
Hello, and welcome to Mark’s Excel Tips. 

Today, we are going to show you how to 

create a Meal Planner Template with 

shopping list, in Excel 365. Let's get 

started. 



To start, click on File. 



On the right side of the home screen, 

click on more templates.



In the search box on the left, type in Meal 

Planner. Hit enter, or click on the search 

icon. 



Excel will load several meal planner 

templates. 



Click on the template titled, Weekly meal 

planner and grocery list. 



Click on create. 



Excel, will load your meal planner 

Template, ready for you to use.  



The first tab. (How to use recipe 

tracker), gives you step by step 

instructions on how to use your 

new meal planner. 



The second tab, is your meal 

planner. This is where you choose 

what meal you want for each day 

of the week. 



Just click on the cell for any given 

day, and use the dropdown menu 

to choose the meal that you would 

like for that day. 



The third tab, is your recipe index. 

When you add a new recipe on 

this page, it will automatically be 

linked to your recipe, and the meal 

planner page.  



The fourth tab is your shopping 

list. When you add a meal to your 

meal planner page, the ingredients 

for that recipe will show up on 

your shopping list. 



Use the dropdown menu, in the (need to 

buy column) to choose “Yes”, if it’s an 

ingredient that you need to pick up at the 

store. 



The Recipe Categories page is where you 

add your categories for different types of 

recipes. This will help when searching for 

meals that are of a certain type. On this 

same worksheet, modify Measurement 

Types to make adding ingredients in the 

recipe worksheets easier. 



The Share List page is where you can add 

the names and email addresses of friends 

and family to easily share your meal 

planner with them. 



The Empty Recipe page allows you to 

easily add new recipes.



This meal planner template, starts you 

out with a recipe for Spinach Feta Pizza. 



The My new recipe page gives you a 

template to follow when adding a new 

recipe to your meal planner. 



Let’s add a new recipe. Click on the 

Empty recipe tab. 



Click on the top left corner of the page to 

select the whole page.



Press Ctrl + C to copy the page. 



Click on the plus sign, next to the “My 

new recipe” tab.



On the new page that is created, click on 

the top left corner to select the page. 



Press Ctrl + V to paste the empty recipe 

page into your new recipe. You may need 

to resize the images by clicking on them 

and dragging them up so they fit the 

recipe page. 



Right click on the Sheet 1 tab, and select 

Rename. 



Type in the name of your new recipe. We 

will name this one, Chicken Pot Pie. 



Next, click on Recipe index. 



Click on the first empty cell under recipe 

name. 



Type in the name of your new recipe, 

“Chicken Pot Pie,” and hit enter.  



Excel automatically links this to your 

recipe page and auto populates the 

information for this recipe. 
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