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Introduction

 You can help users to enter accurate and

appropriate information into worksheets with Excel’s

Data Validation feature.

 Data validation can restrict the type of information

that is entered in a cell and can provide instructions

for the user on entering information.
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Data Validation Allow Options

In data validation dialog box we
have different tools for different
purposes.

 Using the list option, you might want

to restrict the (or select from list of)

birthplace entries, for the cities from

your country Again using the list

option, you can restrict class entries

to allow only specific classes.

 Using date option, you might want to

restrict the birth date entries,

between two dates

 Again using date option, you might

want to restrict the birthdate entries.

You can allow registering only the

people who are 18 or older.
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Data Validation : Input Message

 You can enter a title and an input message that will

be displayed when you select the cell(s) in the range.

If you clear the check box, Input Message will be

disabled.
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Data Validation : Error Alert

 You can also enter a title and an

error message that will be

displayed when someone enters

an incorrect value. There are

three options; Stop, Warning, and

Information in the Style drop

down menu.

 Stop: Prevents you from entering an

incorrect value.

 Warning and Information: displays the

error message and asks if you are sure

or not. If you say OK, it’ll accept the

value.
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 You can enter a title and an error message that will be displayed
when you enter incorrect value. If you clear the check box, Error

Message will be disabled.



Allow Options : List7

 Data validation allows you to control exactly what a user

can enter into a cell. In our example, we can use data

validation to ensure that the user chooses one of the three

possible shipping options. To make things even easier, we

can insert a drop-down list of the possible options.

 This kind of data validation allows you to build a powerful,

fool-proof spreadsheet. Since users won't have to type in

data manually, the spreadsheet will be faster to use, and

there's a much lower chance that someone can

introduce an error.



Allow Options : List8

1. Select the cell where you want the drop-down list to

appear. In our example, that's cell B2 on the Student

worksheet.

2. On the Data tab, click the Data Validation command.



Allow Options : List9

3. A dialog box will appear.

Under the Settings tab,

✓ In the Allow: field, select List.

✓ In the Source: field, type the

equals sign (=) and the name of

your range, and then click OK. In

our example, we'll type:

=GradeBook!$B$5:$B$30.



Allow Options : List10

4. Select cell B2 and click over

down arrow at the bottom-right

corner of the cell. Then select a

student.



Allow Options : Date11

Restrict to a Specific Date Range

With data validation, you can require dates in a cell, and specify

which dates are valid. To set a specific date range, follow these

steps:

1. Select the cell where you want the data validation applied(C2).

2. On the Ribbon, click the Data tab, then click Data Validation.

3. From the Allow drop down, select Date.



Allow Options : Date12

4. A dialog box will appear. Under the Settings tab,

✓ In the Allow: field, select Date.

✓ In the Data drop down, select one of the operators, such as Greater Than, or

Between.

✓ Depending on the operator you selected, Start Date and/or End Date boxes

will appear.

✓ Type a date in the Start Date and/or End Date boxes, OR refer to a

worksheet cell that contains the start or end date.



Allow Options : Date13

5. (optional) Add an Input Message, to explain the data

validation rule when the cell is selected.

6. (optional) Change the Error Alert setting, so it shows a message,

or warns users about invalid data.

7. Click OK, to close the dialog box.



Allow Options : Date14

8. Select the cell and see the Input Message.

9. Enter an incorrect date and see the Error Alert.



Allow Options : Date

Restrict to a Dynamic Date Range

Instead of setting a specific date range, you can create a

dynamic range. In this example, a formula is used in the date box,

to allow only dates within a specific number of days from the

current date.

 Type a formula in the Start Date and/or End Date boxes, using

the TODAY function. For example,
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To set the earliest start date

allowed as 60 days prior to the

current date:

=TODAY()-60

To set the latest start date allowed
as 60 days after the current date:

=TODAY()+60



Allow Options : Date16

Prohibit Weekend Dates

Prevent entry of dates that fall on Saturday or Sunday. The

WEEKDAY function returns the weekday number for the date

entered, and values of 1 (Sunday) and 7 (Saturday) are not

allowed.

1.Select the cell.

2.On the Ribbon's Data tab, click

Data Validation.

3.On the Settings tab, from the

Allow drop down, choose:

Custom

4.For the formula, enter:

=AND(WEEKDAY(B2) <> 1, WEEKDAY(B2) <> 7)



Allow Options : Whole number17

 You can restrict an

entry to a number

range.

1. Select the cell(s) where

you want add data

validation.

In our example, that's
cell range C5:H30 on

the Student worksheet.

2. On the Data tab, click

the Data Validation

command.



Allow Options : Whole number

3. A dialog box will appear. Under the Settings tab,

✓ In the Allow: field, select Whole number.

✓ In the Data drop down, select Between.

✓ Type minimum and maximum value ranges.

18



Allow Options : Whole number

4. Under the Error Alert tab,

✓ In the Style: field, select Stop

✓ In the Title: field, type Input Error!

✓ In the Error Message, type Grade range : 0-100
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Allow Options : Whole number20

5. Type a value out of range (like 150) and see the Input Error.



Allow Options : Text length21

 You can limit characters length in a cell.



Allow Options : Custom (Part 1)

 This example teaches you how to

use data validation to prevent users

from exceeding a budget limit.

1. Select the cells in range of B2:B8.

2. Open Data Validation from the

Data Tab.
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Allow Options : Custom (Part 1)

3. In the Settings tab, you can enter validation criteria.

 =SUM($B$2:$B$8)<=100

4. In the Error Alert tab, you can enter a warning text.

Style : Stop

Title : Budget Limit Exceeded

Error message : You cannot exceed your budget limit of
$100
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Allow Options : Custom (Part 1)24

 Now, when you exceed the limit you will get a error

message as we defined.



Allow Options : Custom (Part 2)

 This example teaches you how to use data validation

to prevent users from entering incorrect product codes.

1. Select the range A2:A15.

2. On the Data tab, click Data Validation.
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Allow Options : Custom (Part 2)

3. In the Allow list of Settings tab, click Custom.

4. In the Formula box, enter the formula shown below and click

OK.

=AND(LEFT(A2)="C",LEN(A2)=4,ISNUMBER(VALUE(RIGHT(A2,3))))
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AND function has three arguments.

 LEFT(A2)="C" forces the user to start with the

letter C.

 LEN(A2)=4 forces the user to enter a string

with a length of 4 characters.

 ISNUMBER(VALUE(RIGHT(A2,3))) forces the

user to end with 3 numbers.

 RIGHT(A2,3) extracts the 3 rightmost

characters from the text string.

 VALUE function converts this text string to a

number.

 ISNUMBER checks whether this value is a

number.



Allow Options : Custom (Part 2)

5. In the Input Message tab,

 Write "Enter Product Code" for Title.

 Write "Start with the letter C followeb by 3 numbers!" for Input

Message.

6. In the Error Alert tab,

 Write "Incorrect Product Code" for Title.

 Write "Product codes should look like this : C609 or C372" for Error

Message.
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Allow Options : Custom (Part 2)

7. Enter an incorrect product code. Excel shows an error alert.
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Practice

 Open our practice workbook.

 Click the Customers tab in the bottom-left of the 

workbook.

 Apply a filter to show only Electronics and Instruments.

 Use the Search feature to filter item descriptions that 

contain the word Sansei. After you do this, you should 

have six entries showing.

 Clear the Item Description filter.

 Using a number filter, show loan amounts greater than or 

equal to $100.

 Filter to show only items that have deadlines in 2016.
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Solution30




