How to Create a Monthly Expense Report in Excel

Creating a monthly expense report in Excel involves organizing your financial data into clearly labeled columns for dates, categories, and
amounts. Utilize Excel's built-in finctions like SUM and PivotTables to automate calculations and generate insightful summaries. This approach
helps track spending patterns efficiently and supports better budgeting decisions.

Step-by-Step Guide

1. Open a New Workbook:
o Launch Microsoft Excel and create a new blank worksheet.
2. Set Up Columns:
o Label the colunmns as follows: Date, Description, Category, Amount.
3. Input Your Expenses:
o Fill in your daily expenses under the appropriate colunmns.
4. Use Formulas for Calculations:
o At the end of your expense list, use =sum (D2:D100) (adjust range as needed) to calculate the total spending.
o For category totals, use =SUMTF (C2:C100, "Food™, D2:D100) to see total spent on a given category.
5. Create PivotTables:
o Select your data and choose Insert > PivotTable to summarize expenses by category or date automatically.
6. Format and Visualize:
o Use formatting options to highlight totals or important figures.
o Insert charts to visualize your monthly spending patterns.
7. Reviewand Save:
o Review the summary for insights, then save the file for future reference or monthly comparisons.

Sample Table Structure

Date Description|| Category || Amount

2024-06-01 || Groceries Food 50.00

2024-06-02 || Bus Fare Transportation || 3.00

2024-06-02 || Coffee Food 4.00

Tips

e Update your expense sheet daily or weekly for accuracy.
o (Categorize consistently for more reliable analysis.
e Back up your report to prevent data loss.
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