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Intfroduction

You can help wusers 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.



Data Validation Allow Options

' Data Validation iwesl| |n data validation dialog box we
Settings | input Message | Exror Alert | have different tools for different
Validation criteria purp oSsesSs.

Allowy:

- i E_":ji'::zm = Using the list option, you might want

hole number [o:Testiicttheor seleci=trom st of

birthplace entries, for the cities from

Ter g ' your country Again using the list
option, you can restrict class entries

 Aoalthese chenges ol fher cells v he same s<fines to allow only specific classes.

o [

» Using date option, you might want to
restrict the Dbirth date entries,
between two dates

®» Again using date option, you might
want to restrict the birthdate entries.
You can dllow registering only the
people who are 18 or older.




Data Validation : Input Message

You can enter a fitle 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.

Show input message when cell is selected

When cell is selected, show this input message:
Title:

Input message:




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.

» Stops/ Prevents you from entering an
incorrect value.

= Warning and Information: displays the

rror message and asks if you are sure

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

Data Validation _

e x

Show error alert after invalid data is entered

When user enters invalid data, show this error alert:
Style: Title:
Stop |Z| Spelling Error
Error message:
Spell the word correctly!

Clear All

ou can enter a tfitle and an error message that will be displayed
hen you enter incorrect value. If you clear the check box, Error

essage will be disabled.



Allow Options : List

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 fo use, and
thepe's a much |lower chance fthat someone can
inffoduce an error.




Allow Options : List

. 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.

File Home Insert Page Layout Formulas Data Review View Power Pivot Q Tell me what you want to do

= [ Show Queries r [=] Connections | H Clear ¥ Flash Fill B+a Consalidate |
I L& d Bk
efresh

From Table Properties Reapply E‘H Remove Duplicates Relationship
Get Bternal - New = ' 7| Sot Filter (325 - P I
Data ~ Query ~ D@ Recent Sources All~ Edit Links L Y Advanced Columns =@ Data Validation ~ @I Manage Dat
Get & Transform Connections Sort & Filter Data Tools

Data Validati
B2 T fe || VeneraHoxha ata Validation

Pick from a list of rules to limit the

E F G type of data that can be entered in a
] ] ] cell.
GRADEBOOK For example, you can provide a list
of values, likel, 2, and 3, or only
allow numbers greater than 1000 as
wvalid entries.
Venera Hoxha @ Tellme more

2

3 Assignment % Point

4 | Exam 1 20% 60

5 | Exam 2 20% 76

6 | Quiz 1 10% 91

7 | Quiz 2 10% 70

8 | Homework 20% 89

9 | Activity 20% 74

10 |

11 Average Score 75.9

12 Average Mark 4

13

Grade

s T



Allow Options : List

E

. A dialog box will appear. A : c : : .
Under the Settings tab, GRADEBC

-

‘/ ine ° 5 |ASSIGNMENT DATE | 08.02.2017 | 15.05.2017 | 01.022017 | 08.05.2017
|n The A"OW. fleld' SeleCT LISt' 3 |ASSIGNMENT PERCENTAGE |  20% 20% 10% 10%
5 EY Class B3 c--d-- ™ Examif] Exam2 Bl Ouiz1 B quiz2 K
v I’ the Source: field, type the i [ Adonimretocer | &1 o5 1
o Era 6 | 10A Altina Jashari 87 84 73 77
eC]UC”S Slgﬂ (_) Oﬂd The name Of 7 | 104 Art Alili E 59 77 96 92
your rOnge Ond Then C“Ck OK |n g | 10A Blerina Morina [ 80 86 91 64
r : 9 | 10A Drilon Sylejmani 65 96 100 94
our xample, we'll TypeI 10| 10A Elina Sharri 100 55 93 62
11| 10A Kushtrim Haziri 57 89 97 81
— ° i
_Grq eBOOK!$B$5°$B$3O' 12| 10A Venera Hoxha 60 76 91 70
13| 10A Vigan Mustafa 97 78 95 100
Data Validation . ’ &u 14} 108 At Dushl o 2 0 o0
15| 10B Aulona Retkoceri [ 72 93 86 63
: 16| 10B Binak Gjonbalaj | 100 66 84 76
Settings | Input Message | Error Alett | 17| 108 Edlira Miftari e 64 63 80
Validation criteria 18 Marson Jakupi I 98 74 73 95
Allow: 9| 10B Yl Zajmi 55 67 91 59
= ! 20| 10B Yllza Sulejmani 73 66 80 68
. :
| List Ignore blank 21| 108 Zyber Zogaj . o5 100 76 67
Data: In-cell dropdown 22| 10C Aulona Begjri 84 79 65 73
|between IZ| 23| 10C Blerant Jusufi 74 59 63 74
24| 10C Dardan Selmani 100 70 95 60
LSS 2 25| 10C Ejona Jusufi 79 87 100 77
| =GradeBaok!SB35:5B530 (2] 26| 10C__ | Florent Shala | 84 83 82 60
27| 10C Gresa Ajeti 59 75 72 72
28| 10C Rrita Zogaj 77 86 99 100
29| 10C Vesa Ferizi 76 88 79 75
[] Apply these changes to all other cells with the same settings | 30| 10C Y1l Hasani 64 70 94 77
] 31|
— l - I [ — GradeBook || Student | ®




Allow Options : List

Select cell B2 and click over
down arrow at the bottom-right
corner of the cell. Then select @
student.

Art Dushi

.

Art Dushi
Aulona Retkoceri

Marson Jakupi
¥l Zajmi

Einak Gjonbalaj

m

Yllza Sulejmani
Zyber Zogaj il
Quiz 2 10% 60
Homework 20% 64
Activity 20% 76
Average Score 70.2
Average Mark 4

Student

| GradeBook




Allow Options : Date

estrict to a Specific Date Range

ith data validation, you can require dates in a cell, and specify
hich dates are valid. To set a specific date range, follow these
teps:

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.

File Home Insert Page Layout Formulas Data Review View Power Pivot '-;-' Tell me what you want to do :

4

B F [El Show Queries |_|rb, [=] Connections Al - Y Clear E’E [Z" Flash Fill B+8 Consolidat ]
Dme Table Properties Reapply B-E Remove Duplicates Relationshi

Get Bxternal  New Refresh z] Sert Filter Text to !

Data~ Query ~ D{u) Recent Sources All - Edit Links b Yo Advanced Columns 58 =% Data Validation - @ Manage Dat

Get & Transform Connections Sort & Filter Data Tools
Data Validation
c2 S Je
Pick from a list of rules to limit the -
A B C D E E type of data that can be entered ina
cell. |

G RAD E B 0 ‘ For example, you can provide a list :
of values, likel, 2, and 3, or only
allow numbers greater than 1000 as
: : valid entries,

ASSIGNMENT DATE
ASSIGNMENT PERCE\TAGE 2004 2094 1094 10%

'l Class ﬂ Student ﬂ Exam 1 ﬂ Exam 2 ﬂ Quiz 1 ﬂ Quiz2 B Homework B Activity ﬂ i
10A  : Adonita Retkoceri : ' ' : : :

e Tell me more




Allow Options : Date

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

v In the Allow: field, select Date.
v In the Data drop down, select one of the operators, such as Greater Than, or

Between.
v Depending on the operator you selected, Start Date and/or End Date boxes
will appear.
v/ Type a,date in the Start Date and/or End Date boxes, OR refer to a
Workyée’r cell that contains the start or end date.
Settings | Input Message I Error Alert | -. settings | Input Message I Eungdled | |
Validation criteria 1' Validation criteria L
Allowe j Allow: '
Date IZI [¥] 1gnore plank "4 Date IEI [¥] Ignore blank i
Data: ' Data: _!
between u between IEI ;
i Start date: i
ot pewser |
not equal to End date: |
%]
|: ﬁersesagﬁgﬁhgpezrui?tlgl to her cells with the same settings J |:| Apply these changes to all other cells with the same settings -
! !
o [cma |} o] o |




Allow Options : Date

(optional) Add an Input Message, to explain the data
validation rule when the cell is selected.

(optional) Change the Error Alert setting, so it shows a message,
or warns users about invalid data.

/. Click OK, to close the dialog box.

Data Validation a8 ! Data Validation & & |

Settings | Input Message | Errar Alert | | Settings | Input Message | ..... E rrorAIert
ghnwinputmessage when cell is selected ghnw error alert after invalid data is entered
When cell is selected, show this input message: When user enters invalid data, show this error alert:
I Title: | | Style: Title:
Warning : stop |E| Input Error!
Input message: Error message:
Date value must be between 01,09,2016 - 01.06,2017 - ' Date must be between -
| = 01.09.2016 -01.06.2017
(%)
Clear Al | ok || cance |[} Clear Al




Allow Options : Date

Select the cell and see the Input Message.

Enter an incorrect date and see the Error Alert.

2

1

7 |ASSIGNMENT DATE

= | -

3 |ASSIGNMENT PERCENTAGE 20 Warning

Drat | i

'8 Class B Student Bl Exa h:;;i::nmus
5 | 10A Adonita Retkoceri 8| 01.09.2016 -
'6 | 10A Altina Jashari e

y | Fi B C o
[ )
1
2 |ASSIGNMENT DATE 01.05.2015
3 |ASSIGNMENT PERCENTAGE z‘gfarnin? 10
t t
'S Class B Student Bl Exa h: ;;::nmus - »
5 | 10A Adonita Retkoceri 8| 01.09.2016 - | g
6 | 10A Altina Jashari - 1 7
7 | 10A Art A i : 2
8 | 10A Blerif Pyt Error -
9 | 10A Drilof
10| 10A Elir‘lal @ Date must be between 01.09.2016 - 01.06.2017
11| 10A | Kushf
Ret Ca I Hel
12| 10A | Vend ety ] [ Conca | | e



Allow Options : Date

estrict to a Dynamic Date Range

Instead of sefting a specific date range, you can create a
ynamic range. In this example, a formula is used in the date box,

current date.

Data Validation | B S|
Settings | Input Message | Error Alert |
Walidation criteria
Allow:
Date IZI [¥] 1anare blank
|
1 Data:
between IZI
Start date:
=TODAY]-60 B
End date:
~TODAY]) =60 B
Apply these changes to all other cells with the same settings

o] [ome

o adllow only dates within a specific number of days from the

- Type a formula in the Start Date and/or End Date boxes, using
the TODAY function. For example,

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 : Date

rohibit Weekend Dates

revent entry of dates that fall on Saturday or Sunday. The
WEEKDAY function returns the weekday number for the date
enfered, and values of: 1 (Sunday): and 7 (Saturday) are not
allowed.

Data Vaiidation MMM i3 1 .Select the cell.

setings | ngut Message | Eros e | . 2.0n the Ribbon's Data tab, click
Data Validation.

3.0n the Settings tab, from the
Allow drop down, choose:
Custom

Validation criteria
Allowe:

Custom |Z| Ignnre blank
Data:

between IEI

Farmula:
= AND(WEEKDAY(B2) <> 1, WEEKDAY(BZ) <> 7)

4 For the formula, enter:

Apply these changes to all other cells with the same settings

o] [ ]

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




Allow Options : Whole number

YOU an resTrlCT Gn UetD:T:::nal Qr::g.D@Re(entSourcs Hi[fh Edit Links Al sot e Y Advanced CLT]:rr:SEV@DataValidation = @I Manage
Get & Transform Connections Sort & Filter Data Tools E
enfry 10 a number s A
©
range.

GRADEBOOK

1
s SeleCT The Ce” (S) Where 2 |ASSIGNMENT DATE 08.02.2017 | 15.05.2017 | 01.02.2017 | 08.05.2017 19.01.2017 | 28.05.2017
yo U WO n-l- O d d d O -I-O 3 |ASSIGNMENT PERCENTAGE 20% 20% 10% 10% 20% 20%
4
e ) 5 Adonita Retkoceri
V O | | d O Tl O ﬂ o 6| 10a Altina Jashari 87 84 73 77 100 66
7 | 10a Art Alili 59 77 96 92 55 60
| 8 10A Blerina Morina 80 86 210 64 T 67
| n O U r eXO m p | e 5 'I'h O'I' S g | 10A Drilon Sylejmani 65 96 100 94 57 91
10| 10A Elina Sharri 100 55 93 62 90 93
. 11| 10A Kushtrim Haziri 57 89 97 81 86 89
Ce” r nge C5. H30 On 12| 10A Venera Hoxha 60 76 91 70 89 74
13| 10A Vigan Mustafa 97 78 95 100 94 91
'I'he ‘I'Uden‘l' WorkShee'I'. 14| 108 Art Dushi 59 87 70 60 64 76
15| 10B Aulona Retkoceri 72 93 86 63 74 67
16| 108 Binak Gjonbalaj 100 66 84 76 84 65
1 17| 10B Edlira Miftari 64 64 63 80 56 61
] O Th e Dqtq TO b 4 C I | C k 18| 10B Marson Jakupi 98 74 73 95 80 90
° ° 19| 108 Yl Zajmi 55 67 91 59 88 74
'I'h Dq'l'q Vqlldqhon 20| 108 Vilza Sulejmani 73 66 80 68 85 75
21| 108 Zyber Zogaj 95 100 76 67 63 61
C m m O n d 22| 10C Aulona Begjri 84 79 65 73 74 98
2 23| 10C Blerant Jusufi 74 59 63 74 87 56
24| 10C Dardan Selmani 100 70 95 60 100 76
25| 10C Ejona Jusufi 79 87 100 77 55 91
26| 10C Florent Shala 84 83 82 60 05 73
27| 10C Gresa Ajeti 59 75 72 72 90 97
28| 10C Rrita Zogaj 77 86 99 100 100 90
29| 10C Vesa Ferizi 76 88 79 75 79 81
30| 10C Yl Hasani 64 70 94 77 88 97
31 |

Grades Student

T LE NN T LE NN T s e




Allow Options : Whole number

A dialog box will appear. Under the Settings tab,
v In the Allow: field, select Whole number.

v In the Data drop down, select Between.

v Type minimum and maximum value ranges.

Bata Vahdat o m S|
da »

Settings | Input Message I Error Alert |

“alidation criteria

Allow:
Whaole number E Ignore blank

Data:

between IZI

Minimum:

0

Maximum:
100

Apply these changes to all other cells with the same settings

Clear All

| ok || Ccancl




Allow Options : Whole number

4. Under the Error Alert tab,

v In the Style: field, select Stop

v In the Title: field, type Input Error!

v In'the Error Message, type Grade range : 0-100

Data Vahdaton m o e S
a s 1

| Settings | Input Message | Error Alert |

Show error alert after invalid data is entered

When user enters invalid data, show this error alert:

| Style: Title:

stop IEI Input Error!
Error message:
Grade range : 0-100

-

Ok ] [ Cancel




Allow Options : Whole number

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

£.2017 15.05.201?% 01.02.2017 08.05.2017 19.01.2017

0% 2000 | 10%  10% . 20%

: Exam 2 B Quiz 1 n Quiz2 B Homework B
B3 p—r or = !
= Input Error u ................................... .
59 /H_H\ ................................... e .'E
20 IIQII Grade range : 0-100 .
55 . _
0o [ Rety | | cancel | [ Hep | |foo 1
57 |
ol

O F

H9




Allow Options : Text length

Z You can limit characters length in a cell.




Allow Options : Custom (Part 1)

This example teaches you how to A B

use data validation to prevent users 1 Party Budget
from exceeding a budget limif. 2 |Balloons $10.00
: 3 |Confetti $5.00
1. Select the cells in range of B2:B8. 4 |cups $5.00|F
: R 5 |Drinks $40.00 (B
2., Open Data Vdalidation from the .- $10.00 )]
7 |Snacks :
_ _ _ 8 |lce Cream $10.00

Review View Power Pivot Q' Tell me what you want t .
ons | a| [7ZA Flash Fill

5 ii I Reapply e H*EﬂemeDuplicates | 10 Total — 580'00

Y- Advanced CD|umn5§.{Data‘u’alidatiqn =

Sort & Filter

Data Tools)



Allow Options : Custom (Part 1)

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

» =SUM($BS$2:$BS$8)<=100
4. In the Error Alert tab, you can enter a warning text.

» Style : Stop

»Title : Budget Limit Exceeded

-/?f:r message : You cannot exceed your budget limit of
100

Data Validation P | Data Validation L2 et

Settings | Input Message I Error Alert |

| Settings I Input Message | Error Alert

Validation criteria Show error alert after invalid data is entered

Allow: When user enters invalid data, show this error alert:

Ignore blank
Custom |E| Style: Title:
Data: Stop E| Budget Limit Exceeded
between
Error message:
Formula: You cannot exceed your budget -
= SUM{SBS2:5B58) < =100 (] limit of 5100.

Apply these changes to all other cells with the same settings

o] [ ]

Clear All




Allow Options : Custom (Part 1)

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

message as we defined.

oo =~ oy L1 AW M

=
=

A B C D E F
Party Budget
Balloons $10.00
Confeti $5.00
Cups $5.00
Drinks $4DDU FEudgEtLiml-tE}(CEEdEd ﬁ :
Cake $10.00
Snacl{s 25 annot exceed your budget limit of 5100,
Ice Cream $10.DD . Retry | [ Cancel ] [ Help ]
Total $95.00




I
2

Allow Options : Custom (Part 2)

This example teaches you how to use data validation
to prevent users from entering incorrect product codes.

Select the range A2:A15.
On the Data tab, click Data Validation.

W0 |~ U AWM=

A B i
Codes Product
C233 wheat
C234 rice
C256 peanuts
C278 onions
Cl12 pumpkins
C132 peppers
Cce42 spinach
ce49 apples
C542 cherries
C233 popcorn

honey
strawberries
almonds
roses

ans

Review

2 Y
El Sort Filter

View

Clear
Reapph
¥ Advanced

Sort & Filter

Power Pivot

Q' Tell me what you want to

“¥  [E Flash Fill

Bll==

Text to
Columns — Data Validation ~

B+f Remaove Duplicates 1

Data Tools




Allow Options : Custom (Part 2)

In the Allow list of Settings tab, click Custom.

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

=AND(LEFT(A2)="C",LEN(A2)=4,ISNUMBER(VALUE(RIGHT(AZ2,3))))

[ Data Validation % ==l AND function has three arguments.
Settings | Input Message | Error Alert | . = LEFT(A2)="C" forces the user to start with the
Validation criteria |eTTer C

Allow:
Custom IEI Ignore blank
Data:

» LEN(A2)=4 forces the user to enter a string
with a length of 4 characters.

» [SNUMBER(VALUE(RIGHT(A2,3))) forces the
user fo end with 3 numbers.

between
Formula: J
=AND{LEFT{AZ)="C" LEN{AZ)=4,ISNUMBER {VALUE{RIGHT(AZ,3))))

» RIGHT(A2,3) exiracts the 3 rightmost
characters from the text string.

Apply these changes to all other cells with the same settings

oy ) (e ) f

» VALUE function converts this text string to a
number.

» |SNUMBER checks whether this value is a
number.




Allow Options : Custom (Part 2)

In the Input Message tab,

» Write "Enter Product Code" for Title.
» Write "Start with the letter C followeb by 3 numbers!" for Input
Message.

In the Error Alert tab,

» Write "[ncorrect Product Code" for Title.
» Write/'Product codes should look like this : C609 or C372" for Error

o5

Data Validation B S Data Validation >
- Input Message | Error Alert

Show input message when cell is selected

| Settings | Input Message | Error Alert

Show error alert after invalid data is entered

When cell is selected, show this input message:
Title:
Enter Product Code

‘When user enters invalid data, show this error alert:
Style: Title:
Stop E Incorrect Product Code
Input message:
Start with the letter C followed by 3 numbers! -

Error message:

Product codes should look like =«
this : C609 or 372

Clear All

OK ] ’ Cancel



Allow Options : Custom (Part 2)

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

A B | C . D | E | F
|Codes  Product
|C233 wheat
|C234 rice
|C256 peanuts
|C278 onions
|C112 pumpkins
|C132 peppers
|C642 spinach
Ce49 apples

o 0~ 3R N

10 C542 cherries
11 |C233 popcorn ;
12 1cd hﬂﬂE"’\' Incorrect Product Cade ﬁ

13 Enter Product Code 25
1 Start with the letter C
14 followed by 3 numbers!

[}
LA




Practice

Open our practice workbook.

Click the Customers tab in the bottom-left of the
workbook.

Apply a filter to show only Elecironics and Instruments.

» UUse the Search feature to filter item descriptions that
contain the word Sansei. After you do this, you should
haveAix entries showing.

Clear the Item Description filter.

Using a number filter, show loan amounts greater than or
equal to $100.

ilfer to show only items that have deadlines in 201 6.



Solution




THE END




