How to add drop down boxes in Excel.

There are occasions when you need to restrict the information that can be entered into a particular cell. One way to do this is to use a drop down box. Drop down boxes (or drop down lists) provide a list from which only a certain set of data can be selected. To create drop down boxes in Excel we will need to use the Name range feature and Validation. 

Use a new worksheet for your lists, rather than using the worksheet on which you want the drop down boxes to appear. Enter the data for your list in a column. I find it helpful, particularly when using multiple different lists in a spreadsheet to put the name for the list in the top cell of the column. 

Once you've entered all the data for your list, select the data. [image: image1.png]
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In the “Insert” menu, select “Name” then “Define”
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In the box under "Names in Workbook", enter the name for the range. In my case, the name of the range is "Days". You should see the range you have selected in the "Refers to:" box. Click "Add". You now have a named range that can be used in other formulas and functions of Excel. Click "OK" to close the window
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Now that you have your list, go back to the worksheet where you want the drop down box to appear. Make the active cell the one where you want the list to appear (if you want to use the drop down box for more than one cell, just select the entire range that you need). In the "Data" menu, select "Validation". This will bring up the Validation window
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From the "Allow:" drop down box, select "List". A new selection will appear - "Source:". In that box type "=" and then the name of your range. In my case, I typed "=Days". Make sure that the "In-cell Dropdown" box is ticked. You can also enter an input message and an error message using the other tabs in the Validation window. Click "OK" when you are done
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When you click in the cell (or cells) that you selected, you will now see a drop down box with your list appear
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