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Row Labels |~ Count of Location
Dunstable 2
Houghton Regis 3
Sandy 1
Biggleswade 2
Sheffard 2
Grand Total 10

3. List validation

D

Duration | = | 5tz

to most users:
| -
;| Dunstable
Houghton Regis
Leighton Buzzard

3.1.Direct data validation

This is appropriate if there are only a small number of options. Click the Data Validation button, and

the dialogue box below pops up:
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o septmber 2016
18:5ep-15
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02-Nov.
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Settres | nputiessage | Emor et
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Count of Location

Total

Location
m Dunstable

W Houghton Regis

® Biggleswade
m shefford

Data Validation

Settings | Input Message

Error Alert

validation criteria
Allow:
List
Data:
between

Source:

Apply these changes to all other cells with the same settings

Ignare blank
In-cell dropdown

5

Clear Al

The most common way of controlling data is to give users a limited list from which
they can pick an entry. It creates a drop down menu, the like of which will be familiar

There are two basic ways of doing this, and one more advanced way that allows the
list to expand as more choices become available.?

Choose List in the field titled Allow, and in the Source field, type the entries to which you want to
limit users, separated by commas. For example, if it should just be Dunstable, Houghton Regis or
Leighton Buzzard, your source field will look like this:

2 See dynamic named ranges, section 3.4.
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Data Validation

Settings | Input Message | Error Alert |

Validation criteria

Allow:

List Ignore blank
Data In-cell dropdown
between

Source:

Dunstable, Houghton Regis, Leighton Buzzard|

Apply these changes to all other cells with the same settings

| [ el |

Clear all [ 0K
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From From From From Other Existing Refresh

Access Web Text Sources~  Connections All~
Get External Data Cor

B2 - I

Insert Page Layout Formulas

1 |Event
EJUST Ask Bus
3 Community Engagement
Engagement
Just ask
Community Engagement
Stop Smoking Clinic
just asj
just ask
10 |Stop smoking
11 | Christmas Carol Service
12
13

Location

Dunstable
Houghton Regis
Leighton Buzzard doti

12 Nof

W~ &

12.12.]

After clicking OK, and selecting one of the cells previously highlighted, a small arrow will appear next
to the cell. Click that arrow, and your list of valid options will appear. Note that they will appear in the

order in which you typed them.

Microsoft Excel

./.. ..\.
[ |
LF

The value you entered is not valid.

| Retry | [ Cancel ] [ Help ]

5

_ A user has restricted values that can be entered into this cell.

Now if you try to enter any other location
names, a warning pops up to prevent you.
For example, try typing Flitwick into cell B2
and you get the error message shown (left).

No matter how many times you Retry,

unless you alter the validation settings, other entries will not be allowed.3

3.1.1. Error dialogue boxes and input messages

Excel’s standard warning above prevents invalid entries but gives no explanation as to the reason for
the denial. However, In the Data Validation box, there is another tab, Error Alert. Here you can give
the warning box a title and message regarding the validation rules, e.g.:

Data Validation -5 |3
| Settings | Input Message
Show error alert after invalid data is entered
When user enters invalid data, show this error alert:
Style: Title:
Stop E Not in list
Error message:
‘You must pick from one of the -
towns in the drop down list,
Clear All OK ] ’ Cancel

3 The exception to this rule is if data is copied and pasted into the cell. This overrides data validation rules. A
simple check is to apply an Input Message to the cell(s) so that when a user selects the cell, they are given a
message not to paste data in. This won’t prevent it (only a complex macro as in the Appendix can) but at least it
will flag to the user the potential danger of pasting information into data validation cells.
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Now when attempting to enter Pulloxhill as a town, the Error Alert displays thus:

C D E F
-  Location - | Date - | Duration | ~ | Staff time
|Pu|l0><hi|| e 02-Sep
Not in list (23]

'8' ‘You must pick from one of the towns in the drop down list.

[ Retry | | Cancel | | Help | e-.

And after clicking Cancel, the cell will revert to its previous contents.

Data Validation 7|
re oot oo B As an additional help, you can also create an Input Message that
7] Show input message when cel s seected displays when a cell is selected. This can direct the user so they
i clls st shom il s know what data should be entered and prevent error alerts (if
Pk fram st combined with data validation rules).

Input message:
Valid locations for each quadrant are on the lists shest.|

Choose the Input Message tab, and type a title and message.

On selection of the cell(s), the input message will pop up:

Clear All Cancel
B C D
+* Quadrant + | Location - Date
Chiltern |Dunstab|e _I'

t WMB Cranfield o from st 2N
WMB Ampthill Valid locations 0z
WMB Ampthil]| for sach t

quadrant are on

t Ivel ArleseY | 4pe lists sheet.

LL Billingto
Ivel Langford
Chiltern Houghton Regis
LL Billington
WMB Ampthill

3.2.Range data validation

You can also choose to make a separate list of your valid entries and use that array of cells as a control.
This can be used with a list of any length, but is especially appropriate if you have more than just a
few options.

Type your valid entries into a range of cells. This could be on the same sheet as your data, although
it’s often useful to set up a separate sheet (e.g. named Lists) on which to do this.

Then open up Data Validation as before. This time, click on the Collapse / Expand icon at the right of
the Source field and you will be able to select a range in the workbook.

As you click and drag across the range, you will see a dotted line running around your selection and
the cell range appear in the Source field. Click OK and the validation rules are set to only allow entries
as you have listed them.
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The usage of the relative reference B2 means that the INDIRECT function will be copied down in each
of the preselected cells, i.e. in cell C11 the data validation rule will be =INDIRECT(B11).

Event

Just Ask Bus
Community Engagement
Engagement

Just ask

Community Engagement
Stop Smoking Clinic

just as]

justask

10 |Stop smoking

11 |Christmas Carol Service

W00~ o W R e

~ | Quadrant

B C
- | Location ~D

Chiltern

Data Validation

(-5 |=s]

i Settings | Input Message I Error Alert |

Validation criteria
Allow:
List
Data:
Lo

Ignare blank
In-cell dropdown

Source:
=INDIRECT(B11)

[7] Apply these changes to all other cells with the same settings

If there is no entry in the first-level

Microsoft Excel

field, you may get this box appearing

after clicking OK:

Quadrant
WMEB

hdl Location

C

[

The Source currently evaluates to an error. Do you want to continue?

Mo |

~ Date

Ampthill
Cranfield
Flitwick
Maulden
Ridgmont
Westoning
Woburn

b It should be fine to click Yes. Once you have made an entry (e.g.

o WMB) in the first level field (here, column B), the drop down list
in the second level field will display. More importantly, the valid
entries will vary depending on which list they are based on:

12 Nr
Change the Quadrant to Chiltern for example, and as long as you’ve

set up an appropriate named range, the second level options will B c

also have changed: Quadrant R e
Caddington

One thing to watch out for is that changes in the higher-level EEE;ES:R@E e

selection will not automatically change the second-level entry. Toddington

You can test for invalid data by using the Validation Circles tool:

Quadrant * | Location | Quadrant * | Location -

Chiltern Dunstable Chiltern Dunstable

Chiltern Arlesey Chiltern rlesey

WMB Millbrook WMB Millbrook

WMB Ampthill WMB Ampthill

Ivel Caddington Ivel Qaddington ]

LL Heath and Reach  LL Heath and Reach

Ivel Langford Ivel Langford

Chiltern Houghton Regis Chiltern Houghton Regis

LL Billington LL Billington

WMB Caddington WMB @D
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Quadrant selections changed after Location entries
have been made means that some incorrect data has
been entered.

£
e

| Consolidate  What-If

Analysis ~

w Developer Automation Muance PDF
[ | L == - . 5
|_|7 ¥ | —ef J-v
| Vs Re EEE =) b=t Ll
Filter 7 Textto Remove | Data
& Advanced | Columns Duplicates Validation =
Sort & Filter =4 Data Validation...

Using the highlighted ribbon command prompts Excel

FH  cirde Invalid Data
ﬁ Clear Validation Circles

to show where entries have got past validation rules.

You can automate the clearing of cell contents if the

top-level cell is selected or changed by using some specialised code that clears the second-level

content (see Appendix).

4. Date validation

There are several other options for controlling data entry. One example is Date validation. This forces
the user to enter date values, and we can further restrict them by defining this more specifically as
before, after or between stipulated dates.

@9 Qe ) flh Ly = Home Insert Page Layout Formulas Data Review View Developer Automation Nuance PDF
Home [EEe e Gmm mmnn U Baomm
5 iz‘m catin T A a | = Swiap Tex * Cut Calibri ~ufl v A A S Wrap Text General -
Paste "’FWEWWM B 7 U-| i £ Merge & Cent 53 Copy ~ _
Ciipboard Font t Paste 3 Format Finter B I U-~|H- - A' EE [ Merge & Center - E@' % o+ | %8
p11 - £ 121216 N
Clipboard Font Alignment HNumber
A G c o
1 Event ~ Quadrant | Location v Date T D
2 |JustAsk Bus Chiltern Dunstable 02-1ul . . .
3 community Engagement. s cnfiels amss | our original sheet, some date data had been entered in an
4 |Engagement WMB Ampthill 6 Septmber 2016
5 |Justask WMB Ampthill 18-Sep-16 H
B ommunity Egagement e ey woee acceptable date format and had been recognised as such, but
7 |stop Smoking Clinic w Billington 02-Nov . .
8 justasj Ivel Langford 12 Nof
B b T ... others contained typos and other errors and so was only being
10 stop smoking w Billington 01-Dec . 6
| e e Emm_—] recognised as General format.
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After clearing this data out, we can better set up the column:

_ | Data Validation @
A B c o
1 Event ~ Quadrant ~ | Location ~ Date =Dy
2 JustAskBus Chiltern Dunstable Settings Input Message | Error Alert |
3 |Community Engagement WMB. Cranfield
4 |engagement wms Ampthill A
5 Lustask wms Ampthill Validation criteria
6 |Community Engagement _Ivel Arlesey
7 |stop Smoking Clinic w sillington Allow:
8 justasj Ivel Langford 7
[ Date [r] [ 1gnore blank
10 |stop smoking w Billington
11 Christmas Carol Service  WMB Ampthil Data:
2
2 (oraetasion e between |Z|
10 | [ e | v
FE3 N | [— Start date:
16 Alow: B
o || ] Geton 01/04/2016
1
5 ] End date:
20 Startdate: ﬁ
2 || s = 31/03/2017
2 End date:
3 w0307 [7] Apply these changes to all other cells with the same settings
* Aoty these changes o al ther cells it the same setings
“0 v nc
2 |Con) [ (o] Qear Al [ oc ][ canel |
s

Here, we've set valid entries between 1 April 2016 and 31 March 2017, i.e. a financial year.

Date validation does not produce a drop down menu like list validation, but it does mean that
attempting to enter dates outside of the range or data that is not a date will be prevented, e.g. as in

the case of a typing error below:

6 Dates separated by full stops are not recognised by Excel as valid dates. You must use slashes (/) or hyphens (-

) to indicate date entries.
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