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Excel is a spreadsheet program that allows you to store, organize, and analyze information. 

Anyone can learn how to take advantage of the program's powerful features. Whether you're 

keeping a budget, organizing a training log, or creating an invoice, Excel makes it easy to work 

with different types of data. Here is a step by step tutorial on how to create a vacation items 

checklist in Microsoft Excel 2016. 

 

 

 

 

 

 

 

 



1. Enable the Developer Tab 

 

To create a vacation checklist, you must enable the Developer tab on the ribbon. 

To do this, right-click on the ribbon and select Customize the Ribbon. 

 

In the list of Main Tabs on the right side of the Excel Options dialog box, check the 

Developer box and then click OK. 

 



2. Enter the Checklist Items In to Your Spreadsheet 

 

Enter your to-do list, one item per cell. In this example, I’m going to have a cell 

showing the Total Items and one showing the total Items Packed, or how many 

items are checked off on our list. The Are all items packed? cell will be red with 

NO in it if all the items are not checked off. Once you’ve checked off all the items, 

the Are all items packed? cell turns green and reads YES. 

 

Click the Developer tab. Then, click Insert in the Controls section and click the 

Check Box (Form Control). 

 



3. Add the Checkboxes 

 

Click in the cell into which you want to insert the checkbox. You’ll see that there’s 

text to the right of the checkbox. We only want the text box, not the text. While 

the checkbox control is selected, highlight the text next to the checkbox and 

delete it. 

 

 



 

 

Excel vacation items Checklist Complete 

 

 

 

 


