Advance Excel

Lesson no. 4: Data Validation in Excel

Data Validation

Use data validation in Excel to make sure that users enter certain values into a cell.

Data Validation Example

In this example, we restrict users to enter a whole number between 0 and 10.

4 A | B L e |

D | E

1
2 How many glasses of alcohol do you drink per day? | .l
3

Create Data Validation Rule

To create the data validation rule, execute the following steps.
1. Select cell C2.

2. On the Data tab, in the Data Tools group, click Data Validation.

A By B= =2 @

Textto Flash Remowve Data Consolidate Relationships Manage
Columns  Fill  Duplicates Validation - Data Model
Data Tools

On the Settings tab:
3. In the Allow list, click Whole number.
4. In the Data list, click between.

5. Enter the Minimum and Maximum values.
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Data Validation

Settings  Input Message  Error Alert

Yalidation criteria
Allow:

|Whn|e number [ Ignore blank

Data:

| between

Minimum:

o

Paximum:

110

Apply these changes to all other cells with the same settings

Clear All [ ok

| | Cancel

Input Message

Input messages appear when the user selects the cell and tell the user what to enter.

On the Input Message tab:

1. Check 'Show input message when cell is selected'.

2. Enter a title.

3. Enter an input message.

Data Validation

Settings  Input Message  Error Alert
E Show input message when cell is selected

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

| Glasses of Alcohol

Input message:

Please enter a whole number between 0 and 10,

| | Cancel

Clear All K
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Error Alert

If users ignore the input message and enter a number that is not valid, you can show them an error
alert.

On the Error Alert tab:
1. Check 'Show error alert after invalid data is entered'.
2. Enter a title.

3. Enter an error message.

Data Validation ? >

Settings  Input Message  Error Alert
E Show error alert after invalid data is entered

When user enters invalid data, show this error alert:
Style: Title:

Stap Mot a Valid Number

Error message:

Are you drinking too much?

T
4. Click OK.

Data Validation Result
1. Select cell C2.

A | B e o | e

How many glasses of alcohol do you drink per day? | |

Glasses of Alcohol
Please enter a whole
number between 0 and
10.

2. Try to enter a number higher than 10.

Result:
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Mot a Valid Mumber >

e Are you drinking too much?

EM_.E.HI}' i | Cancel | | Help |

Note: to remove data validation from a cell, select the cell, on the Data tab, in the Data Tools
group, click Data Validation, and then click Clear All. You can use Excel's Go To Special feature to

quickly select all cells with data validation.

Reject Invalid Dates

This example teaches you how to use data validation to reject invalid dates.

1. Select the range A2:A4.

4 A | B
Dates

5o

Lﬂ|-hu-1MI-i

2. On the Data tab, in the Data Tools group, click Data Validation.

G B I=N B =5 @

Textto Flash Remove Data Consolidate Relationships  Manage
Columns  Fill  Duplicates Validation - Data Model
Data Tools

Outside a Date Range
3. In the Allow list, click Date.

4. In the Data list, click between.

5. Enter the Start date and End date shown below and click OK.
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Data Validation ? >

Settings  Input Message  Error Alert

Yalidation criteria

Allow:
|Date [«] lanare blank

Data:

| between

Start date:

5/20/2016

End date:
| =ToDAYg-5]

|:| Apply these changes to all other cells with the same settings

o [

Explanation: all dates between 5/20/2016 and today's date + 5 days are allowed. All dates outside

this date range are rejected.
6. Enter the date 5/19/2016 into cell A2.

Result. Excel shows an error alert.

4 A B | ¢ | D | E | F | G | H | 1

1 |Dates | L L \
2 |5/19/2016 Invalid Date %
i Enter a Date | i
4 | Please enter a date | | e Date cannot be before 5/20/2016 or after today's date = 5 days.

5 between 5/20/2016

| and today's date + 5 I
ﬁ_ days. | mﬂﬁ' i | Cancel | | Help i
7 T T T T T T

8

Note: to enter an input message and error alert message, go to the Input Message and Error Alert
tab.

Sundays and Saturdays

3. In the Allow list, click Custom.

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

www.dotnetinstitute.co.in Call us at - 011-4004 0815




Advance Excel

Data Validation ? >

Settings  Input Message  Error Alert

Yalidation criteria

Allow:

|Custnm [+] lanare blank
Data:

|betweer1 w |

Formula:

| = AND(WEEKDAY(A2] < > 1, WEEKDAY[A2)< >7)

|:| Apply these changes to all other cells with the same settings

o] [ amer |

Explanation: the WEEKDAY function returns a number from 1 (Sunday) to 7 (Saturday) representing

the day of the week of a date. If a date's weekday is not equal to 1 (Sunday) AND not equal to 7
(Saturday), the date is allowed (<> means not equal to). In other words, Mondays, Tuesdays,
Wednesdays, Thursdays and Fridays are allowed. Sundays and Saturdays are rejected. Because we
selected the range A2:A4 before we clicked on Data Validation, Excel automatically copies the

formula to the other cells.
5. To check this, select cell A3 and click Data Validation.

Data Validation ? >

{Settings | Input Message  Error Alert

Yalidation criteria

Allow

|Custnm [+] lgnare blank
Data:

|betweer1 - |

Farmula:

| = AND[WEEKDAY(A3) < > 1, WEEKDAY[AZ]< > )

|:| Apply these changes to all other cells with the same settings

o] et |

As you can see, this cell also contains the correct formula.

6. Enter the date 8/27/2016 (Saturday) into cell A2.
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Result. Excel shows an error alert.

4 A | 8 | ¢ | b | E | F | G | H | 1
1 |Dates ) L | .
2 |8/27/ 2016 Invalid Date %
?’_ Enter a Date | L
4 | Please enter a date | | 9 You cannot enter a date that falls on a Sunday or Saturday.

5 that does not fall

| on a Sunday or 1 |
6 Saturday. ] E..._E_H'}' | | Cancel | | Help I
7 T T T T T T

8

Note: to enter an input message and error alert message, go to the Input Message and Error Alert
tab.

Budget Limit

This example teaches you how to use data validation to prevent users from exceeding a budget
limit.
1. Select the range B2:B8.

A A . B | ¢

1 Party Budget
z Balloons 510.00
- 3 |Confetti 55.00
4 |Cups 55.00
- 5 |Drinks 540,00
6 |Cake 510.00
~ 7 |Snacks

8 |lce Cream $1D.Dﬂ_

9 |

10 | Total 580.00

11

Note: cell B10 contains a SUM function that calculates the sum of the range B2:B8.

2. On the Data tab, in the Data Tools group, click Data Validation.
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B B I=N B =28 @

Textto Flash Remowve Data Consolidate Relationships Manage
Columns  Fill  Duplicates Validation - Data Model
Data Tools

3. In the Allow list, click Custom.

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

Data Validation ? >

Settings  Input Message  Error Alert

Walidation criteria
Allow
|Custnm [+] lgnare blank
Data:
|betweer1 e |

Farmula:
|=5UM[SESE:SBEE]<=1DU 5.5

|:| Apply these changes to all other cells with the same settings

or ] [anar |

Explanation: the sum of the range B2:B8 may not exceed the budget limit of $100. Therefore, we
apply data validation to the range B2:B8 (not cell B10!) because this is where the values are
entered. Because we selected the range B2:B8 before we «clicked on Data
Validation, Excel automatically copies the formula to the other cells. Notice how we created
an absolute reference ($B$2:$B$8) to fix this reference.
5. To check this, select cell B3 and click Data Validation.
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Data Validation

Input Message

Yalidation criteria

Allow:

|Cust::|m
Data:
|bet'm.reer1

- |

Formula:

Error Alert

@ Ignare blank

| =SUM(SB$2:5B58]< =100

|:| Apply these changes to all other cells with the same settings

|

As you can seeg, this cell also contains the correct formula.

ok | cancer |

6. Enter the value 30 into cell B7.

Result. Excel shows an error alert. You cannot exceed your budget limit of $100.

4 A '8 | ¢ | b | E | F | &

1 Party Budget

2 Balloons $10.00

3 |Confetti 55.00 | Bydget Limit Exceeded s
4 |Cups 55-09_ 1
5 | Drinks 5‘10-00_ Froof 1
6 lcake $1{].Dﬂ - 9 You cannot exceed your budget limit of $100. I
7 |Snacks E E Retry § | Cancel | | Help 1
8 |Ice Cream 510.00 : , : -

EN

10 |Total $110.00

11

Note: to enter an error alert message, go to the Error Alert tab.
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