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How to createa drop list in Excel 2016

The drop-down list restricts the number of entries for an input field, avoiding spelling errors. Excel provides
features to create flexible drop-down lists, so it is suitable for forms or data collection, making it easier for
readers to select items in the drop-down list.

The drop-down list restricts the number of entries for an input field, avoiding spelling errors. Excel provides
features to create flexible drop-down lists, so it is suitable for forms or data collection, making it easier for
readersto select itemsin the drop-down list.

Use the drop-down list in a cell when there are specific options for that cell. For example, you can create a drop-
down list containing options like Men and Women, Yes and No, etc. This article will show you how to create a
drop-down list in Excel 2016 spreadsheet.

How to create a drop- down list in Excel

Here are the steps to create a drop-down list in Excel:

Step 1: Create a Range and name the data area: This step is necessary to create a user list for the drop-down
list.

Step 2: Control input data with Data Validation : Data Validation feature displays a list of drop-down
options or data type restrictions.

Step 3: Add the named data area to the Data Validation : Finally, add the data area to the Data Validation
and specify the source for the drop-down list.

Step 4: Set the input message for Data Validation (optional): This step will add a message to guide users to
use the spreadsheet.

Now, go to step-by-step details to create a drop-down list in Excel.
1. Createadataarea

The way to add alist of items to a drop-down list uses Data Validation is to create alist in the spreadsheet and
name the range containing the list. This list can be on the same worksheet or different worksheet as the drop-
down list. Setting a priority for the range of cellsin the drop-down list is easy for usersto follow.

In this lesson, we will create a drop down list containing some different foods on Sheet 2 . Enter each itemin a
separate cell or in a column or row, then select items, name the selected range in the Name Box and press Enter
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2. Control input data with Data Validation

Go to the worksheet containing the drop-down list, click on the Data tab and then click Data Validation in the
Data Tools section.
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3. Add the named data area to the Data Validation



In the Settings tab in the Data Validation dialog box, select List from the Allow drop-down list. We will use
the name of the named range in the previous step , type the following in the Sour ce box.

= Food

Replace "Food" with your data name, then click OK .
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Ignore blank is selected by default, it allows you to select a cell and then uncheck the box without selecting an
item. If you want to select an option from the drop-down list, uncheck Ignore blank .

4. Set up data entry notifications for Data Validation

If you want to create a message displayed when selecting a cell in the drop-down list, click the Input Message
tab, select the Show input message box when the cell is selected and fill in the Title and I nput messages box.
In addition, you can also use the Error Alert tab to add a message that appears when invalid entered in the drop-
down list (for example, if someone typed in the box instead of selecting the option). Select Show Error alert
after invalid data isentered , then select Style and fill inthe Title and Error message box , click OK.
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The arrow appears only when the cell containing the drop-down list is selected and is located to the right of the
cell. If the drop-down list contains more than eight items, you'll see a scroll bar in the drop-down list when
clicking the arrow.

How to set the book to the top

Edit or delete a data area

To edit or delete a named range, use Name Manager , click the For mulas tab, and then select Name M anager
in the Defined Names section.
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To change the range name in the Name Manager dialog box, select Name in the list and click the cell range
button at the bottom of the dialog box. Then, select the range and click the umbrella button again in the
thumbnail of the Name Manager dialog box. Next, click the green checkmark button to save the new range with
the selected name.
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Alternatively, you can change the name by selecting it in the list, clicking Edit , changing the name in the Edit
Name dialog box and clicking OK or changing the range of cells on the Edit Name dialog box . To delete a
name, select Namein thelist and click Delete .



Create a dependent drop-down list

The dependent drop-down list is alist of options that vary according to the options in the main drop-down list.
For example, when selecting Pizza in the drop-down list, the second dependent drop-down list will contain pizza
types. If you select Chinese, the options in the dependent drop-down list will contain different types of Chinese
dishes.

Before starting, go back to the previously created drop-down list and create a Favorit Food drop-down list if you
haven't already. Now we will create three more lists and name them. Enter a list for each option in the main
drop-down list, then name that list in Name Box and press Enter . Do the same for the remaining listings.

The names of other lists must match the options in the main drop-down list. For example, the list contains
cookies that will be named Cookies . The other two lists in the red box as shown below are named Pizza and
Chinese.
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Before creating the dependent drop-down list, select an item in the main drop-down list. Then, select the cell you
want to add the dependent drop-down list.
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Click the Data tab and then click Data Validation in the Data Tools section. Select List in the Allow drop-
down list . Enter the following text in the Sour ce box, replace” $ B $ 2 " with areference to the cell containing
your main drop-down list, but remember to keep the dollar symbols in the cell reference, which is an absolute
reference to that cell will not change even when copying or moving the reference formulato that cell.

1. These are the most basic functions in Excel that you need to understand
= INDIRECT ($B $2)

INDIRECT returns the reference specified with a text string, in this case the text from the selected option in the
main drop-down list in cell B2. For example, if you select Chinese from the main drop-down list, = INDIRECT
($ B $ 2) will return the Chinese reference. Therefore, the second drop-down list contains Chinese entries.
Then, click OK .
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The list in the Favorite Dish drop-down list in the example below changes depending on the selection in the
main Favorite Food drop-down list.
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Copy and d projectsthe drop- down list

To copy the drop-down list with data control to other cells, press Ctrl + C and Ctrl + V on the cell you want to
copy to copy the list and keep the format.



If you just want to copy the drop down list with data control but don't need to keep the format, select the cell you

want to copy and press Ctrl + C , then go to the Home tab and click Paste in the Clipboard section, select
Paste Special .

1. 10 waysto use the Paste feature in Excel
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On the Paste Special dialog box, select Validation in the Paste section, then click OK .

Paste
(:]I&II IDI-':.II using Source theme
I:::I Eormulas I:::I All except borders
(:}Ealues I:::I Column widths
I:::I Formats C:I Formulas and number formats

ICI Values and number formats

All merging conditional formats

Cperation
Mone Multiply
Add Divide
Subtract
|:| Skip blanks DTranspnsg
Paste Link

=

Cancel




Note: You must be very careful when working with the drop-down list in Excel. When copying a cell that does
not contain a drop-down list to a cell that contains a drop-down list, thislist will be lost. Excel does not display a
notification about the operation, but you can still undo it by pressing Ctrl + Z.

Select all cells containing the drop- down list

Because the arrow button is not displayed on the drop-down list unless the cell is selected, it is difficult to know
which cell contains the drop-down list. You can apply different formats to the cellsin the drop-down list for easy
distinction. But first you need to find all the drop-down lists. Thereisaway to select al the cells that contain the
drop-down list. First, select a box containing the drop-down list, go to the Home tab and click on Find & Select
in the Editing section, then select Go To Special .
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On the Go To Special dialog box, select Data Validation . All option under Data Validation will select all
cells that apply data control rules. The Same option selects only the cells in the drop-down book using the same
data control rules as the selected cell.

Select the option that fits your data, here select All because the drop-down list uses different rules, then click
OK .
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Two drop-down lists are selected.
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Y ou can now format these cells to distinguish them from other cells.



Theway to make an arrow in the drop-down list always appears

The arrow buttons on a drop-down list will disappear when no cells are selected. We will solve this problem by
adding the arrow button permanently to the right of the drop-down list.

To create an arrow that always appears in the drop-down list, take a screenshot containing the arrow in the list,
then take the arrow, insert the image into the box to the right of the drop-down list, so you will see Arrow button
even if you don't select the drop-down list. When selecting the drop-down list, the arrow button will appear on
the inserted image.

To start, download the dr op-down-arrow.png arrow file (right-click on the link and select Save link as). Then,
select the box to the right of the drop-down list and go to the I nsert tab.
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Click IHlustrations and select Picture.
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On the Insert Picture dialog box, navigate to the location of the downloaded file above and select the file, then
click Insert .

« v <« Documents * Images v 0 Search Images »r

Organize + Mew folder = [ @

MName Date Type

# Quick access

[ Desktop

* Downloads
Documents
[&] Pictures

L. Google Drive
& iCloud Drive

@ drop-down-arrow.png AT 11:21 PM PNG File

iPhoneHacksArticles
Thoughtcohrticles
TrendblogArticles
MUOArticles

OO O SO O O T ¥

[ <

el | >

File name: drop-down—arrow.png| V| |Ati Pictures (*.emf*.wmf*jpg” V|

Tools - | Ingert |v | Cancel |

1

Theimage isinserted to the |eft of the cell.



avtcSave GBID H © - DropdownLlists.xdsk - Saved to OneDrive ~

Insert Page Layout Review View Developer Q Tell
% Calibri P = [ E EJ-“ General - @Conditiona]hrmz

e By - o - o $ - % » [FFormatasTable~
et e (BIU-|EH-|O-A-EEEEEB-|gn (7 Cell Styles -
Clipboard Font [ Alignment ' Number Styles
c2 v 5

A B [ D | E | F G H 1
= - —
2 |Favorite Food Pizza = op .lFa.\mrite Dish All Meat
3
4
5 -
6
]
8
2]
10
11
12|
22 | - - ! . . . ! 1

Sheet] | sheet2 | sheets | (@ i s

Ready Mumlock 0

Delete a drop- down list in a cell

To delete the drop-down list in a cell, select that box and open the Data Validation dialog box (go to the Data
tab and click Data Validation in the Data Tools section), click the Clear All button . The options on the Data
Validation dialog will be set to the default value, then click OK .
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The drop-down list has been deleted and the box will be restored to its default format. If there is an option
selected when deleting the drop-down list, that cell will be entered with the value of that option.
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If you don't want to save any value when deleting the drop-down list, you can copy the blank cell and pasteit in
the box that contains the drop-down list, which will be deleted.

See also: Summary of expensive shortcuts in Microsoft Excel

Y ou finished reading the article "How to create a drop list in Excel 2016" edited by the TipsM ake team. We
hope this article has provided you with many useful tech tips and tricks. Y ou can search for similar articles on
tips and guides. Thank you for reading and for following us regularly.
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