Format function. The columns may be easily widened to accommodate high value amounts.


The documentation is in Word 2003 format. This is best viewed and printed from Word 2003 (or later). 

Locking of cells. Many cells on the spreadsheet are temporarily locked to avoid accidental deletion or overwriting of the key formulae, totals and column headings. Cells that expect to be changed in managing your family finances are in blue and are not locked. The term ‘temporarily locked’ means that you can change the cells, but only by removing the protection. To do this, use the Protection and Format functions. It is annoying to have to resurrect a complex formula if deleted or changed by accident, hence the locking. To find full details of how to do this for Excel and Works, please see ‘Further Technical Information’ towards the end of this document.  The password for experienced users is ‘unprotect’
Back to 2TABLE OF CONTENTS page 


FREQUENTLY ASKED QUESTIONS

There now follows a Contents List for the Frequently Asked Questions (FAQ’s). Click on the blue title to go straight to the text which answers the question.

Cells B2 to H2
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· What does the Spreadsheet do?

· How do I complete Registration and obtain a Licence Key?

14Cell C2 Help Notes page 

· Any immediate tips before doing anything to this spreadsheet?

· We manage our family budgets perfectly well, so why do we need a spreadsheet?

· How are all the commitments met?
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· Doesn't this force us to keep money in the bank before it's actually needed?

· What figures should I be looking at?

· What's the meaning of the 'As At' Date in Cell H6?
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· Does that mean I should run the spreadsheet at the beginning of the month?

· What exactly is meant by the term 'running the spreadsheet'?
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21Cell B3 Help Notes
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· Can you tell me more about the 'CURRENT LIABILITY' figure in Column J that is calculated by the Spreadsheet?

· I'm still puzzled. My 'As At' Date is 1 July, my Payment Date is also 1 July, but the Current Liability is shown as a full year's payment.

· In Column J, one of my liabilities is showing as zero. How come?  Surely the minimum liability must be one month's contribution?
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· What is meant by the term 'Profit/Loss:' in Cell H70?

· What will happen if I miss a month completely? Won't the spreadsheet get out of synchronisation with reality?

· The spreadsheet is good for 12 months. Does it need to be reset after 12 months?
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· Why do I need to enter the number of weekends in Cell G37 and the number of weeks in Cell G38?

· So why do I have to enter the number of weeks in the month and the number of weekends? Surely the spreadsheet should know this from the 'As At' Date?
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· What if I don't need these rows for weekends, weekly allowances, and lessons?

· How long will it take to set up the spreadsheet initially?

· Why does it take up to an hour each month to type in a date and a few figures and print the spreadsheet?
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· What are the practical problems in assembling the data?

26Cell G3 Help Notes
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· How do I include special projects e.g. house improvements, major purchases, one-off commitments, etc?  What about extra cash received e.g. windfalls, presents?

· Why are some of the dates and figures in Columns H and J red?
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· Why is Column I hidden?
· Why are Columns K and L hidden?
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· How do I include occasional expenditure e.g. birthday presents, medical expenses, hairdressing, etc, that are regular but neither yearly, quarterly nor monthly?

· My gas and electricity are paid on a monthly standing order, not quarterly.

· Why doesn't the total in Cell J64 equal the sum of the individual amounts?

· Can I customise the spreadsheet e.g. insert my own headers, footers and titles?
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· Why is the spreadsheet Landscape and not Portrait?

· Any other options for printing?

· The printout consumes too much ink. Can I reduce the amount of ink 'wasted' for each printout?
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· Any problems with printing?

· How do I keep the old printouts e.g. spreadsheets for the past year?

· Has the spreadsheet ever been used?
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· What if I have problems?

· What about the version of Excel/Works and hardware requirements?
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· Any upgrades planned for this spreadsheet?

· What does the copyright mean?
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· Can I graph or chart the data?

· Any known bugs with the spreadsheet or documentation?
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· What does the logo mean?
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HELP NOTES

Cell B2 Help Notes
WELCOME TO THE FAMILY FINANCES SPREADSHEET              Version 3.1 JULY ‘07
What does the Spreadsheet do?

Family Finances provides an accurate ‘at a glance’ picture of a family's or individual's financial status for the current month and for the next 12 months. The purpose is to enable the family to budget not only for the immediate monthly payments e.g. bills, standing orders, mortgage payments, etc. but also for all annual payments.  This includes Christmas expenditure, holidays, insurance, in fact any monthly, quarterly or annual commitments, including weekly commitments, which you want to define.  The idea is that there is always enough cash in the Bank (or Building Society) to meet all commitments as they arise. For less than an hour a month, you can assess the exact picture and be sure that there will be no overdrafts, and all bills paid on time. Most importantly, it shows how much cash is available for spending NOW.

The spreadsheet provides a mechanism to review all your commitments over the next 12 months and provides a budgeting plan for them. A major benefit is that it provides a Profit/Loss figure for the current month that shows either a surplus or a deficit. A surplus is surplus cash that can be spent or redirected NOW, taking into account all the forthcoming bills and commitments. A deficit gives early warning of problems in meeting the commitments but does not imply you are overdrawn already. The surplus will vary each month depending on whether you have overspent or underspent.

-------------------------------------------------------------------------------------------------------------

How do I complete Registration and obtain a Licence Key?

The spreadsheet can be used freely for 30 days, this is the Evaluation Period. If you are happy that the spreadsheet can meet your needs, then please Purchase/Register in order to receive in return a Licence Key from CliftonVilla Software via email. To Purchase/Register, please return to the website http://www.familyfinances.org.uk and go to the Purchase/Registration tab. This will guide you through the purchase which should take about 10 minutes. The recommended way to pay is via the secure PayPal system. When registering please provide your name, country, Serial Number and Version number of the Family Finances spreadsheet, the Version is evident within the spreadsheet in many places. The Serial Number is a 6 digit number displayed in Cell F11 of the spreadsheet in the tab labelled 'Registration' and will also be displayed when you open the spreadsheet after the Evaluation Period has lapsed. Once payment has been received, you will receive by return a unique Licence Key. The Licence Key is then entered by you onto the spreadsheet just once (Cell F13 of Registration tab or in response to prompt) and ensures continued use of the spreadsheet for a single PC. There is no paperwork associated with the licence.
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-------------------------------------------------------------------------------------------------------------

Cell C2 Help Notes
Any immediate tips before doing anything to this spreadsheet?

Yes. These Help Notes make reference to specific cells on the spreadsheet in order to illustrate usage. Hence the best policy is not to change the spreadsheet as delivered but make a copy of the spreadsheet so that you can always revert to the original spreadsheet to check usage or to start your spreadsheet again. With a safe copy of the original, experiment without worry. When entering data, please save your work regularly.

Please download the spreadsheet from the Web Site but make a copy of the file after the download leaving the original download file intact. The full contents of the Web Site download are:

· Family Finances spreadsheet, filename familyfinances.xls  (MS Excel 2003)

· Family Finances Explanatory Notes, this document, called familyfinances.doc (MS Word 2003). 

There is also a version of the Spreadsheet for use with Works 4.5 or later. Works is part of a common software bundle with new PC’s. The Works spreadsheet is available from CliftonVilla Software but is not on the web site:

· Family Finances spreadsheet, filename familyfinances.wks  (MS Works)

-------------------------------------------------------------------------------------------------------------

We manage our family budgets perfectly well, so why do we need a spreadsheet?

If you spend less than an hour or so per month planning family budgets, then you probably don't need a spreadsheet. However the disposable income per month for most families is between £750 and £5000. There are up to 30 direct debits or standing orders leaving the Bank or Building Society, and each month there are likely to be one or more quarterly or annual payments due e.g. insurance, telephone, subscriptions, TV Licence, HP, holiday, car tax, etc. This spreadsheet removes much of the time and worry that is put into the task of monitoring the commitments or special items of expenditure and making money available to meet them.

Using the spreadsheet there are no surprises, no unexpected bills arriving through the letter box, and no special budgetting required. The spreadsheet provides a complete summary of all current commitments and allows new commitments to be added very easily. A useful feature is the ability to do ‘what-if’ scenarios. Values are easily changed to simulate the effect of different budgeting plans. For example, you can increase your contribution to a Christmas fund midway through the year and see how this affects your current financial situation in terms of surplus cash available now.

-------------------------------------------------------------------------------------------------------------

How are all the commitments met?

The idea is that contributions are made each month throughout the year in order to meet commitments when they occur. For example, if Christmas is expected to cost £600 sometime in December, then by the beginning of June, you should have accrued an amount of £300 as the current contribution. By the beginning of July the figure will rise to £350 and so on. Similarly, if the telephone bill is due every quarter, with a payment due in one month’s time, then a specific amount i.e. two month’s worth of contribution should have accumulated now to meet the bill at the end of this quarter. 

The amounts accumulating for each commitment are clearly shown on the spreadsheet in Part 1. For any commitment, this will rise gradually throughout the year until the payment date arrives. In the month of payment the commitment will be 100% of the payment amount reducing the following month to 8.5% i.e. from twelve month’s contribution down to one month’s contribution. In consequence, the total accumulated for all commitments will not necessarily keep rising throughout the year but will vary from month to month depending on what payments have been made.

Back to 2TABLE OF CONTENTS page 

-------------------------------------------------------------------------------------------------------------

Cell D2 Help Notes
Doesn't this force us to keep money in the bank before it's actually needed?

It encourages this approach, but it is not necessary. Firstly you can redirect any surplus cash to a Building Society or other interest bearing deposit until it's needed. Alternatively if you don't want to build up a relatively large reserve of cash to meet commitments in, say, 6 months time, you can simply reduce the Yearly Amount payable in Column F, or remove it completely for the moment. For example, you can reduce the Christmas expenditure to £200, say, which would have the effect of reducing the current liability, and therefore reducing the amount you need in the bank now. You can increase the amount nearer the time of payment.  The first method is recommended.

In practice, you will probably find that the money you need in the bank will be between £500 and £3000 at any time, dependent on your commitments. This money would probably be better utilised in a Building Society or Bank on deposit where it is earning some interest. Of course the spreadsheet makes no demands on where the money is situated, it just highlights the amount required to meet the forthcoming commitments. Keeping the money in the Bank however avoids the possibility of being overdrawn.

-------------------------------------------------------------------------------------------------------------

What figures should I be looking at?

The most useful figures that are calculated from the data are firstly the surplus or deficit (Profit/Loss in Cell H70) at the beginning of a new month once salaries and the current Bank balance or Building Society balance has been entered. This effectively provides the figure which is 'available' for spending, saving, etc. Secondly, the figure in Cell E64 that is the total monthly commitment. This figure should be compared with the total income e.g. total salary income.

It is worth stressing here that the Profit/Loss figure is really the status of the Bank or Building Society account as at the end of the month that is detailed on the spreadsheet i.e. once all the coming month’s commitments have been met. However as soon as last month’s salaries have been cleared, any surplus is available NOW for spending or saving. On the other hand, any deficit is unlikely to be critical now, since the deficit calculation assumes that a relatively large amount of cash is available now to finance the commitments this month, next month, and for a number of months over the next 12 months. In other words, a calculated deficit gives you some time to rectify the situation by bolstering the funds as defined by the spreadsheet. This is the early warning system that warns of bills coming up over the next year.

The total commitment in Cell E64 is the amount needed this month to finance the commitments for the coming month and to put aside for expenditure over the next 12 months. This obviously includes commitments from both Parts 1 and 2 of the spreadsheet. A warning sign is if this total exceeds available monthly income.

-------------------------------------------------------------------------------------------------------------

What's the meaning of the 'As At' Date in Cell H6?

The 'As At' Date in Cell H6 is the key date for the spreadsheet. The spreadsheet is designed around the idea that the 'As At' Date is always the first day of a month. This is the date when the closing bank balance from the previous month’s statement agrees with the physical balance and we can be sure that none of the bills for the forthcoming month have yet been paid.
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It is most likely that you would enter the ‘As At’ Date as the first day of the month you are currently in, or the first day of next month. In theory any date in the past or future may be simulated, but it will be most accurate if the ‘As At’ Date is close to the current date.
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-------------------------------------------------------------------------------------------------------------

Cell E2 Help Notes
Does that mean I should run the spreadsheet at the beginning of the month?

No, not particularly. The point is that the spreadsheet calculates all figures based on the 'As At' Date entered in Cell H6, so when you run the spreadsheet is irrelevant. It is the 'As At' Date which you should enter as the first day of the month. Although Today's Date is displayed in Cell H5, it is for information only. It is quite logical to run the spreadsheet at the beginning of the month, however, because it is the earliest time that you can get the closing bank balance for the previous month. It seems sensible, therefore, though not essential, to assemble the data at the beginning of the month. 

In practice, you may well wish to run the spreadsheet a week or two before the ‘As At’ Date. For example, you may wish to see in the middle of July what the picture will look like ‘As At’ the beginning of August.  You can therefore enter in the middle of July the data that you have or can predict for the beginning of August.  Equally, you can run the spreadsheet in the middle of July backdated to the beginning of July.  In other words, there is no concept of being ‘late’ or 'early' when entering the data.

-------------------------------------------------------------------------------------------------------------

What exactly is meant by the term 'running the spreadsheet'?

This means getting a note of the bank balance as at the end of last month, and entering salary and other information as described in the Help Notes of Cell G2. The spreadsheet will recalculate as you enter the figures, so there are no keystrokes required to see the summary figures. 'Running the spreadsheet' also means printing the spreadsheet if required.

In practice this is quite simple. For the most reliable results, obtain a monthly bank statement as this will provide the balance as at the end of last month and will also identify all outstanding cheques and switch payments (by virtue of their non-appearance on the statement). On-line banking will give you the same information by giving you real-time access to your bank balance and transactions. (If you keep a tight record of all transactions, there is no problem). A mini-statement is also useful but this will not identify outstanding cheques and switch payments so easily, and is not available from all banks and building societies.  Hence all things considered it is best policy to prepare and run the spreadsheet around 1st, 2nd, 3rd or 4th of the month, or as soon as the data is received. This achieves the most accurate results.

-------------------------------------------------------------------------------------------------------------

Can I print out these Help Notes?

Yes.  An extended set of these Help Notes and further technical documentation are contained within the Microsoft Word file delivered with this spreadsheet. Print the documentation using Word.

To print this document from Word, select File, Print... or type Ctrl+P (Ctrl and P together). Alternatively, click the Printer icon. 

Do I need to read through all these Help Notes first?

No, but it is recommended that Excel users read the Notes (also called Comments) for the following cells:  B2, C2, D2, E2, F2, and G2 and H2. Then go to the cells at and below Row 6 that are marked with a red triangle. The Help Notes in these cells indicate which cells should be altered and what they provide.

The Help Notes are embedded in Excel only, there are no Help Notes embedded within the Works version of the spreadsheet. For Works, please print out this document which contains the Help Notes. This document is available in MS Word format.
Back to 2TABLE OF CONTENTS page 

-------------------------------------------------------------------------------------------------------------

Cell F2 Help Notes
So what cells do I need to enter/change?

Cells which expect to be entered/changed are marked with * in the Help Notes and are blue. All other cells are calculated or titles and should not be changed.

In Part 1:

- 
In Cell H6 enter the 'As At' Date. This should be the first day of a month. 

(Note that it does not have to be the beginning of a month when the figures are physically entered onto the spreadsheet - do this at any time)

- 
In Column B enter the expense types

- 
In Column C enter the expense items

- 
In Column H enter the Payment Dates

- 
In Column G enter the Yearly Payments

- 
In each cell of Column F enter the formula IF the payment is a quarterly payment

- 
Use the three 'spare' rows if required (Rows 34 to 36) to enter additional data. The formulae are already set up.

-
Insert extra rows as required, but you MUST copy the formulae for new rows from the line above. Please see accompanying documentation in Word document.
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Please review the example entries in Columns B and C of Part 1. These items are payments that are due yearly or quarterly. Change the entries to reflect your own situation. Then for each item in Part 1 enter in Column G the amount of the yearly payment and in Column H the payment date. (The year within the payment date is irrelevant, so don’t worry about the year the next payment is due. Hence dd/mm or dd-mm is sufficient for any payment.  If the payment month this year has already passed, the implicit assumption in the spreadsheet is that the next payment is due next year). Dates will be validated as you type them in. If you are not sure of precise dates, enter approximate dates, as these can be finalised later. If the payment is due quarterly e.g. electricity, gas, telephone, then in Column F enter the formula Column G divided by 4. For example, if the item in Cell C10 is payable quarterly, enter in Cell F10 the formula =G10/4. 

Use the spare rows 34, 35 and 36, as you require, the formulae are already set up.

Entering new rows in Part 1

Please see instructions in ‘Further Technical Information’ at the end of this document.
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-------------------------------------------------------------------------------------------------------------

Cell G2 Help Notes
In Part 2:

- 
In Columns B and C enter the expense types
- 
In Cell G37 enter the number of weekends in the current month. This is 4 or 5.

  
('Current' means the month in which the 'As At' Date occurs)                                      

- 
In Cell G38 enter the number of weeks in the current month. This is 4 or 5.

- 
In Cell D40 enter the amount of cash needed per weekend

- 
In Cells D52 to D55 enter the amount of cash needed per week

- 
In Column E (Cell E41 and below) enter the Monthly Amount per item.

(Do not change Cells E40 and E52 through E55 which are calculated, also E64).

- 
In Cell H65 through H68 enter current bank balance, salaries, and sundries in and out.

- 
Use the three 'spare' rows if required (Rows 61 to 63) to enter additional data. The formulae are already set up.

-
Insert extra rows as required, please see accompanying Word document.
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Please review the example entries in Columns B and C of Part 2. These items are payments that are due monthly. Change the entries to reflect your own situation. Then for each item in Part 2 enter the amount of the monthly payment in Column E. Note there is no payment date in Part 2, since it does not matter when in the month the payment is due.  Use the spare rows 61, 62 and 63 as required, the formulae are already set up. If you need additional rows, insert new rows but remember to copy the formulae from the line above. 

Cell D40 allows you to allocate an amount of cash for each weekend in the month. This amount is used by Cell E40 only. If you wish to use this facility, enter the number of weekends, which will be either 4 or 5 in Cell G37 and the amount per weekend in Cell D40. If the beginning or end of the month straddles a weekend choose either 4 or 5, but take account of this in the following month’s spreadsheet. If you do not wish to allocate cash for weekends, simply enter zero in Cell D40.

Cells G38 and D52 through D55 allow you to allocate an amount of cash for each week in the month for various activities. These amounts are used by the calculations in Cells E52 through E55 only. If you wish to use this facility, enter the number of weeks, which will be either 4 or 5, in Cell G38 and the weekly amounts in Cells D52 through D55. If the beginning or end of the month ends mid-week choose either 4 or 5, but take account of this in the following month’s spreadsheet. 

If you do not wish to allocate cash to weeks, set one or more of Cells D52 to D55 to zero or delete one or more of Rows 52 to 55 completely.

Entering new rows in Part 2

Please see instructions in ‘Further Technical Information’ at the end of this document.
------------------------------------------------------------------------------------------------------------

Cell H2 Help Notes
Which cells should I leave alone?

All other cells, except when entering special projects, see Cell G3, or when deleting rows or entering new rows.

-------------------------------------------------------------------------------------------------------------

Can I delete rows that I don't need/introduce new ones?

Yes, to delete rows, unprotect sheet, highlight any cell, and choose Edit ,   Delete...,  Entire row. You can introduce new rows, but you would need to copy the formulae from the row immediately above the row you have introduced. 

Firstly, you must remove the protection from the spreadsheet. To do this in Excel, choose Tools/Protection/Unprotect Sheet… from the Toolbar menu. In Works, choose Format from the Toolbar menu, then Protection… and untick the Protect data box.

 ‘Highlight’ means place the cursor on the cell, and left click. See Cells H2 Help Notes above for instructions to add rows.
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Cell B3 Help Notes
Can you tell me more about the 'CURRENT LIABILITY' figure in Column J that is calculated by the Spreadsheet?

The formula to calculate the Current Liability in Part 1 (Column J) is based on a complex formula in Column I, which is hidden. The Current Liability figure is calculated by comparing the 'As At' Date with the Payment Date and copes with all cases. For example, if the 'As At' Date is 1 July and the Payment Date for any particular commitment is, say, 20 December, then the formula for Current Liability calculates that there should be 7 monthly contributions accumulated since last December to pay the bill this December. The 7 contributions are from last December's pay, and January through to June. For further details, please see the Word document from the Web download.
The formula is really the key feature of the spreadsheet, and so requires some explanation. Without this, the spreadsheet would be no more than a convenient way of listing the monthly, quarterly and yearly commitments. So what’s special about the Current Liability formula?  Some 7 years ago, the author and his wife found themselves poring over the family finances at Clifton Villa, London, UK, sometimes shocked at the torrent of bills and yearly payments about to arrive on the doormat, with no solution except to arrange a further overdraft!  This situation had to stop, so the first stage was to work out on paper what we needed to put aside each month to meet the commitments as they occurred over the coming months. This was an activity that was not only time-consuming but caused some worry on a regular basis. The next step therefore was to set up the spreadsheet to do the tedious calculations and effectively keep a running total, which was refreshed each time the spreadsheet was run. This has changed things for the better to a very great extent - at a cost of less than an hour per month. The formula is now explained in more detail.

A payment becoming due tomorrow obviously requires the full amount of cash to be available to fulfil the payment. A payment made yesterday obviously requires no cash to be available. A payment due in 3 months time, however, is more difficult to measure in terms of what we need now to finance the payment. A simple linear (pro-rata) approach has been taken, whereby an annual payment due in 3 months time requires 9 months worth of contribution to be available NOW, with the remaining contributions coming from each of the remaining 3 months from now till the payment date. The formula must also take into account the fact that NOW may mean next week, last week or whatever date you want the spreadsheet to simulate. The point is that we do not want to impose a time when the spreadsheet should be run, this should be at your convenience. This is why we define an ‘As At’ Date. So if the 'As At' Date is 1 July and the Payment Date for any particular commitment is, say, 20 December, then the Current Liability is calculated as 12-6+1 i.e. there should be 7 monthly contributions accumulated since last December to pay the bill this December. If however the 'As At' Date is 1 July but the Payment Date is 3 July, the Current Liability is 12. In this case the bill is due this month, so 12 monthly contributions should be accumulated. Finally if the Payment Date is 4 May, the Current Liability is calculated as 3-1=2 i.e. ‘As At’ 1 July, May and June should have contributed to the payment due next May. 

A quarterly payment is more complicated, which accounts for the complexity in the formulae of Column H.  The spreadsheet requests just one date of payment for a quarterly bill, not all four dates. Hence a quarterly electricity bill may have a stated Payment Date of, say 1 July in Column D. This means the bill will actually be paid on 1 July, 1 October, 1 January and 1 April. If the ‘As At’ Date is, say, 2 July, then the Current Liability will be calculated as zero. Similarly if the ‘As At’ Date is any of 2 October, 2 January or 2 April. If the ‘As At’ Date is 2 August, 2 November, 2 February or 2 May, then the Current Liability will be calculated as one month’s contribution, and so on. The formula must of course work for all combinations of dates, hence the complexity.

Please see also the heading ‘Further Technical Information’ at the end of this document.

-------------------------------------------------------------------------------------------------------------

I'm still puzzled. My 'As At' Date is 1 July, my Payment Date is also 1 July, but the Current Liability is shown as a full year's payment.

Yes, if the Payment Date is the same as the 'As At' Date, it is assumed the annual bill has not yet been paid, equivalently that the annual or quarterly direct debit, standing order etc has not yet left the Bank or Building Society.

This special case is taken into account in the formulae of Column H. Remember that the Bank or Building Society balance entered in Cell H65 is the balance AS AT the date entered in Cell H6. If you know that the payment has been paid in advance of the Payment Date and the cheque or direct debit, etc has already been cleared, then you need to adjust the Payment Date to reflect a date BEFORE the ‘As At’ date, perhaps the date the payment was cleared. This will have the effect of reducing the Current Liability.

-------------------------------------------------------------------------------------------------------------

In Column J, one of my liabilities is showing as zero. How come?  Surely the minimum liability must be one month's contribution?

A liability of zero is shown if the Payment Date for the item in Column H has the same month as the 'As At' Date in Cell H6 but the payment day is before the 'As At' day. For example, a Payment Date of 1 July and an 'As At' Date of, say, 2 July will show a zero liability. This is because the payment has been in the same month (in this case yesterday), so there has been no time or reason to accumulate for the next payment. The recommendation is always to set the 'As At' Date to the first day of the month in which case you will never see a zero contribution.
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Cell C3 Help Notes
What is meant by the term 'Profit/Loss:' in Cell H70?

This represents the amount you are in credit or debit at the Bank or Building Society at the end of the 'As At' month, and, if positive, tells you how much you can spend now without risk of being overdrawn. It is calculated from the bank balance at the beginning of the month (plus last month's salary and taking into account sundry items of income/expenditure) less the total of all the coming month's liabilities. These liabilities are amounts needed to pay the coming month's bills and the amounts needed to be put aside to finance the bills coming up over the forthcoming 12 months.
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It is worth mentioning that the Bank or Building Society balance will probably in practice never be identical to the ‘Projected Bank Balance’ calculated in Cell H69 of the spreadsheet. In theory it is completely accurate, but in practice there will be sundry items of income and expenditure which occur but which were not present on your calculations at the beginning of the month. These will be reconciled the next time you run the spreadsheet because the sundry items will have been credited or debited from your account and so will be reflected in next month’s closing bank balance.

-------------------------------------------------------------------------------------------------------------

What will happen if I miss a month completely? Won't the spreadsheet get out of synchronisation with reality?

No, the spreadsheet recalculates all values dependent on the 'As At' Date that you enter in Cell H6, so there is no memory of what has gone before. Hence you can run the spreadsheet monthly, bi-monthly, quarterly, or whatever suits you. The figures will be correct provided the basic data is correct. The spreadsheet does not go 'rusty' through lack of use!

If you miss a month the basic data you have entered (items of expenditure, payment dates, payment amounts etc) is most likely to remain correct, so the calculations will simply be re-worked relative to the ‘As At’ Date you enter in Cell H6. However note that yearly payments tend to go up over time, so it’s wise to adjust your spreadsheet in line with reality as the next request for payment arrives or is paid automatically from your account. Obviously insurance premiums, car tax, TV Licence, etc, tend to go up each year.

-------------------------------------------------------------------------------------------------------------
The spreadsheet is good for 12 months. Does it need to be reset after 12 months?

No, the 12 months is a ‘rolling’ 12 months i.e. it always shows commitments for the NEXT 12 months from any point in time. No resets after 12 months are necessary.

You will notice that dates in Column H of Part 1 appear to have an implicit year associated with the Payment Date for the expense. This is true, but the year of payment is actually irrelevant, so you do not need to adjust the year at all as the months progress and the new year arrives. Equally if you wish to adjust the year to 2008, 2009, etc then you can do so without affecting the integrity of the spreadsheet calculations. The only dates which need to have the correct year (for readability) are Today’s Date in Cell H5 and the ‘As At’ Date in Cell H6, copied to Cell G65.
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Cell D3 Help Notes
Why do I need to enter the number of weekends in Cell G37 and the number of weeks in Cell G38?

It's not essential, but it is suggested that weekends tend to consume a certain amount of cash for housekeeping, sports, entertainment, petrol, sundry items, and so on which tend to be reasonably predictable. Similarly, you may wish to put aside a certain amount of cash to get through the week for lessons, school trips, etc, where again the likely spend is predictable. The only cells which use this information are E40 (weekends) and E52 through E55 (weeks).
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For further details of this facility, please see the E3 Help Notes above. It is recognised that there will be months when there will be no payment due for music lessons etc e.g. during school holidays. In this case simply enter zero in Cell D52 for the month in question.

-------------------------------------------------------------------------------------------------------------

So why do I have to enter the number of weeks in the month and the number of weekends? Surely the spreadsheet should know this from the 'As At' Date?

The spreadsheet could theoretically calculate these figures at any point in time for any year, but some months have ambiguous answers e.g. there could be either 4 or 5 weekends in June 2007, there could be either 4 or 5 weeks in October 2007. This decision is best left to you.

Obviously if you decide that June 2007 has 5 weekends, then July 2007 should have 4, not 5. Similarly if you decide that Octoberr 2007 has 5 weeks then November 2007 should have 4 weeks, not 5, and vice-versa.
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Cell E3 Help Notes
What if I don't need these rows for weekends, weekly allowances, and lessons?

Then set one or more of the amounts in Cells D40 and D52 to D55 to zero. In this way, if you need this facility in the future, or if friends/colleagues who inherit the spreadsheet need the facility, the template and formulae will remain in place. (Or you can delete the rows).

If you do not wish to use the ‘weekends’ facility, set the value in Cell D40 to zero or if you will never need the facility, delete Row 40. If you do not wish to use the ‘weeks’ facility, set the value in Cells D52 to D55 to zero or if you will never need the facility, delete Rows 52 to 55. 

-------------------------------------------------------------------------------------------------------------

How long will it take to set up the spreadsheet initially?

It will take about an hour or two. Initially try to replace the template text and figures with your own, but without entering or deleting rows.

The time to set up depends on your experience with using spreadsheets. You will probably find that within an hour or so you have a very good approximation to reality and have captured in the spreadsheet most of the monthly and annual commitments with the correct dates and amounts payable. In practice the move towards 100% accuracy will be achieved over the first few months of usage. Inevitably there will be items missed at the beginning which become apparent when the bills arrive or are deducted from your account. 

Tip:
Initially it is wise to use the rows as on the template, and try to replace the data in the existing rows with your own data, but maintain the shape of the spreadsheet without adding or deleting any rows. This avoids any cutting and pasting of formulae and maintains the integrity of all the totals. Where rows exist which you do not want, simply set the annual amount in Column G of Part 1 to zero, and the monthly amount in Column E of Part 2 to zero. With more confidence, remove unwanted rows and introduce new rows as required, always rechecking the formulae.

-------------------------------------------------------------------------------------------------------------

Why does it take up to an hour each month to type in a date and a few figures and print the spreadsheet?

It doesn't. The hour is taken up assembling the critical data. This is the bank balance at the end of the previous month, and the outstanding cheques, switch card transactions, salaries, and sundry items which we know have been paid (but not yet cleared) or are to be paid/credited in the forthcoming month. The 'sundry' items consist of outstanding cheques, birthdays, children's trips, dentist/medical expenses, cash received, and other one-off expenses or credits which need to be typed into Cells H67 and H68 but which are not part of the standard spreadsheet as set up by yourself.

Obtain a copy of the previous month’s bank statement plus salary slips in order to assemble the required data, in particular the closing balance for the month, any salaries credited to your account, and the total value of the outstanding cheques/card transactions. Then review the sundry items which you know are due this coming month but which are not already on the spreadsheet e.g. children’s trips, clothing, charity, etc. These sundry items cannot in practice be predicted, hence the facility to include them as sundry items. Usually they are not great amounts and so do not upset the integrity of the spreadsheet to any extent.
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Cell F3 Help Notes
So is that why the spreadsheet is best run at the beginning of a month?

Yes, it should be run as soon as you can get an accurate picture of last month's transactions including the closing bank balance and the outstanding credits and debits. But remember there is no requirement to do so - it can be run at any time, including to test 'what-if' situations. For example, the figures for 'As At' 1 July 2007 can be run anytime in July, before or later. The figures are relative to the 'As At' Date, the current date is completely irrelevant.

In practice you may wish to produce a dry run of the finances in the last week of the month, remembering to set the ‘As At’ Date to the beginning of next month. This gives you an idea of the financial status before the final spreadsheet is prepared. The spreadsheet is just as accurate in an early dry run as at the beginning of the month provided you can predict the closing bank balance, salaries, outstanding cheques etc.

-------------------------------------------------------------------------------------------------------------

What are the practical problems in assembling the data?

The only possible problem is persuading the Bank or Building Society to provide a statement to include all transactions up to the end of the month. A monthly statement tends to show transactions up to a date that is close to the end of the month e.g. the last working day, which may be just short of the month end.

This may require a monthly call to the bank to arrange the statement as at the end of the month, alternatively obtain mini-statements from ATM’s to include missing statement transactions. On-line banking is now with us, so this is a good way to check outstanding cheques at the end of the month.
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Cell G3 Help Notes
How do I include special projects e.g. house improvements, major purchases, one-off commitments, etc?  What about extra cash received e.g. windfalls, presents?

There are plenty of cells on the spreadsheet which are not allocated e.g. cells in Columns M and N.  Use these to include such data, but include a formula in Cell H68 to take these into account in the final Profit/Loss figure. Examples of these considerations are available on request from the author.

For example, use Cells M10 and M11 to describe 2 additional expenses and Cells N10 and N11 to define their respective values. Then adjust Cell H68 to take this into account e.g.


H68 defined as    = N10+N11
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-------------------------------------------------------------------------------------------------------------
Why are some of the dates and figures in Columns H and J red?

Dates and figures are displayed in red in Columns H and J of Part 1 if the payment is due this month, on or after the 'As At' Date.  It is simply a reminder of which annual and quarterly bills are imminent. The colour has no affect whatsoever on the calculations.

The colour is a feature of Excel spreadsheet only, not Works.

Note that quarterly payments are also shown in red if they are due this month, even though the month displayed on the spreadsheet is not identical to the ‘As At’ Month. For example, if the ‘As At’ Date is 1 July, then quarterly payments which have July, October, January and April payment dates will be shown in red.

-------------------------------------------------------------------------------------------------------------

Cell H3 Help Notes
Why is Column I hidden?

Column I is the number of monthly contributions needed to meet the commitment described in Column C, and is used in Column J. It is not important that this figure is visible on the spreadsheet although its presence is of course critical.
This column is hidden purely in order to provide more room on the spreadsheet (Columns M and N) to allow the entry of additional data. The visibility of Column I adds no value to the spreadsheet though its presence is essential in Part 1 of the spreadsheet.  In Works, this column is also hidden and also contains essential data. See also the notes at the end of this document titled ‘Further Technical Information’.

To ‘unhide’ a column in Works, e.g. to unhide Column H, highlight the rows G to I and right click to observe the drop-down menu. Choose Column Width… then 10 or a non-zero value. Column H will reappear. There is no particular reason for doing this other than to see the formula. To hide it again, reset the width to zero.

Why are Columns K and L hidden?

These columns allow you to allocate to a savings account money to meet the commitments over the next 12 months. Column K is blue in colour and invites you to enter an amount against each of the annual bills. Column L is calculated, this is simply the difference between the amount saved and the full liability at the 'As At' date. Cell L37 provides the total shortfall (which could be negative meaning you are in credit). To access this facility you will need to unprotect the spreadsheet to unhide the columns. Go to Tools/Protection/Unprotect Sheet..., password is 'unprotect'.
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Cell B4 Help Notes
How do I include occasional expenditure e.g. birthday presents, medical expenses, hairdressing, etc that are regular but neither yearly, quarterly nor monthly?

Either include as sundry items in Cell H68 or include in Part 1 of the spreadsheet. By varying the Yearly Amount in Column G and/or the Payment Date in Column H, (but not the 'As At' Date), you can set the amount exactly and show as a liability for the current month. This comment also applies to quarterly payments where winter quarters are more costly than summer quarters e.g. gas and electricity.
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For example, to include a hairdressing payment of, say, £25, set the Yearly Amount in Column G to 25 and the Payment Date in Column H to the same as the ‘As At’ Date in Cell H6. As another example, a termly payment for lessons may be accommodated by entering the full term’s payment in the Yearly Amount column and setting the Payment Date to the same as the ‘As At’ Date.

-------------------------------------------------------------------------------------------------------------

My gas and electricity are paid on a monthly standing order, not quarterly.

It would therefore be more sensible to move these bills from Part 1 to Part 2 showing a constant monthly commitment.

Make use of the spare rows 61 to 63.
-------------------------------------------------------------------------------------------------------------

Why doesn't the total in Cell J64 equal the sum of the individual amounts?

It does. The reason it appears to be different is due to rounding. All payments may be entered to 2 decimal places in order to represent amounts exactly, but they are shown on the spreadsheet to the nearest pound (50p rounds up to £1). The calculations are done exactly (taking into account pence) but again the results are shown to the nearest pound. Hence it is most accurate to sum the precise amounts and show to the nearest pound. This rule is used in the spreadsheet.

If you wish to work with exact pounds and pence, or dollars and cents, for all figures, highlight the cell, right click, then Format Cells… , Number Tab, Number, Decimal places: 2.

-------------------------------------------------------------------------------------------------------------

Can I customise the spreadsheet e.g. insert my own headers, footers and titles?

Yes, add your own titles in Row 1 and elsewhere as required. To change Headers and Footers, choose View, then Header and Footer... and change as required.

Back to 2TABLE OF CONTENTS page 

-------------------------------------------------------------------------------------------------------------

Cell C4 Help Notes
Why is the spreadsheet Landscape and not Portrait?

The spreadsheet is delivered in Landscape format  i.e. the paper is aligned so that the width is greater than the height, in order to fit Columns B to N on the page without squeezing the figures and allow for some increase in width of one or more columns to improve readability. However there is no reason why the format cannot be changed to Portrait if it is more suitable and your data fits onto a page. Please see the documentation accompanying the spreadsheet to do this.

The Family Finances spreadsheet as delivered allows for 27 rows of accumulating quarterly and yearly data (Part 1 Rows 10 to 36) and 24 rows of monthly payment data (Part 2 Rows 40 to 63). Part 1 is printed on Page 1 and Part 2 is printed on Page 2.  The printout shows clearly at the bottom ‘Page 1’ and ‘Page 2’ respectively. These 51 rows with the associated headers and closing balance data fit perfectly well on Landscape. However it is possible to squeeze the printout onto A4. In Excel, use File/Page Setup…/Portrait/Scaling/Adjust to 75%. Then click on Row 37, right click, then Remove Page Break. In Works, squeeze by using Arial 8, Row Height 10 and Column Width 6.
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-------------------------------------------------------------------------------------------------------------

Any other options for printing?

Yes, you may wish to print in smaller type in order to squeeze the printout onto a single page of A4 in Portrait. Please see your printer options menus to do this, may not be available on all printers.

-------------------------------------------------------------------------------------------------------------

The printout consumes too much ink. Can I reduce the amount of ink 'wasted' for each printout?

Yes, unprotect sheet, then right click on the cell or cells that are coloured or shaded, then choose Format Cells... and Patterns. Change the pattern to 'No Color' and change the Font as required.

The printout is relatively heavy on ink, both when printed in colour and black and white. To conserve ink, change the size of the text and reduce the colouring and bolding as required. Another recommendation is to print in Draft mode (or Econofast, Fast, etc as opposed to ‘Normal’ or ‘Best’) which also preserves ink.

You may need to unlock the cells in order to change the shading. In Excel first use Tools/Protection/Unprotect Sheet…, then Format Cells… In Works use Format/Protection. Please see ‘Further Technical Information’ at the end of this document.
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Cell D4 Help Notes
Any problems with printing?

The spreadsheets as delivered have a Page Setup which defines the Page as Landscape and Margins as defined in the section 'Further Technical Information' at the end of the accompanying documentation. In Excel, you can see these settings on File, Page Setup..., Margins. In Works, you can see these settings on Page Setup..., Margins. In Excel, your Print Preview (File, Print Preview) should show Page 1 (Part 1) on Page 1 of the printout, and Page 2 (Part 2) on Page 2. If you amend the spreadsheet by, for example, adding rows, you may introduce a new page so that the spreadsheet consumes 3 pages rather than 2. This obviously requires some adjustment to the margins to return the printout to 2 pages. The settings for the accompanying documentation may be seen in 'Further Technical Information' at the end of this document.

-------------------------------------------------------------------------------------------------------------

How do I keep the old printouts e.g. spreadsheets for the past year?

When you are happy with the figures for the current month, save the spreadsheet to a uniquely named file e.g. finances0707.xls for July 2007. This will keep a record on disc (or another archive medium e.g. USB stick) of the current status.

In general, always use last month’s spreadsheet as the basis for the next month. Hence the file finances0707.xls will give rise to finances0708.xls for August and so on.  This is because your latest spreadsheet is likely to contain the most accurate figures. (The yymm convention 0701 through 0712 ensures your spreadsheets will be listed in the correct order from month to month and year to year, oldest first, latest last).

-------------------------------------------------------------------------------------------------------------

Has the spreadsheet ever been used?

Yes, this spreadsheet has been in active use by the author every month for 8 years.
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Cell E4 Help Notes
What if I have problems?

Please see the Word document delivered with the spreadsheet. This explains how to obtain assistance.

For assistance, email CliftonVilla Software at info@familyfinances.org.uk.   Queries will be answered by email where possible. However telephone support will also be available if required or necessary.

-------------------------------------------------------------------------------------------------------------

What about the version of Excel/Works and hardware requirements?

Microsoft Excel 2003 and above, hardware must support the chosen software.

The spreadsheet rules may be set up from scratch on older versions of Excel or other spreadsheets. For further information and contact details, please see the Help Notes above.
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Cell F4 Help Notes
Any upgrades planned for this spreadsheet?

None planned. The Help Notes and documentation will be improved from time to time. Any improvements in future releases will be described in the accompanying documentation. 

A possible improvement would be to include termly payments for families with children or students, or for adult classes which attract termly payments. These payments would of course occur three times per year, which is not catered for in the formulae as supplied. This type of formula is available on request. The Help Notes of Cell A3 above explain how best to deal with termly payments.

-------------------------------------------------------------------------------------------------------------

What does the copyright mean?

The software is protected by copyright and managed by the Licence Key. Please feel free to use the spreadsheet, change it as necessary, and copy to friends and colleagues who will need to register on the web site. Please do not advertise or resell the software or attempt financial gain from its use.

Back to 2TABLE OF CONTENTS page 

-------------------------------------------------------------------------------------------------------------

Cell G4 Help Notes
Can I graph or chart the data?

Yes, use the Excel Chart Wizard. As an example, highlight the block of Cells C10 to C16 through E10 to E16 i.e. 21 cells, and choose the Chart Wizard from the Toolbar. Choose Next> and Finish to produce the chart. Click the Chart and Cut to delete.
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-------------------------------------------------------------------------------------------------------------

Any known bugs with the spreadsheet or documentation?

No known bugs.

There is an idiosyncrasy in that the Help Note boxes are resized each time Excel is opened. Sometimes the boxes are not drawn large enough to hold the Help Notes, especially in Rows 63 to 69. If this occurs, unprotect the sheet, right click on the cell, then Edit Comment, then extend the Comment box to a larger size to hold the Help Note. 
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-------------------------------------------------------------------------------------------------------------
Cell H4 Help Notes
What does the logo mean?

Turn the red bills into amber, and the amber into green. All bills and commitments are now green for go!

Back to 2TABLE OF CONTENTS page 

Further Technical Information

Locking of cells

Many cells on the spreadsheet are temporarily locked to avoid accidental deletion or overwriting of the key formulae, totals and column headings. Cells that expect to be changed in managing your family finances are displayed in blue and are not locked, which means you can change them straightaway. ‘Locked’ means that you can change the cells but only by changing the attributes of the whole spreadsheet and also of the individual cells you wish to change. Cells are locked using two attributes of the spreadsheet, namely ‘Protection’ and ‘Locking’.  Firstly, for both Excel and Works, the whole spreadsheet is ‘Protected’.  To change a locked cell or cells, you must first unprotect the whole spreadsheet, and then also unlock the cell or cells you wish to change. It is then prudent to replace the protection on the whole spreadsheet so that the other locked cells acquire again their locked status. The password is ‘unprotect’. The instructions are now provided.

If you want to change a cell that is currently locked (e.g. to change shading, wording, etc), first take off the protection from the whole spreadsheet. To do this, choose Tools/Protection/Unprotect Sheet. The password is ‘unprotect’. Then highlight the cell or cells you wish to change, right click, then Format Cells./Protection and then untick the Locked attribute. To lock your changes, complete the reverse procedure. If you wish to add or delete rows, you must also first remove the protection from the whole spreadsheet using the Tools menu.  It is sensible to put back the protection on the whole spreadsheet after your changes so that the key formulae are not deleted by accident. 

Current Liability Formula

The spreadsheet is simple in concept, although the Current Liability formula is complex. Column I of Part 1 calculates the number of monthly contributions due in order to finance the forthcoming commitment. Column J looks at this value, divides by 12 and multiplies by the Yearly Amount in order to establish the Current Liability. The complexity is due to the fact that this formula caters for the requirements of both quarterly and yearly payments in order to standardise the spreadsheet. Equivalently, the same formula is cut and pasted for both types in order to simplify and standardise the procedure, instead of the spreadsheet user having to be concerned with two different formulae, one for quarterly payments and one for yearly payments.

The logic in pseudo-code for the spreadsheet formulae is available from the author under separate cover. 
Works formulae for Current Liability

The Excel formula for Current Liability cannot be used as it stands in Works 4.5 as it is too long. However by splitting up the formula it can be used. That is to say, instead of using the long sub-formula MONTH(G5) we instead use H5 where H5 is itself defined as MONTH(G5). Similarly instead of using the long sub-formula MONTH(G9) we instead use L9 where L9 is itself defined as MONTH(G9). Use of this technique ensures that the formula is within the bounds of Works 4.5 formula specification. 

Colour of Dates and Current Liability

The Excel spreadsheet has a feature in that the Payment Date and Current Liability are displayed in red if the payment is due this month. The formula to control the colour is non-trivial, because the quarterly payments need to be considered.

The logic is

If  (Quarterly Payment and Payment Due this month and Payment not yet made) or

(Payment due this month and Payment not yet made) then

Colour Red


Else



Colour Black

The colour red is effected via the Format/Font/Color: facility.

This feature is not supported for the Works spreadsheet.

Entering new rows in Part 1 
If you need to enter an additional row or rows into Part 1, this is reasonably straightforward in Excel but you must copy the formulae from a previous row. The instructions for entering new rows are best described by way of example.

Firstly, you must remove the protection from the spreadsheet. To do this, choose Tools/Protection/Unprotect Sheet… from the Toolbar menu.

Suppose you wish to enter a new row, say an extra row below Row 36. Place the cursor on the row number immediately below the area you wish to insert the new row. In this case place the cursor on the cell labelled 37 (the grey box on the left labelled 37) and left click to highlight the whole row. Then from the Toolbar menu choose Insert and Rows to enter the new row. Repeat as required. 

After you have entered the new row 37, enter text in Cells B37 and C37 and enter a value in G37 to represent the annual amount payable. In Cell H37 enter the Payment Date. For 1 April 2007 the text 1/4 (or 4/1 if your date format is US) will be sufficient.

When you enter additional rows, you must copy the formulae from the line above, and adjust to reflect the new row(s). Firstly copy the formula from Cell D35 i.e. define Cell D36 as =F36/12. If your new row represents a quarterly payment define Cell E36 as =F36/4. Now include the formula in Column I. Set the formula in Cell I36 to =(H36/12) * F36.  You can do this by typing the formula or using ‘copy and paste’ from the line above e.g. Ctrl+c (Ctrl and c together) and Ctrl+v combination.

You must now include the formula in Column H, which is hidden on the spreadsheet as delivered. To ‘unhide’ Column H, perform one of two operations. You can highlight Columns G and I (left click on G and I), then right click and set Column Width… to 10. Or place the cursor on Column G i.e. the grey cell labelled G at the very top of the spreadsheet, and slowly move the cursor right just into Column I until you see a left-right black arrow crossed from top to bottom with a double bar. Then right click the mouse and left click on Unhide. Observe Column H reappears. (To hide Column H after you have copied the formula, highlight the cell labelled H, right click and left click on Hide). To copy a formula, highlight the cell, (in this case, Cell H35), type Ctrl+c (Ctrl and c together), and observe a moving dotted rectangle around the cell. Move the cursor to the required cell (in this case H36) with the arrow keys or mouse and press Return.  You will now need to replace the occurrence of G6 by G5. (Sorry about this, it's because Excel assumes relative addressing in this instance). The formula in Cell G36 of Column H should now look like this:

= IF(E36>0, IF(MONTH(G5)<=MONTH(G36),IF(MOD(MONTH(G36)-MONTH(G5),3)=0,   IF(DAY(G5)<=DAY(G36),3,0), IF(MOD(MONTH(G36)-MONTH(G5),3)=1,2,1)), IF(MOD(MONTH(G5)-MONTH(G36),3)=0,IF(DAY(G5)<=DAY(G36),3,0),MOD(MONTH(G5)-MONTH(G36),3) )), IF(MONTH(G5)<MONTH(G36),12-MONTH(G36)+MONTH(G5), IF(MONTH(G5)=MONTH(G36),IF(DAY(G5)<=DAY(G36),12,0), MONTH(G5)-MONTH(G36)) ) )

where G36 coincides with Row 36. The Row 37 formula would be identical except replace G36 by G37, and so on. Note that G5 is always present in the formula in all rows in Part 1.

Double check the formulae in Cells D63 and I63. They should obviously be the total of all amounts in the respective columns. The formulae as delivered are:


Cell D63
= SUM (D9: D62)


Cell I63

= SUM (I9: I62)

If you have added a new row, the D62 and I62 should have been automatically incremented.

Also check the formulae in Cells G68 and G69. The formulae as delivered are:


Cell G68
=G64+G65+G66-G67


Cell G69
=G68-I63

If you have added a new row, these formulae should have been automatically incremented.

The cells in Columns G and I are red if the payment is due this month – this is simply a reminder of the imminent bills, the colour does not affect the calculations or the integrity of the spreadsheet. The formula to control the colour is non-trivial and is difficult to copy, but it must be copied if you wish to enter new rows to Part 1 of the spreadsheet and maintain this feature. If you don’t need the feature, don’t worry about this modification. When you have entered a new row, say Row 36, the following steps are recommended. Please follow the instructions very carefully.


For Dates:


-
Highlight the cell in Column G that already contains the formula e.g. Cell G35

· Go to Format and Conditional Formatting…

· Observe the entry Condition 1 and below it ‘Formula Is’

· Observe the first half of the formula

=OR(AND (E35>0,MOD (MONTH(G5)-MONTH(G35), 3)=0,DAY(G35)>=DAY(G5)),

                                 AND(MONTH(G5)=MONTH(G35),DAY(G35)>=DAY(G5))) 

· Click the small box to the right of the formula with the very small red angled arrow.

· Observe the formula selected (white on black background)

· Cut the formula (Ctrl+x). Observe the formula disappears.

· Paste the formula (Ctrl+v). Observe the formula re-appears unselected (black on white) and showing the right hand end of the formula in the box.

· Close the Conditional Formatting box by left clicking on RHS cross. The formula is now in the ‘Paste Buffer’ and is available for copying into your new cell(s).

· Now highlight the cell in which you wish to replicate the formula e.g. new Cell G36

· Go to Format and Conditional Formatting…

· Observe the entry Condition 1 and below it ‘Formula Is’

· Click the small box to the right of the formula with the very small red angled arrow.

· Observe the formula selected (white on black background)

· Paste the formula (Ctrl+v). Observe the formula reappears unselected (black on white) and showing the right hand end of the formula in the box.

· Now use the mouse moving from right to left and using left click only (do not use arrow keys)

· Leave all occurrences of G5 as they are, but replace the first 3 occurrences of G35 by the correct entry to represent your new cell e.g. G36. By now you should have changed two DAY formulae and one MONTH formula.

· Click the small box to the right of the formula with the very small red downward arrow. This should now reveal the left part of the formula.

· Replace MONTH (G35) by MONTH (G36) or whatever is the new cell entered.

· Replace E35>0 by E36>0 or whatever is the new cell entered. Click on OK.

· Test the formula by entering data to cause the date to be displayed in red.


For Current Liability:

The formulae for the entries in Column I are identical to those in Column G. Therefore the best approach is simply to cut and paste the formula that you have just entered in Column G of the new row.


-
Highlight the cell in Column G e.g. new Cell G36

· Go to Format and Conditional Formatting…

· Observe the entry Condition 1 and below it ‘Formula Is’

· Observe the formula you have already created

=OR(AND(E36>0,MOD(MONTH(G5)-MONTH(G36),3)=0,DAY(G36)>=DAY(G5)),

                                 AND(MONTH(G5)=MONTH(G36),DAY(G36)>=DAY(G5))) 

· Click the small box to the right of the formula with the very small red angled arrow.

· Observe the formula selected (white on black background)

· Cut the formula (Ctrl+x). Observe the formula disappears

· Paste the formula (Ctrl+v). Observe the formula reappears unselected (black on white) and showing the right hand end of the formula in the box.

· Close the Conditional Formatting box by left clicking on RHS cross.

· Now highlight the cell in which you wish to replicate the formula e.g. new Cell I36

· Go to Format and Conditional Formatting…

· Observe the entry Condition 1 and below it ‘Formula Is’

· Click the small box to the right of the formula with the very small red angled arrow.

· Observe the formula selected (white on black background)

· Paste the formula (Ctrl+v). Observe the formula re-appears unselected (black on white) and showing the right hand end of the formula in the box. The formula should be identical to the formula in Cell G36 i.e.

=OR(AND(E36>0,MOD(MONTH(G5)-MONTH(G36),3)=0,DAY(G36)>=DAY(G5)),

                                 AND(MONTH(G5)=MONTH(G36),DAY(G36)>=DAY(G5)))

· Click the small box to the right of the formula with the very small red downward arrow. This should now reveal the left part of the formula. 

· Click on OK.

· Test the formula by entering data to cause the amount to be displayed in red.

It is wise to replace the Protection on the spreadsheet so that cells are reprotected against accidental change. To do this, choose Tools/Protection/Protect Sheet… from the Toolbar menu.

Entering new rows in Part 2
If you need to enter an additional row or rows into Part 2, this is reasonably straightforward but you must copy the formulae from a previous row. The instructions for entering new rows are best described by way of example.

Firstly, you must remove the protection from the spreadsheet. To do this, choose Tools/Protection/Unprotect Sheet… from the Toolbar menu.

Suppose you wish to enter a new row, say an extra row below Row 62. Place the cursor on the row number immediately below the area you wish to insert the new row. In this case place the cursor on the cell labelled 63 (the grey box on the left labelled 63) and left click to highlight the whole row. Then choose Insert and Rows to enter the new row. Repeat as required. 

After you have entered the new row 63, enter text in Cells A63 and B63 and enter a value in D63 to represent the monthly amount payable. 

When you enter additional rows, you must copy the formulae from the line above, and adjust to reflect the new row(s). Firstly copy the formula from Cell I62 i.e. define Cell I62 as =D62.

Finally double check the formula in Cell I64, which should change automatically. This should now have been redefined as


=SUM (I9: I63)

The remaining formulae will also be adjusted automatically when you enter new rows (Projected Bank Balance and Profit/Loss).

It is wise to replace the Protection on the spreadsheet so that cells are reprotected against accidental change. To do this, choose Tools/Protection/Protect Sheet… from the Toolbar menu.
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