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Creating the Drop Down List in Excel
1. Select the cell or range of cells where you 2. GotoData->DataTools -> Data
want the drop-down list to appear (C2 in Validatio
thls example)° FORMULAS REVEW  VIEW  DEVELOPER
A B C . .
= [&] Connectians 8| 7 Clear LT = |
1 Dmp Down Ifems © Properties Ll Y Reapply EE E‘ E*a =9 a
resh 7 Set  Filter ’ Tetto Flash Remove| Data  [onm
2 I One I+ o EctLinks H Whdvanced  Columns  Fil - Duplicete] Validation -
3 Two Connections Sort & Filter Data Tools
4 Three
5 Four
5 Five
3. Inthe Data Validation dialogue box,
within the settings tab, select ‘List’ as 4. InSource field, select the cells which
Validation Criteria. have the items that you want in the drop
Drata Validation 7 > doWn.
Input Message  Error Alert . _D_rge_i)_a;;n_r_h_em_s e, ¢ b E F
validation criteria 2 One
3 Two
Allowe: 4 Three Data Validation 7 x
| M| | lgnare blank 5 Four
Data: [=] In-cell dropdown g Five Settings  Input Message  Error Alert
betwesn g Validation criteria
9 Allow:
Source: 10 List | 2 1gnere blank
=5 1; Data: [ In-cenl dropdown
13 between
14 Source:
15 =5AS2:5A56] B3
Apply these changes to all other cells with the same settings g
18
Clear All Cancel ég APl o <
21 Clzar Al cancel

22

5. Click OK.
Now, cell C2 has a drop-down list which shows the items names in A2:Aé6.

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

c2 - fx
A B C

1 |Drop Down Iftems

2 One s

] Two

4 Three

5

G
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Five

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

] people.txt - Notepad — [} =
File Edit Format WView Help

Name,Surname,Age,POB -~
Abigail Walker ,67 ,London
HNAiden, Thomas ,58,MNew York
Aldlexander ,Garcia, 24 Washington
Amelia,King,23,Paris
Aubrey,Nelson,28 ,Warsaw
PAva,Clark,27 ,Berlin

Dovery ,Sanchez 45, London
Benjamin,Anderson,25 ,Berlin
Charlotte,Hall,56 Warsaw
Chloe,Baker ,57 ,MNew York
Daniel Wilson,29,.Berlin
Dawid, Jackson ,41 ,Washington
Elijah,Martinez,35,Berlin
Elizabeth,Wright,6d4,MNew York
Ella,Green,327,London

Emily , Robinson,41 ,Paris
Emma , Lope=z, 28 ,Warsaw
Ethanmn,Miller ,28 ,Berlin
Ewvelwn,Scott,32,MNew York
Harper ,Young,&62 ,Washington

3. Select cells from Al 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.

Convert Text to Columns Wizard - Step 1 of 3 ? x

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Next, or choose the data type that best describes your data.
Original data type

type that best describes your data:
d; - Characters such as commas or tabs separate each field.

@

O Fixed width - Fields are aligned in columns with spaces between each field.

Preview of selected data:

ame, Surname, Age, POB ”
Bbigail,Walker, §7,Londen

Riden, Thomas, 58, New York

plexander,Carcia, 34, Washington

pmelia,King, 33, Paris v

fer o [eo [

Cancel FEinish

2. Paste the copied data into cell Al.

A E
Mame, Surname, Age POB
Abigail,walker, 67, London
Adden, Thomas, 58, New York
Alexander,Garcia, 34, Washington
5 |lAamelia,King,33,Paris
& |Aubrey.Melson,28,Warsaw
7 |Aawva,Clark, 27 . Berlin
8
=]

oW

Avery,Sanchez, 45, London
Benjamin,Anderson,25,.Berlin
10 |Charlotte,. Hall,56,Warsaw
11 |[Chloe,Baker,57, New York
12 |Daniel, Wilson,39,.Berlin
13 |David,Jackson,41,Washington
14 |Elijah,Martinez,35,Berlin
15 |Elizabeth,wright,64,New York
16 |Ella,Green,327.London
17 |Emily,Robinson,41,Paris
12 [Emma,Lopez, 20, Warsaw
12 |Ethan,Miller.20.Berlin
20 |Evelyn,Scott,32,New York
21 |Harper,Young, 63, Washington

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

text using a delimiter that is used to separate

each word.

Click Next.

Convert Text to Columns Wizard - Step 2 of 3 ? X

This screen lets you set the delimiters your data contains. You can see how your text is affected
in the preview below.

Delimiters
[ 1ab
[1 Semicolon DT[eat consecutive delimiters as one
.
Text gualifier: ~

[ space
[ other
Data preview

ame Burnzme Bge [FOB A
pbigail alker 7 [London
piden fhomas g ew York
Plexander [Farcia 4 flashington
pmeliz Eing 3 [Paris v

Cancel < Back Einish

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
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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.

Convert Text to Columns Wizard - Step 3 of 3 ? *

This screen lets you select each column and set the Data Format.

Column data format

@ General .
‘General’ converts numeric walues to numbers, date values
O Text to dates, and all remaining values to text.
O Date: |YMD e Advanced...
O Do not import column [skip}
Destination: | §4%1 =5
Data preview
cncral rzencral
Hame [FOBR ~
Bbigail [London
piden ew York
Blexander ashington
pmeliz i 33 Faris L
< >
Cancel < Back FEinish__|

Click Finish to separate data.

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

Mame
Abigail
Aiden
Alexander
Aamelia
Aubrey
Ava
Avery
Benjamin
Charlotte
Chloe
Daniel
David
Elijah
Elizabeth
Ella
Emily
Emma
Ethan
Evelyn
Harper

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

:éﬁl:;l :]__:I'::% H';H AutDSur‘n - E? p

I Fill ~
Sort & Find &
6) Clear~ Filter = Select =

Inzert Delete Format

- - -

Cells Editing L}

2. Click Go To Special.

Find...

3 Replace..

— Go To..

Go To Special...
Formulas L\\)
Motes

Cenditional Formatting
Constants

Data Validation

Select Objects

B &

Selection Pane...

E =
Surname Age
Walker
Thomas
Garcia
King
Nelson
Clark
Sanchez
Anderson
Hall
Baker
Wilson
Jackson
Martinez
Wright
Green
Robinson
Lopez
Miller
Scott
Young

D
POB
67 London
58 New York
34 Washington
33 Paris
28 Warsaw
27 Berlin
45 London
25 Berlin
56 Warsaw
57 New York
39 Berlin
41 Washington
35 Berlin
64 New York
37 London
41 Paris
20 Warsaw
20 Berlin
32 New York
63 Washington


https://excel.officetuts.net/en/training/data-types
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3. Select Blanks and click OK. Excel selects the blank cells.
A B c D E E G
Go To Special ¥ o 1 |ID |Question1 Question 2 Question 3 Question 4 Question 5
2| 1NO YES NO NO NO
3 2(nD NO NO NO NO
select S I —
() Comments () Row differences 5| alves NO NO NO NO
() Constants () Column differences 6 SIYES YES YES NO NO
7 6{NO YES NO NO
() Formulas () Precedents s 7o VES VES NO VES
Mumbers Cl Dependents 9 8|YES YES NO NO YES
Teut Direct only 10|  9|YES NO NO NO
_ 11| 10|NOD YES NO YES YES
Logicals All levels 12J 11|NO YES NO YES
Errars I:::I Lait cell 13| 12|NO YES NO YES YES
(®iBianks! () visible cells anly =
() Current region () Conditional formats
O Current array O Data validation
() Objects All
Same
Cancel
4. On the Home tab, in the Cells group, click Delete.
T — | O3 S AutoSum + A
e | x| ] = by O
ill =
Inzert  Delete Format Sort & Find &
- - - &’ Clear~ Filter = Select -
Cells Editing
5. Click Delete Sheet Rows.
B Delete Cells...
%E Delete Sheet Rows
LL” Delete Sheet Columns
EE: Delete Sheet
Result:
A B . C . D . E | F .
1|ID _|l1ue5tinn 1 Question 2 Question 3 Question 4 Question s
2 1|{MNO YES MO MO MO
3 | 2[NQO NO MO MO MO
4 4|1¥ES MO MO MO MO
5 | S|YES YES YES MO MO
6 FIMNO YES YES MO YES
7] B[YES YES MO MO YES
8 | 10[NO YES MO YES YES
S | 12(NO YES MO YES YES
10
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