Welcome to Your All-in-One Digital Travel
Planner!

Welcome to the Travel With Glen: All-in-One Digital Travel Planner, your new best
friend for organizing unforgettable adventures. Created by Glenis Graham, this Google
Sheets template is designed to bring the joy and excitement back into travel planning
by removing the stress and overwhelming logistics. Whether you’ re a seasoned
globetrotter or planning your very first trip, this planner is your comprehensive tool for
a seamless journey from start to finish.

This guide will walk you through every feature of your new travel planner, helping you
make the most of its powerful organizational tools. Let’ s get started on planning your
next adventure!

Getting Started: Your First Steps

Accessing and using your travel planner is simple. Follow these steps to begin:

1. Access the Template: You will receive a link to the Google Sheets template.

2. Make a Copy: To start using the planner, you must make your own copy. Do not
edit the original template directly. Go to File > Make a copy inthe Google

Sheets menu. Save the copy to your personal Google Drive.

3. Rename Your Planner: Give your new planner a name that reflects your trip, for
example, “Summerinltaly 2025” or “Southeast Asia Backpacking Adventure.”

That’ s it! Your personal travel planner is now ready to be filled with your travel
dreams.

Navigating Your Planner: A Section-by-Section Guide

Your travel planner is organized into several tabs, each designed to manage a specific
aspect of your trip. Here’ s a detailed look at each section:



1. Trip Details & Overview

This is the starting point of your planning. The Trip Details & Overview tab provides a
high-level snapshot of your journey. It' s the perfect place to consolidate all the
essential information for quick and easy reference.

How to use this section:

e Basic Trip Info: Fill in your destination(s), give your trip a name, and specify its
purpose (e.g., vacation, business, family visit).

e Dates & Duration: Enter the start and end dates of your trip. The planner will
automatically calculate the total duration.

e Travel & Transport: Indicate your travel style (e.g., leisure, adventure) and your
primary mode of transportation (e.g., flight, road trip).

e Travelers: List all the people joining you on the trip. This section can also serve as
a master contact list for your group.

e Trip Goals & Notes: Use this space to jot down the main goals for your trip or any
important notes. This will help you stay focused on what truly matters to you
during your travels.

2. Budget Planner & Expense Tracker

Managing your finances is a critical part of successful travel planning. The Budget
Planner & Expense Tracker is a powerful tool designed to help you stay on top of your
spending, ensuring a financially stress-free trip.

How to use this section:

e Set Your Overall Budget: Begin by establishing a total budget for your trip. This
will be your financial baseline.

e Categorize Your Expenses: The planner comes with pre-defined expense
categories such as Transportation, Accommodation, Food, and Activities. You can
customize these categories to fit your specific needs.

e Track Planned vs. Actual Spending: For each expense, you can input both an
estimated cost and the actual amount spent. The planner will automatically
calculate the difference, helping you see where you are over or under budget.



e Use the Currency Converter: For international trips, the built-in currency
converter allows you to work in both your home currency and the local currency,
making it easy to understand costs.

e Visualize Your Budget: The visual budget dashboard, with its charts and graphs,
provides a clear and immediate overview of your spending, helping you identify
any areas where you might be overspending.

e Manage Payments: Keep track of payment due dates for flights, hotels, and tours
in the payment schedule section. This will help you avoid missing any important
deadlines.

* Pre-Trip Savings: The optional Savings Tracker tab is perfect for planning your
trip finances in advance. Set a savings goal, and the tracker will help you figure
out how much you need to save each week or month to reach your target.

3. Itinerary Template (Daily Schedule Planning)

A well-structured itinerary is the backbone of any successful trip. The Itinerary
Template in your planner provides a clear and organized way to plan your days,
ensuring you make the most of every moment. This section is designed to be your day-
to-day guide, helping you manage your time effectively and keep all your activity
details in one place.

To begin, you can plan each day of your trip in the provided multi-day schedule, which
can accommodate trips of any length. For each day, you can create an hour-by-hour
plan, inputting activities with specific times, such as flight departures, hotel check-ins,
and tour schedules. This detailed planning helps you avoid scheduling conflicts and
maximize your time. The template also provides space to include important details for
each activity, such as addresses, confirmation numbers, and contact information, so
you have everything you need at your fingertips.

For multi-city trips, you can group your itinerary by location, creating a clear and
manageable plan for each leg of your journey. The template also encourages flexibility,
with a notes section for each day where you can add alternative plans or ideas for
spontaneous exploration. A visual calendar or timeline view offers a quick overview of
your schedule, helping you spot any overlaps or gaps in your planning. The itinerary is
also designed to integrate with the budget and booking sections, allowing you to cross-
reference your plans with your expenses and reservations.



4. Reservations & Booking Tracker

Modern travel involves a multitude of bookings, from flights and hotels to tours and
activities. The Reservations & Booking Tracker tab serves as your central hub for
organizing all these crucial details, ensuring that you have all your confirmation
numbers and booking information in one easily accessible place. This section is
designed to eliminate the hassle of searching through emails and documents, allowing
you to travel with confidence.

In this section, you can log all your booking details in a structured format. For flights,
you can record the airline, flight numbers, departure and arrival times, and booking
references. For accommodations, you can list hotel names, addresses, check-in and
check-out dates, and confirmation numbers. This chronological listing of your lodgings
provides a clear overview of where you will be staying each night. The tracker also
includes space for local transportation, such as car rentals or train journeys, as well as
any tours or activities you have booked in advance. You can also note your travel
insurance policy details and the status of any required visas or permits, ensuring that all
your critical travel documents are centralized.

To further assist you, this section includes a mini-guide with valuable tips for booking.
You will find reminders to compare flight prices, advice on booking accommodations,
and suggestions for finding unique local experiences. This guidance is designed to help
you make informed decisions and secure the best deals, transforming the planner from
a simple tracker into a trusted travel advisor. By consolidating all your booking
information and providing expert tips, this section helps you stay organized and
prepared for a smooth and enjoyable journey.

5. Packing List & Checklists

Packing can be one of the most daunting aspects of travel preparation. The Packing
List & Checklists section is designed to simplify this process, ensuring you don’ t
forget any essentials. This feature is fully customizable, allowing you to create packing
lists tailored to your specific destination and travel style. You can create separate lists
for each traveler, making it easy to coordinate packing for family or group trips. The lists
are organized by category, such as clothing, toiletries, and electronics, and include
checkbox functionality so you can track your packing progress. The template also
provides suggestions for packing based on the weather at your destination, helping you
pack smart and avoid overpacking.



6. Travel Diary/Journaling

Your travels are filled with precious moments and memories. The Travel
Diary/Journaling section provides a dedicated space to capture your experiences,
thoughts, and reflections throughout your journey. This feature transforms your
planner from a simple organizational tool into a personal keepsake that you can look
back on for years to come. You can use this section to write about your daily
adventures, the people you meet, the food you taste, and the feelings you experience.
It” s awonderful way to preserve the essence of your travels and create a lasting record
of your journey.

Tips for Success

To make the most of your All-in-One Digital Travel Planner, here are a few tips:

e Start Early: The sooner you start planning, the less stressful the process will be.
Begin by filling out the Trip Details & Overview and setting your budget.

e Be Detailed: The more information you add to your planner, the more useful it
will be. Don’ t hesitate to include small details like addresses, phone numbers,
and reservation times.

e Customize It: This planner is designed to be flexible. Feel free to add, remove, or
modify sections to fit your unique travel style.

e Collaborate: If you’ re traveling with others, share the planner with them. This
will help everyone stay on the same page and contribute to the planning process.

e Useit Onthe Go: Sinceit’ sa Google Sheet, you can access your planner from
any device with an internet connection. Use it during your trip to stay organized
and on track.

We hope this guide helps you navigate your new travel planner with ease. Happy
travels!



