
Using The Budget Planner 
 
To skip the visual instructions and move to a text only set of instructions click here. 

 
STEP 1: 
 

 

Enter Monthly Income, 
Pre-tax Savings and 
Taxes as $ amounts. 

 
This is the budget summary page of the Budget Planner.  The BLACK arrow points 
to the tabs that allow you to move to the different budget categories and a summary 
graph of your monthly budgeted expenses.  The GREEN arrow points to the 
location where you should enter the upcoming month.  The BLUE arrow points to 
where you should enter your projected upcoming combined monthly GROSS 
income.  Next, you need to fill in the Pre-Tax Savings (if applicable), Tithe, Offering, 
and Taxes.  Entries are made in $ except for Tithe and Offering which are made in 
%.  After you have completed these steps select the DEBT 5 tab as indicated by the 
RED arrow if you have consumer debts such as car payments, credit cards, etc.  
This will be the place where you will list all of your consumer debts.  If you do not 
have any consumer debts, skip the next step and proceed to STEP 3 (click here). 
 
 
 
 



STEP 2: 
 

 

Snowball effect: previous 
minimum is added to next 
minimum to yield larger 
payments on next debt. 

Remember, 80% of getting out of debt is EMOTIONAL 
20% is logical!  As each debt is paid off draw a line 
through that debt and celebrate…STAY FOCUSED! 

 
List your debts by balance from the lowest to the highest – RED arrow.  Use only 
the minimum required to keep your creditor happy in the monthly payment column 
– BLUE arrow.  The adjusted payment amount is the result of a previous debt being 
paid off.  My 5-Step plan (see SAVING MONEY file on this CD or the website 
SAVING section) will explain how to use your savings to get out of debt, establish a 
financial foundation and start building a financial future.  When you have 
completed this step return to the Budget Summary page GREEN arrow. 

 
 
 
 
 
 
 
 



 
STEP 3: 
 

 
 
The RED arrow shows that your total minimum monthly debt payment was 
forwarded from the DEBT repayment plan ($542 or 16% of your NSI).  Next you 
will need to input the % amounts for each category that will give the closest $ 
amount for what you project for the upcoming month.  After making % inputs for 
each of the categories, I was able to generate 10.6% in SAVINGS - GREEN arrow.  
Notice that the SURPLUS (DEFICIT) amount is “0%” which is what you are 
looking for – BLACK arrow.  The 5-Step Plan for savings will instruct you in what 
to do with the savings.  Remember, the main purpose of the budget is to PROTECT 
your savings.  This is how you pay off debt, establish reserves, pay cash for future 
purchases, and make dreams and goals become a reality. 
 
As you make expenditures for goods and services you will simply make those entries 
in the appropriate category by selecting the respective tab at the bottom of the page.  
In the next step I will give you an example of how this is done using the FOOD 
category.  So select the FOOD tab now – PURPLE arrow. 

 
 



 
 
STEP 4: 
 

 
 
In this example you can see that there are two purchases in the FOOD category 
made on the 5th and 12th.  The payment method for the first purchase was with a 
check and the second was with cash – BLUE arrow.  As you make each entry you 
will notice that the remaining balance for that category decreases to show you the 
current amount left to spend in that category – GREEN arrow.  You will use this 
same procedure for each category except the DEBT and SAVE category.  The 
DEBT category is fixed as a result of your entries on the debt repayment plan 
DEBT-5 tab.  For how I recommend you handle the SAVE category see STEP 5: 
 
 
 
 
 
 
 
 
 



 
 
 
STEP 5: 
 

 
 
At the beginning of the month you will make an entry in the SAVE category based 
on the amount you have budgeted to save for the upcoming month – BLUE arrow.  
The balance will show “$0” – RED arrow.  This will be an important step in order 
to provide you with some key information on the Budget Summary page.  Select the 
BUDGET summary tab now and I will explain – BLACK arrow. 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
OTHER FEATURES: 
 

 
 
A helpful feature found on the Budget Summary page is the ability to see the 
balances of all of the categories at once.  This is seen in the Monthly Balance column 
– BLUE arrow.  For example, if you will remember from STEP 3 there were two 
spending transactions made in the FOOD category.  By looking at the Budget 
Summary page you will see the remaining balance in the FOOD category to be $320 
– RED arrow - while the budgeted amount for the FOOD category was originally 
$442 – BLACK arrow.  You will notice that all of the other categories have an equal 
amount shown for the budgeted amount and monthly balance.  This is because we 
have not yet made any entries on any of the other category pages.  As you make 
entries on the different category pages, the balances for the respective categories 
will be reflected on the Budget Summary page. 
 
 
 
 
 
 



 
 
 

 
 
Once your budget is complete and ready for the next month, you can know exactly 
how much money you will need for the entire month by looking at the bottom of the 
Monthly Balance column – GREEN arrow.  In the above example, beginning the 
month with a minimum of $3,037.60 in your checking account would allow you to 
have enough money to pay all of your bills the entire month.  This number will 
continue to reduce as the month progresses and entries are made in the different 
categories.  This will give you an up to date cash amount required for the remainder 
of the month.  You can check this number with your check book ledger.  This is a 
great way to eliminate the stress of living paycheck-to-paycheck. 
 
Two points to notice in the example above.  I removed the two entries I made earlier 
in the FOOD category so as to reflect an example of a new budget.  Also, if you have 
any debt, due to the way the calculations are made when the debt % is transferred 
to the Budget Summary page, there might be a slight difference before the month 
begins in the amount indicated at the bottom of the Monthly Balance column – 
GREEN arrow – and the Budget Required (w/o Saving) amount – BLACK arrow.  
If you do not have any debts, then the numbers will match before the month begins. 
 
Now select the GRAPH tab – RED arrow – and I will show you another nice feature. 



 
 
 
GRAPH SUMMARY: 
 

 
 
The Graph Summary will give you a snapshot comparison of how your budgeted 
amounts compare to your current spending in each category.  Notice with the 
SAVING bar – BLUE arrow - that the budgeted amount is equal to the actual spent.  
This is because we allocated the entire saving amount at the beginning of the month 
according to the 5-Step plan.  Now select the BUDGET tab – BLACK arrow. 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
NOTES: 
 

 
 
I know this is hard to read but I wanted to point out one more feature.  When you 
move your mouse over a cell that has a small red triangle in the upper right corner 
of the cell, it will provide a note that pertains to that cell.  In the example above, the 
mouse pointer was moved over the cell for SAVING and the note appeared outlining 
the 5-Step saving plan – BLUE arrow. 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

Budget Planner Instructions 
 

1. Enter next months DATE, projected combined GROSS monthly income for 
next month, Pre-Tax Savings, Tithe, Offering and Taxes being withheld. 

2. Enter all consumer debts on the debt repayment page by selecting DEBT 5 
tab (if applicable).  Enter the Creditor, Balance (lowest to highest), and the 
MINIMUM monthly payment required for each debt.  The monthly amount 
required to pay the minimums on all of your debts will be forwarded to the 
Budget Summary page in the DEBT row. 

3. Enter next months projected amounts for each category in % starting with 
the BIG THREE (House, Food, Auto).  Choose a % that will result in the 
closest $ amount to what you project for next month.  Percentages are 
entered in whole or tenths (i.e., 5, 5.3, 5.9, etc.).  Amounts less than 1% are 
entered in thousands which will be displayed in tenths (i.e., .005 will equal .5, 
etc.).  It is suggested that you put “0” in the SAVING % at this point.  You 
will fill the SAVING % in after completing all budget categories. 

4. When all budget categories are completed, there will hopefully be a surplus 
%.  Now is the time to enter the SAVING % equal to the SURPLUS %.  This 
will result in the SURPLUS % being “0”. 

5. Make a withdrawal entry in the SAVE category equal to the amount 
budgeted.  This money will be put into a savings account or used according to 
the 5-Step Plan. 

6. Record all spending as entries in the appropriate category throughout the 
month.  Monitor your progress and be sure to make all purchases on purpose 
in accordance with your budget plan.  


