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How to create drop down listsin Excel

How to create drop down listsin Excel. To limit the typing of misspelled data and the same information but the
datais not identical due to the person entering at uppercase, sometimes lowercase or extra spaces that make the
statistics error, Therefore, when designing a data entry, every employe

However, not all users know how to create drop down listsin Excel.

Create an Excel drop down list

The steps to create adrop down list are as follows:

Step 1: Create an optional content list.
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Step 2: Select acell or arange of cells for your drop-down list with the same drop-down list content.
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Step 3: On the Datatab (1) , click Excel Data Validation (2) .
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Step 4: The Data Validation window appears, on the Settings tab , follow these steps:

1. Inthe Allow box , select List .
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2. Inthe Source box : enter the location of the areain which you create the drop-down list.
3. Select the checkmark in the In-cell dropdown box.
4. Select Ignore blanksif you want to allow usersto leave the box blank. And do not choose if not allowed.

Click OK and you're done!
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Apply these changes to all other cells with the same settings

Clear All Cancel

Theresult you get isasfollows:
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Note: in Step 4, in the Source section,you can enter the options that you want to appear in your list of options
separated by commas for similar results.
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Copy and paste the drop down list

If you accidentally selected the drop-down list areain step 2, you can copy the drop-down list following the
steps below.

Step 1: Select the cell containing the drop-down list and press Ctrl + C to copy.

4 Tén Gidi tinh Phong ban
5 |Nguyén vin A -] Gl +C

6 |[Pham Thi M

7 | Tran Kim C

8

Step 2: If you want to copy both the drop down list and the format of the original cell, just select the cell to be
copied and press Ctrl +V to copy.
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Step 3: If you just want to copy the drop down list and do not include the original format. After copying in Step
1, select the cell to copy thelist, right-click and select Paste Special .
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Paste Speacial window appears, select Validation and then click the OK button .
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How to select cells containing drop-down lists

Select all the cells containing drop down lists

Because the arrow button does not show on the drop-down list unless that cell is selected, it is difficult to know
which cell contains the drop-down list. Y ou can apply different formats to the cellsin the drop down list for easy
distinction. But first need to find all the drop down lists. Thereisaway to select all cells containing drop down
lists. Select the Home tab (1) and click the arrow under Find & Select (2) in the Editing section, then select Data
Validation (3) .
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Results of the cells containing the drop down list selected:
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Select the cells containing the same drop down list

With the above method, you can select entire drop down lists, but to select cells containing the same drop down
list, follow these steps:

Step 1: Select acell containing the drop-down list, select the Home tab (1) and click the arrow under Find &
Select (2) in the Editing section, then select Go To Specid . (3) .
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Step 2: On the Go To Specia window, click the check box as below and then press the OK button .
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Asaresult, only the cells containing the drop-down lists like the ones selected in Step 1 are selected:
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Delete a dropdown list in one cell

To delete the dropdown list in acell, select the cell and go to the Data tab (1) and click Data Validation (2) in the
Data Tools section .
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Validation window appears, click the Clear All button .
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The options on the Data Validation dialog box will be reset to the default values, then click OK .
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So the selected cell will delete the drop down list:
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Above, Software Tips guide you how to create drop down listsin Excel. Good luck!

Y ou finished reading the article "How to create drop down listsin Excel" 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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