INSTRUCTIONS FOR COMPLETING TAB A

ACTIVITY INCOME AND EXPENSE (I/E) WORKSHEETS

   NOTE: 
THE CAT-A.XLS, CAT-B.XLS AND CAT-C.XLS (CATEGORY FILES) CONTAIN ALL THE INDIVIDUAL ACTIVITIES THAT GO WITH THAT PARTICULAR CATEGORY.

TO MOVE FROM ONE ACTIVITY TO ANOTHER WITHIN THE SAME CATEGORY FILE, JUST CLICK ON THE ACTIVITY NUMBER (THAT YOU WANT) DISPLAYED AT THE BOTTOM OF YOUR SCREEN.  IF YOU CANNOT SEE THE ACTIVITY THAT YOU WANT, CLICK ON THE APPROPRIATE ARROW KEY TO GET THERE.

STEPS
1.  Remember to enter amounts as whole numbers (i.e., rounded to the nearest dollar).

2.  Enter the figures for revenue in lines 1 through 4 for the appropriate month.  

   NOTE:  Excel will automatically calculate the FY-05 column along with lines #5, 25, and 26. 

Lines 17 through 20 and 27a should only be included on the appropriate RAMCAS activity worksheets.
3.  Line 5 is the total of lines 1 through 4.

4.  Enter the figures for expense in lines 6 through 24 for the appropriate month.

5.  Line 25 is the total of lines 6 through 24.

   NOTE: 
The downloaded costs, line #17 will come from the CAT Downloads worksheet in each of the category files.
6.  Line 26 is line 5 minus line 25.

7.  Print your completed worksheet.
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