
 

Creating the Drop Down List in Excel 
 

1. Select the cell or range of cells where you 
want the drop-down list to appear (C2 in 
this example).

 

2. Go to Data –> Data Tools –> Data 
Validatio

 

3. In the Data Validation dialogue box, 
within the settings tab, select ‘List’ as 
Validation Criteria.

 

4. In Source field, select the cells which 
have the items that you want in the drop 
down.

 

5. Click OK. 

Now, cell C2 has a drop-down list which shows the items names in A2:A6. 

As of now, we have a drop-down list where you can select one item at a time (as shown below). 

 

To enable this drop-down to allow us to make multiple selections, we need to add the VBA code in the 
back end. 



 

The next two sections of this tutorial will give you the VBA code to allow multiple selections in the drop-
down list (with and without repetition). 

Convert Notepad Data to Excel 

 

1. To convert text directly from notepad, first, 

you have to open a text file, select the data and 

then copy it to the clipboard (Ctrl + C). 

 

2. Paste the copied data into cell A1. 

 

3. Select cells from A1 to A21 and 

choose DATA >> Data Tools >> Text to 

Columns. Text to columns tool will take data 

from one column and split it into multiple 

columns. 

 

4. In the first step choose Delimited. It will split 

text using a delimiter that is used to separate 

each word. 

Click Next. 

 

Because our data is separated by commas, use the Comma delimiter. In the data preview, you can see 

that the data is separated correctly. 

Click Next. 

https://excel.officetuts.net/en/training/windows-and-office-clipboard
https://excel.officetuts.net/en/training/splitting-text-using-text-to-columns-wizard


 

In the last step, you can choose which type of data the current column represents. In our case, we can 

choose General or Text. 

If you choose General, the numbers will be treated as numbers and the rest as text. 

 

If you choose text, all data will be treated as text. 

 

Click Finish to separate data. 

If you did everything correctly you should see the following result. 

 

 

Delete Blank Rows 

This example teaches you how to delete blank rows or rows that contain blank cells. 

1. On the Home tab, in the Editing group, click Find & Select. (or) ctrl +g 

 

2. Click Go To Special. 

 

https://excel.officetuts.net/en/training/data-types


 

3. Select Blanks and click OK. 

 

Excel selects the blank cells. 

 

4. On the Home tab, in the Cells group, click Delete. 

 

5. Click Delete Sheet Rows. 

 

Result: 

 



 

 

 

 

 


