An Example of Validation in Excel
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Click on the cell(s) you want to validate and click on ‘Data’. Choose ‘Validation’.





This dialogue box will appear – this is where you choose the settings that Excel will validate.





Dropping down the ‘Allow’ combo box will allow you to make your first validation choice. You should decide what data the cell needs to hold and select the appropriate criteria.





In this example, the cell is going to hold AGE values. When  ‘Whole Number’ has been selected from the combo box, the remaining validation criteria boxes become active. Choosing ‘between’ from the Data combo box, it allows Excel to validate that the data put into the cell is between 0 and 100.





The ‘Input Message’  is optional, but shows how you can prevent validation errors before they occur, by warning the operator of the range it will accept.





Untick the ‘Show input message when cell is selected’ box to stop an input message appearing.





The ‘Error Alert’ is again optional, but advised. If data is entered that is outside the range specified, an error box can be programmed to appear.





Untick the ‘Show error alert after invalid data is entered’ box to stop an error alert message appearing.





Choose the style of the warning you require. STOP will stop any further entry of data until the cell contents match the validation rule(s). WARNING and INFORMATION will only reiterate the validation rule(s) to  the user, but will not stop data entry.





Finally, add the error alert TITLE and MESSAGE in the boxes provided. Remember to be polite and remember the rules of good HCI!





Once you have clicked OK on the validation box and then on the cell you have validated, you can see the data entry INPUT MESSAGE appear.





To test the validation error message, enter data outside the range permitted into the cell.





The resulting error message should look like this. You can see the TITLE and MESSAGE are quite clearly shown in the box.





To extend the range of the validation you have just developed to other cells you wish to check, hover your mouse over the bottom right hand corner of the cell, where you can see a small black box. Your mouse cursor will change to a thin black cross.





Hold down the left mouse button and drag over the desired number of cells (shown by the red arrow). Then release.





Now, clicking on a cell in the range you have just selected, and inputting out-of-range data will result in the validation reporting the error as in the first cell you set it up on.








