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| nstructions on how to create drop down lists or
drop-down listsin Excel

The input in Excel will take time when you have to type the same content over and over again. This article
details how to create adrop down list or adrop-down list in Excel.

Y ou do the data entry on the warehouse or in aworking unit, the data entry will take time when you have to type
the same content over and over again. The following article guides in detail how to create a drop down list or a
Drop-down List in Excel.

For example, want to inventory the number of textbooks of Cam Tay Secondary School. Usually you enter the
entire content. But when you have a list when importing textbooks, including titles and authors, you only need to
create adrop-down list for the title and author columns to minimize the input process:

- Create Drop-down List for column title and author
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- The data to create the Drop-down List is taken from the Book _document sheet with the corresponding column:
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To create a Drop-down List for atextbook column, follow these steps:

Step 1. Select the data area you want to create Drop-down List -> on the Data tab -> Data Validation -> Data
Validation .
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Step 2: The Data Validation dialog box appearsin the Allow pricelist option:
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Step 3: After selecting the type of list, scroll down to Sour ce, click the arrow to select the data set in the Dr op-
down List:
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Step 4: Click the down arrow and move down the Book_document sheet to get the data to create Drop-down
List:
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Step 5: Select the data area placed in the Drop-down List, for example, here take the data in the Name column :
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Step 6: After making your selection click OK:
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The result when you click a cell in the title column -> Drop-down List 1 drop down list for you to choose,

instead of entering the content you just need to click on avaue in the Drop-down List:
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In the same way, you create a Drop-down List for the Author column:
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In case the content you want to create in the Short Drop-down List , you can enter the content directly in
Sour ce:

Bookl - Excel Sign in
File Home Insert  Pagelayout Formulas Review View Team @ Tellme
E EE|
Get External  [ley Refresh Sort Filter Text to Nhat-If Forecast Outline
Data~ Query All [E}CILImm Analysis~ Sheet Z
Get & Trans...  Connections Sort & Filter Data Tools Forecast A
c7 = Fx
A B C D E F G -
1
2 Data Validation ? *
= B‘ Setti Input Message  Error Alert THCS CAM TAY
4
s ValidationSyiteria
3 Allow: o = =
6 ST . = lgnore blank Don gia | Ghichu
7 1 Data: ln-cell dropdown
g 2 between 3%
Source:
2 3 Toan, Vin, Anh +
10 4
11 | 5
12 6 Apply these changes to all other cells with the same settings
165 7 Clear &l Cancel
s o T T T T hd
oow ThuThuatPhanMem.vn
Enter B oo +

Attention:

In some cases, it isimpossible to use the Data Validation feature due to one of the following reasons:
- Drop-down List cannot be created from a sheet linked to Office SharePoint tools.

- Your Excel file has a security mode such as setting a password .

The above is a detailed guide on how to create drop down lists or drop-down listsin Excel. Good luck!

Y ou finished reading the article "I nstructions on how to create drop down listsor 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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