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Directions 

Choose from list.  Do not type in your 

answer. 

CLASSROOM ACTIVITES USING EXCEL  

Creating Dropdown List: 

You can create a dropdown list that gets its choices from cells elsewhere on the worksheet. 

1. Type the entries for the dropdown list in 
a single column or row. Do not include 
blank cells in the list.   

2. Select the cell where you want the 
dropdown list. 

3. On the Data tab, Data Tools group, 
click Data Validation , and then click 
the Settings tab.  

 
4. In the Allow box, click List. 
5. Specify whether the cell can be left 

blank: Select or clear the Ignore blank 
check box. 

6. Make sure the In-cell dropdown check 
box is selected. 

7. Enter your list in the Source box 

separated by commas or click the  in the Source dialog box and highlight the cells that 

contain your list.  Click  to return to Data Validation screen.  List is now populated in Source 
box. 

8. To display optional input instructions 
choose the Input Message tab, make 
sure there is a check on the box   
Show input message when cell is 
selected.  Fill in the title and text for 
the message. Click OK. 

 
Practice:  In Practice sheet, highlight a 
blank cell.  On Data tab, Data Tools 
group, click Data Validation, Settings 
tab.  Choose List in Allow box.  In 
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Click Input Message tab and type 
information shown in figure.  Click OK.  
Information will display in cell. 
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