
Hello, and welcome to Mark's 
Excel Tips. Today, I'll show you 
how to find and use a Trip 
Planner Template in Excel 365. 
Let's get started.



To get started, click on File.



On the left side of the screen, 
click on New.



Click in the search box and type 
in the kind of template you're 
looking for, such as Trip Planner.



With your search term typed in, 
press Enter, or click the search 
icon.



Excel will show you several trip 
planner templates. Let's click on 
Trip planner (worksheet).



A window opens telling you 
about the template. When you're 
ready, click Create.



In just a few seconds, Excel 
creates a brand-new workbook 
from the template, ready for you 
to use.



Notice the tabs at the bottom: 
Travel, Lodging, Activities, and 
Budget. Let's take a quick look at 
each one.



The Travel tab is where you log 
your flight or transportation 
details: dates, times, airlines, and 
departure/arrival cities.



The Lodging tab keeps track of 
where you're staying: hotel 
name, address, phone number, 
and check-in/check-out dates.



The Activities tab lets you plan 
out things to do on your trip, 
along with the date, time, and 
location for each one.



The Budget tab tracks what 
you've budgeted versus what 
you've spent, with an itemized 
list of trip expenses.



View This Tutorial On My Website

View The Video Tutorial Here

Visit My YouTube Channel 

https://www.youtube.com/@marksexceltips4312/videos
https://marksexceltips.com/2026/07/20/how-to-find-and-use-a-trip-planner-template-in-excel-365/
https://marksexceltips.com/2026/07/20/how-to-find-and-use-a-trip-planner-template-in-excel-365/#pdf-download:~:text=makes%20staying%20organized.-,Video%20Tutorial,-Download%20PDF%20Below
https://www.youtube.com/@marksexceltips4312/videos
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