Directions
Budget Forms in Excel

To Open the Desired Budget Form (D-1 through D-9)

· Open Excel

· Click on

· File

· Open
· At Look In box at top of screen click on drop-down arrow

· Select the directory called:  Angies on ‘Dover 10/Sys/Public….

· Double click on yellow folder called:  Budget Forms (or click once on folder and once on the word Open in lower right corner of screen)
· Double click on the file name for the desired form (or click once on file name and once on the word Open in lower right corner of screen)

· After form is on screen click on:

· File

· Save As

· At Look In box, select YOUR directory (i.e. AMCWIL…)

· Click on Save in lower right corner

To Fill In “D” Forms

· All fill-in boxes are in a pale yellow or green

· Click in desired yellow boxes and key information

· If you accidentally click in a “wrong box” and key information, click on the undo button (left facing blue arrow on bar that begins with the white piece of paper and to immediate right of the paint brush)

· Under the Description column—if a description takes more than one line, key information on individual lines.  The “wrap” feature does not work properly since this “cell” is a merged cell.

· Do not fill anything in for Grand Total or any cells shaded in blue.

· After you enter quantity and unit, the total cost will automatically fill in.

· Grade allocation at bottom of form:  Key in the percentage of the total allocated for each grade/subject level.
· Recommended that you send any printing to a laser printer—print on WHITE paper for all forms.  To select a laser printer:

· Click on File

· Click on Print

· At top of screen click on drop down arrow to right of Printer Name
· A laser printer should be one of the options (when you click on the printer, about 3 lines below the printer name the word where should indicate where the printing is going to)
· You may also print on the printer in your room, although it will take a little longer
