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Using	Excel	Expense	Templates	to	Simplify	Business	Finances	and	Tax	Prep	###ENDARTICLECreating	an	Expense	Tracker	Template	in	Microsoft	Excel:	A	Step-by-Step	Guide	for	2024	###ENDARTICLETo	create	a	personalized	expense	tracking	table	in	Excel,	follow	these	steps:	Click	in	the	table,	select	the	"Table	Design"	button,	and	enter	a
meaningful	name	such	as	"Accounts2020"	into	the	Table	Name	box.	Select	the	"Total	Row"	box	to	add	a	total	row	at	the	bottom	of	the	table.	This	will	automatically	perform	calculations	on	the	last	column.	When	adding	new	income	or	expense	data,	click	and	drag	the	blue	resize	handle	in	the	bottom-right	corner	of	the	table	down	to	the	desired
number	of	rows.	Enter	the	new	data	above	the	total	row,	which	will	update	automatically.	For	a	better	understanding	of	your	expenses	grouped	by	month,	consider	creating	a	PivotTable.	Click	in	the	table,	select	the	"Table	Design"	tab,	and	then	choose	"Summarise	With	PivotTable."	Drag	the	"Date"	column	into	the	"Rows"	area,	followed	by	the	"In"
and	"Out"	columns	into	the	"Values"	area	for	viewing	expense	and	income	summaries	by	month.	To	view	expenses	categorized	separately,	drag	the	"Category"	field	into	"Rows"	and	the	"Out"	field	into	"Values."	Update	both	PivotTables	whenever	new	rows	are	added	to	the	original	table	by	selecting	the	"Data"	tab,	clicking	the	"Refresh	All"	arrow,	and
choosing	"Refresh	All."	Create	a	new	worksheet	named	Dataset	with	columns	for	Date,	Income,	and	Expense.	Record	daily	income	and	expenses,	then	list	all	categories	and	subcategories	of	your	income	and	expenses	on	separate	worksheets.	Use	Data	Validation	to	automatically	select	income	and	expense	categories	from	dropdown	lists	in	cells
C6:C13	and	E6:E13.Creating	a	Daily	Expense	Tracker	in	Excel	-	A	Step-by-Step	Guide	###ENDARTICLECreating	a	daily	expense	report	in	Excel	is	a	straightforward	process	that	involves	creating	a	list	of	income	and	expenses,	using	the	SUM	function	to	add	up	amounts,	and	dividing	total	income	by	the	number	of	days	in	the	period	to	get	the	daily
budget.	To	create	an	efficient	daily	income	and	expense	tracker	in	Excel,	start	by	setting	up	a	dataset	sheet.	This	involves	creating	three	columns:	Date,	Income,	and	Expense.	Record	each	day's	income	and	expenses	in	their	respective	columns.	This	will	be	the	foundation	of	your	tracking	system.	For	organizing	categories	and	subcategories,	set	up
another	worksheet	called	Income	and	Expense	Categories.	On	one	side,	list	all	sources	of	income;	on	the	other,	record	all	expense	categories	and	subcategories.	This	sheet	helps	maintain	a	comprehensive	list	for	easy	selection	later	on.	Now,	let's	summarize	daily	income	and	expenses.	In	your	dataset	sheet,	add	columns	named	Category	and
Subcategory	under	Income	and	Expense.	For	category	selection,	choose	Data	Validation	in	Excel,	allowing	you	to	create	dropdown	lists	based	on	the	pre-listed	categories	from	the	Income	and	Expense	Categories	worksheet.	This	simplifies	inputting	data	by	providing	a	clear	choice	of	categories	for	each	transaction.	To	implement	this	system
effectively,	follow	these	steps:	1.	**Prepare	Your	Dataset**:	Start	with	a	new	sheet	called	"Dataset"	where	you'll	track	daily	income	and	expenses.	2.	**List	Categories	&	Subcategories**:	Set	up	another	sheet	named	"Income	and	Expense	Categories"	to	organize	your	income	and	expense	categories.	3.	**Enable	Dropdown	Selections**:	Use	Data
Validation	in	Excel	to	turn	certain	cells	into	dropdown	menus	that	list	your	pre-defined	income	and	expense	categories,	making	it	easy	to	select	the	correct	category	for	each	entry.	Enter	the	formula	to	calculate	total	income	and	expenses	daily.	Record	all	daily	income	and	expenses	in	a	new	sheet.	List	all	categories	and	subcategories	on	a	new	sheet.
Calculate	total	daily	expenses	by	selecting	the	date	column	and	using	the	TODAY	function.	Create	drop-down	lists	for	categories	and	subcategories,	and	use	data	validation	to	restrict	incorrect	entries.	To	create	an	effective	expense	report	in	Excel,	utilizing	a	pre-existing	template	is	highly	recommended.	Downloading	a	suitable	template	can
streamline	the	process	and	ensure	accuracy.	Once	downloaded,	adjust	the	categories	to	suit	your	organization's	needs	and	save	it	with	the	designated	file	naming	conventions.	Start	by	filling	in	the	identifying	information	fields,	including	employee	details	and	manager	approval.	Next,	provide	the	purpose	of	the	expenses	and	select	a	pay	period	for	the
report.	Enter	the	expenditure	information	for	each	category,	such	as	air	and	transportation	costs,	lodging,	fuel	and	mileage,	meals,	entertainment,	and	other	additional	expenses.	Calculate	the	total	expenses	by	summing	up	all	individual	expense	values.	Subtract	any	advances	from	your	total	expenses	to	find	the	final	reimbursement	amount.	Ensure
you	submit	the	completed	report	along	with	receipts	for	timely	approval.
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