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(Data Validation)
MS Excel- Data Validation Excel Cell

Data Validation

Data -> Data Validation
e Data Validation : Settings

e Whole Number: C ., )

e Decimal: C . )

e List: (

e Date:

e Time:

e TextLength: ( - )
e Custom: (formula)

e Whole Number: ,
e List: , “Paid”, “Unpaid” “1st”, “2nd”, “3rd”, “4th”



e Date:

Input Message ( ):

Input Message:

, 01/01/2020

31/12/2025

: “Only the whole number 100 can be entered here.”

Error Alert ( ):

Error Alert:

Style: Error Alert

, Stop, Warning, Information

: “The number you entered is not 100. Please enter 100.”

- : List
.,,A Il B | C D E J F i G I
1 /Sl [Name |Subject Month |Payment Status [Payment Amount
2 | 1|Mamun Phyics February |Paid 100
3 | 2|Ritu Mathematics May Paid 100
4 | 3|Nusrat |Botany June Paid 200}
5 | 4|Ritu Bangla 1st April Unpaid 0
6 | 5|Babul |Phyics 1st |February |Paid 100
7 | 6|Sadia |Chemistry 4th [May Paid 100
8 | 7|Nusrat |Pol Science 2nd |February |Paid 230
9 | 8|Ritu Economics one [April Unpaid 100
10| 9|Ritu Mathematics| 2 |May Unpaid 0
11| 10(Karim |Phyics 3rd |May Unpaid 0
Excel Sheet
- Excel Sheet Year 1st, 1
One Data Validation List [1st, 2nd,
3rd, 4th]
©



/ 1

y 4
10R x 1C = I~
M| A B i Lo E F d G ]
1 Sl |Name Subject onth Payment Status |Payment Amount
2 1| Mamun |Phyics ebruary |Paid
3 2| Ritu Mathaematics ay Paid
rs F|Nusrat Botany une Paid
5 A Ritu Bangla oril Unpaid
1= S|Babul Phyics ebruary |Paid
T 6| 5adia Chemistry ay Paid
8 | FiNusrat |Pol Science ebruary |Paid
o B{Ritu Economics pril Unpaid
10| 9|Ritu MathematicH ay Unpaid
11 | 10| Karim Phyics ay Unpaid
12

() Select Cell D2-D11 (

-)

File Home Insert Draw Page Layout Formulas Review View Help Q) Tell me what you want to do
E‘ :El From Text/CSV L;. Reccnt Sources » D = uenes & Connections 8l Y ¥ Cl [ Flash Fill 2 Consolic
=+ | & From Web [A Existing Connections ot ¥

Get Refresh Zl Sort Filter -

Data~ {1 From Table/Range All~ Y Advanced > Data Validation ~

Get & Transform Data Queries & Connections Sort & Filter Data Vahdatigp...
D2 e % Circle Invah;%a‘ka
Clear Validation Circles

| A B C D E F G H I J

1 Sl |[Name |Subject Year |Month |Payment Status |Payment Amount

2 | 1|Mamun |Phyics February |Paid

3 | 2|Ritu Mathematics May Paid

4 | 3|Nusrat |Botany June Paid

5 | 4|Ritu Bangla April Unpaid

6 | 5|Babul |Phyics February |Paid

7 | 6{Sadia |Chemistry May Paid

8 | 7|Nusrat |Pol Science February |Paid

9 | 8|Ritu Economics April Unpaid

10| 9|Ritu Mathematics May Unpaid

11| 10|Karim  |Phyics |May Unpaid

( ) Data tab -> Data Validation Option (

-)
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[

4A B C e F G
18l lNamc ISubjcct Year (Month |Payment Status |[Payment Amount Data Validation ? X
2 | 1|Mamun |Phyics February |Paid
3| 2[Ritu [Mathematics May Paid 'ﬂom Message  Error Alest
4 | 3|Nusrat |Botany June Paid Validation criteria
5 | 4|Ritu Bangla April Unpaid Allows:
6 | S5|Babul |Phyics February |Paid Any value VIPVOTE Dnn
7 | 6iSadia  |Chemistry May Paid
8 | 7|Nusrat |Pol Science |February |Paid
9| 8|Ritu Economics |April Unpaid
10 9|Ritu Mathematics [May Unpaid
n IOIKarim lPhyics IMay Unpaid
12
13 Apply these changes to all other ceils with the same settings
::ﬁ Clear All Cancel
%! —_—
() Settings List ( -)
4 A B c D E F G s 0 M | N o
1 sl lNamc Subject Year |Month |Payment Status |Payment Amount Data Validation ? X
2 | 1|Mamun |Phyics February [Paid
3 | 2|Ritu Mathematics | May Paid Settings  Input Message  Error Alert
4 | 3|Nusrat |Botany June Paid Validation criteria
5 | 4|Ritu Bangla |April Unpaid Alloy
6 | 5/Babul |Phyics February |Paid 8 ignore plank
7 | 6lsadia_|Chemistry May  |Paid - &8 in-cell dropdown
8 | 7|Nusrat |Pol Science |February [Paid | between 3
9 | 8|Ritu Economics April Unpaid
10| 9|Ritu  |Mathematics May Unpaid I“t 2nd, 3rd, 4tnl ! *
11 IOIKan'm lPhyics |May Unpaid
12|
13 Apply these changes to all other cells with the same settings
"
15 Clear All Cancel
1A

( ) Source Box

1st, 2nd, 3rd, 4th

Ok




/ AN BN NENENENDERNERSN.E.]

1st, 2nd, 3rd,
List

Title=Whole

A B c E : G
1 S| |[Name |Subject ' Payment Status |Payment Amount
2 I 1|Mamun |Phyics Paid
3 2|Ritu  |Mathematidk Paid
4 3|Nusrat |Botany Paid
5 4|Ritu Bangla Unpaid
6 5|Babul |Phyics Paid
7 6|Sadia |Chemistry May Paid
8  7|Nusrat |Pol Science February |Paid
9 B8|Ritu Economics April Unpaid
10 9|Ritu Mathematics May Unpaid
11 10|Karim |Phyics May Unpaid

()D2 D11 Drop Down Arrow
4th List List
()
- Whole Number
- Excel Sheet Payment Amount
[ ]
[ ]
Number Message= Only the whole number 100 can be entered here.

() Select Cell D2-D11 (

Enter

Error

Title=Wrong Number
Message= The number you entered is not 100. Please enter 100.
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/ IS SN ESEEEEEEEEN
. o
10Rx 1C V. I~
Ala| B | ¢ D | E F G (£ A [ | Y K L M | N o)
1.8l INnmc Subject Year (Month |Payment Status |Payment Amount Data Validation ? X
2 | 1lMamun Phyics 1st [February |Paid
3 | 2|Ritu Mathematics [ 2nd |May Paid '"P“‘ Message  Error Alert
4 | 3|Nusrat |Botany 3rd |June Paid Validation criteria
5 | 4|Ritu Bangla 4th [April Unpaid
6 | 5|Babul |Phyics 2nd [February |Paid . Ignore blank
7 | 6|Sadia |Chemistry 3rd [May Paid Data:
8 | 7|Nusrat |Pol Science 2nd |February [Paid between
9 | 8|Ritu Economics April Unpaid eSS
10| 9|Ritu Mathematics May Unpaid caualty k3
11[10|Karim _ |Phyics May Unpaid oreater than
12 Jess than *
| greater than or equal to
13 fess than or equal to her cells with the same settings
::ﬁ Clear All Cancel
16

( ) Data tab -> Data Validation Option -> Settings Tab -> Select Whole Number -
> Select equal to -> Click Ok button ( -)

10Rx 1C Y I
4A B c D E Foo G S L [ i [iE M | N | ©
1 S| |[Name [Subject Year |Month |Payment Status |Payment Amount Data Validation ? X
2 | 1|Mamun |Phyics 1st [February |Paid
3| 2[Ritu |Mathematics | 2nd |May Paid Settings | input Message _Error Alert
4 | 3|Nusrat |Botany 3rd [June Paid Validation criteria
5 | 4|Ritu Bangla 4th |April Unpaid llow:
6 | 5|Babul |Phyics 2nd |February |Paid Whole number B ignore blank
7 | 6{Sadia |Chemistry 3rd [May Paid
8 | 7|Nusrat |Pol Science 2nd |February |Paid
9 | 8|Ritu Economics April Unpaid
10| 9|Ritu Mathematics May Unpaid @
11[10|Karim  |Phyics May Unpaid
12|
13 Apply these changes to all other cells with the same setiings
::4 Clear All Cancel
16

() Type 100 -> Click Ok button (- )



/ AN BN NENENENDERNERSN.E.]

r 4
10Rx1C  ~ fx
A B C D E F G H | U I [ s s ] (L N | ©
1 S| |[Name |Subject Year |Month [Payment Status |[Payment Amount Data Validation ? X
2 | 1jMamun |Phyics 1st |February |Paid
3 | 2|Ritu Mathematics | 2nd _|May Paid Seitings 5’“" Alert
4 | 3|Nusrat |Botany 3rd |June Paid B show input message when cell Is selected
5| 4lRitu Bangla 4th_|April Unpaid When cell is selected, show this input message:
6 | 5|Babul |Phyics 2nd [February |Paid Mitte:
7 | 6/Sadia  |Chemistry 3rd [May Paid
8 | 7|Nusrat |Pol Science 2nd |February |Paid Ut Mescage
g | 8|Ritu Economics April Unpaid [Only the whole number 100 can be entered here, a
10| 9|Ritu Mathematics May Unpaid
11[10/Karim |Phyics May Unpaid
12 I .
13|
14

15 Clear All oK Cancel

( ) Select Input Message Tab-> Write ‘Whole Number’ on Title Box -> Write
‘Only the whole number 100 can be entered here.’ on Input Message Box ( - )

(A B c D 3 F G | v | oy |k | v | M | N | o
1 Sl |[Name |Subject Year |Month [Payment Status |Payment Amount Data Validation ? %
2 | 1|Mamun |Phyics 1st |February |Paid

3 | 2|Ritu Mathematics | 2nd [May Paid Settings . Input Message

4 | 3|Nusrat |Botany 3rd [June Paid B show error alert after invalid data Is entered

5 4|Ritu Bang'a 4th April Unpaid When user enters invalid data, show this error alert:

6 | 5|Babul |Phyics 2nd |February [Paid Style: Title:

7 | 6|Sadia  |Chemistry 3rd |[May Paid Stop

8 | 7|Nusrat |Pol Science | 2nd |February |Paid TTor message:

9 | 8|Ritu Economics April Unpaid The number you entered is not &
10| 9|Ritu Mathematics May Unpaid = H00- Picase enter: 100,

11| 10|Karim  |Phyics May Unpaid 'Q“

12

13

:: Clear All Cancel
16

() Select Error Alert Tab-> Write ‘Wrong Input’ on Title Box -> Write ‘The
number you entered is not 100. Please enter 100.” on Error Message Box ->
Click Ok button.( - )
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/ BB BB EEEBEREDRNN,]
. o
A A B C ol E F G |
1 S| |[Name |Subject Year |Month |Payment Status |[Payment Amount
2 | 1|Mamun |Phyics 1st |February [Paid
3 2|Ritu Mathematics | 2nd [May Paid Whole Number
4  3|Nusrat |Botany 3rd [June Paid Only the whole
5 4lRitu |Bangla ath [Aoril  |Unpaid B X ke
6 5|Babul |Phyics 2nd |February |Paid
7 6|Sadia |Chemistry 3rd |May Paid
8  7|Nusrat |Pol Science 2nd |February |Paid
9 8|Ritu Economics April Unpaid
10 9|Ritu Mathematics May Unpaid
11 10|Karim |Phyics May Unpaid
12
()G2  G11
d A B [ D E F G [ K L
1 S| |[Name |Subject Year |Month |Pay t Status |Pay t Amount
2 1|Mamun |Phyics 1st |February |Paid
3[ 2|Ritu Mathematics | 2nd |May Paid
4 3|Nusrat |Botany 3rd |June Paid
5 4|Ritu Bangla 4th |April Unpaid
6 5|Babul |Phyics 2nd |February |Paid X
7  6|Sadia  |Chemistry 3rd [May Paid
8  7|Nusrat |Pol Science 2nd [February [Paid
g9  8|Ritu Economics April Unpaid
10 9iRitu Mathematics May Unpaid
11 10|Karim  |Phyics May Unpaid

Error Message

Cancel
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(Remove Duplicate Data)

1
2
3
4
5
6
7
8
g

10

11

Duplicate Data

() Select Cell A1-H11 (

A B C D E F G H
Roll[Bangla|English [Physics |Chemistry|Mathematics|Biology|ICT
1 84 83 81 88 82 70 75
2 82 84 70 70 95 82 81
3 76 70 71 89 81 88 82
4 78 80 72 82 95 72 76
5 82 72 88 94 90 89 75
6 76 83 91 92 75 94 85
75
9| 79 72 70 89 83 |81
10 74 79 89 81 94 95 90
Roll-7
MS Excel Remove
A B C D E F G H
1 |Roll|Bangla |[English |Physics |Chemistry|Mathematics|Biology|ICT
2 |52 84 83 81 88 82 70 |75
3. |2 82 84 70 70 95 82 |81
413 76 70 71 89 81 88 |82
5|4 78 80 72 82 95 72 |76
6|5 82 72 88 94 90 89 |75
716 76 83 91 92 75 94 |85
8| 7 76 79 74 78 95 75 |84
9| 7 76 79 74 78 95 75 |84
10 9 79 72 70 77 89 83 [81
11110 74 79 89 81 94 95 |90

.
’



/ AN BN NENENENDERNERSN.E.]

Home Insert Draw Page Layout Formulas Data Review View Help Q Tell me what you want to do
[ From Text/CSV [ Recent Sources (i = Quenies & Connections | & 712 )4 e Flas f+9 Consolidate |
F"-’ [& From Web [* Existing Connections E’ =B - Y Y = 551 Data Model ~ -
Get Refresh Z| Sort Filter Textto Wh
Data ~ [™1 From Table/Range Allv | At Yo Advanced | Columns — Data Validation Anah
Get & Transform Data Queries & Connections i Sort & Filter Data Tools
A2 ¥ S 1
350 O = T Y N~ F a0+ | 9 | k| v | M | N | O | ® | @
1 Roll|Bangla |English |Physics |[Chemistry|Math ics|Biology|ICT
o 1 84 83 81 88 82 70 |75
3| 2] 82 | 84 70 70 95 82 |81 fictoove Dupticates
413 76 70 71 89 81 88 |[82 To delete duplicate values, select one or more columns that contain duplicates,
2 ; :: 32, z ﬁ : z ;: gg Unselect All @ My data has headers
716 76 83 91 92 75 94 (85
8|1 7| 76 79 74 78 95 75 |84
3| 7| 76 79 74 78 95 75 |84
10]9)] 79 72 70 77 83 |81
11110 74 79 89 81 94 95 |90
12
13
14 | oK Cancel
15
( ) Data Tab -> Remove Duplicates -> Select All -> Ok ( - )
A B C D B F G H | J K L M N o P Q
1 Roll| BanglalEn‘lish Physics |Chemistry|Math tics|Biology|ICT
211 84 83 81 88 82 70 |75
31 2| 8 84 70 70 95 82 |81
4|3 76 70 71 89 81 88 |82
5| 4 78 80 72 82 95 72 |76
5[5 82 72 88 94 £ Microsoft Excel x
7|6 76 83 91 92 J
e 76 79 74 78 £ 0 1 values found and removed; 9 unique values remain. Note that counts may Indude empty cells, spaces, etc.
9l 9 79 72 70 77 ¢
(10| 74 79 89 81 ¢ I
n I S e |
12

( )Roll-7  duplicate data ( -)

. (Pivot Table)

MS Excel Pivot Table ,

Pivot Table :

10



2.

3. : Pivot Table Dy

4, ’
Pivot Table
S| | Name | Subject Year | Month Payment Status | Payment Amount
1 | Ritu Physics 1st | February | Unpaid 0
2 | Ritu Chemistry | 2nd | May Unpaid 0
3 | Nusrat | Botany 1st | June Paid 100
4 | Ritu Math 3rd | April Unpaid 0
5 | Ayesha | Bangla 4th | February | Unpaid 0
6 | Sadia | English 4th | May Paid 100
7 | Nusrat | Zoology 2nd | February | Paid 100
8 | Ritu Physics 1st | April Unpaid 0
9 | Ayesha | Chemistry | 3rd | March Paid 100
10 | Karim | Botany 4th | May Unpaid 0
11 | Hasan | Math 4th | March Unpaid 0
12 | Rahim | Bangla 1st | April Unpaid 0
13 | Sadia | English 2nd | June Paid 100
14 | Ayesha | Zoology 1st | April Unpaid 0
15 | Hasan | Math 3rd | February | Paid 100
16 | Karim | Bangla 4th | May Unpaid 0
17 | Sadia | English 4th | January | Unpaid 0
18 | Nusrat | Zoology 2nd | June Paid 100
19 | Sadia | Physics 1st February | Paid 100
20 | Hasan | Chemistry | 3rd | February | Paid 100
21 | Fahim | Botany 4th | June Paid 100
22 | Fahim | Math 4th | June Paid 100
23 | Fahim | Bangla 2nd | February | Paid 100
24 | Ritu English 1st | March Unpaid 0
25 | Ayesha | Zoology 3rd | May Paid 100

11
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S| | Name | Subject Year | Month Payment Status | Payment Amount
26 | Fahim | English 4th | April Paid 100
27 | Sadia | Math 4th | March Unpaid 0
28 | Ritu English 1st |January | Unpaid 0
29 | Sadia | Zoology 2nd |January | Paid 100
30 | Ayesha | Physics 1st | March Paid 100
31 | Ritu Chemistry | 3rd | February | Unpaid 0
32 | Hasan | Botany 4th | April Unpaid 0
33 | Rahim | Math 4th | February | Paid 100
34 | Karim | Bangla 2nd | April Unpaid 0
35 | Karim | English 1st | March Paid 100
36 | Ayesha | Zoology 3rd | March Unpaid 0
37 | Karim | Math 4th | April Paid 100
38 | Karim | Bangla 4th | February | Unpaid 0
39 | Ayesha | English 2nd | April Paid 100
40 | Hasan | Zoology 1st |January | Paid 100
Pivot Table IT
e Excel
Select a table or range
| Table/Range:  Payments!SAS1:SGS41 *
Choose where you want the PivotTable to be placed
[o New Worksheet
() Existing Worksheet
Location: | 4+
Choose whether you want to analyze multiple tables
(] Add this data to the Data Model
OK Cancel
e Insert Tab -> PivotTable Option -> Pivot Table Dialog Box( - )
o Table/Range auto select (Excel sheet )
Pivot Table Workheet
©

12




A4 /

. ~’
New Worksheet Workheet Existing
Workheet Ok Pivot Table )
e Pivot Table Worksheet ( -)

; A B C D E - , "
1 PivotTable Fields 2
;1 Choose fields to add to report: &~
;: PivotTablel Search 0
6 To build a report, choose fields O Year =
7| from the PivotTable Field List [ Month
8
9* [ payment Status D
10‘ O Payment Amount [+]
1] D= e
12 é é § = Py— Drag fields between areas below:

:i: — ,:_ \E Y Filters Il Columns
154 (=
16
17] =
18] = Rows 2 Values
19
204
217,
an S T s [] Defer Layout Update
o Pivot Table Fields Pivot Table Output
Column Name Pane, Filters Pane, Columns Pane, Rows Pane
Values Pane
Pivot Table
/ IT
(Subject) Filter PivotTable Field
Column Name Pane Subject Drag Filters Pane Drop
Output ( -)
©

13
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Select Multiple ltems

| Concel

I»]

PivotTable Fields M X
Choose fields to add to report: L R ¢
0

Search

 Subject
[ Year

[C] Month
[] Payment Status

Drag fields between areas below:

Il Columns

¥ Values

[+]

IT

(Month) Filter

[
i

| [] Defer Layout Update

PivotTable Field Column

Name Pane Month Drag Filters Pane Drop Output

(-)

14
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Y

Iy
‘.&‘:"

/ SEEEE TR E Y
| F | G ;:- . -
PivotTable Fields LA
Choose fields to add to report: EXM
0

Search

» | Sheett l&! - @® C1 I—

(% Accessibility: Investigate

Ready

/

PivotTable Field

Pane Drop
Output

0

[~]

Column Name Pane
Payment Amount

(

Drag

Drag fields between areas below:

I Columns

Values

I-_‘] Defer Layout Update
g [E] r[q _—'—+ 100%

Subject Drag Rows
Values Pane Drop

)

15
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4 K | B [ ¢ | o | [«

'/ IS I IS S SESEEEEEN

1 PivotTable Fields MK
Choose fields to add to report: 2 - ‘
200 Search p
200
500 [C] Year ’:]
400 [] Month
200 [[] Payment Status
500 i Payment Amount
21
Drag fields between areas below:
Y Filters 1l Columns

Values
Sum of Payment Amo... ¥

v | sheetl | Shee.. @ ! 1] [5] | LJDeferlayoutUpdate

Ready (% Accessibility: Investigate B E [ -—s—ae 100%
/ Column Name Pane

Subject Drag Columns Pane Drop ( -)
4 A | 8 e o E | E G H | 1 J K L M NaA
1 PivotTable Fields RCEX
g Fomnuhm_ ‘ Choose fields to add to report: | o

| Bangla Botaby Chemistry English Math Physics Zoology Grand Total | e o
5 Sum of Payment Amount 100 200 200 500 400 200 500 2100
= [ Year il
o [] Month
9| ) [C] Payment Status

) -

B2 Payment Amount

oz
12 | Drag fields between areas below:

14 | Y Filters

IEE

Val

Sum of Payment Amo... ~

— = e =
([T R, [EE=EE i ~ o T (] Defer Layout Update

16



PivotTable Field
Pane Drop

Payment Amount Drag

A B C D

Column Name Pane
, Subject

Drag Rows

Drag Columns Pane Drop

Values Pane Drop

Sum of Payment Amount .Eolumn Labels ~
Row Labels ~ Bangla

January

February 100 100
March 100
April o

May 0 0 0

1 Grand Total 100 200 200

o

100
200
100
100
500

Botaby Chemistry English Math Physics Zoology Grand Total

200 200
200 100 100 500 |
o 100 o 300
100 o o 300

100 200
100 100 500 |
400 200 500 2100

Sheet] | Sheet2 | Payments O]

Excel Sheet

Output
| PivotTable Fields ¥ X
Choose fields to add to report: °” -~
0
Year
Month

Payment Status

Payment Amount

Drag fields between areas below:

Filters Il Columns
Subject -
um of Payment Amo

Defer Layout Update

Class Roll, Student Name, Class, Book Name, Issue Date, Return Status Fine

Amount

Class Data Validation

Hon’s 3"  Year Hon’s 4th Year

Fine Amount
. 0] 500
[ ]

Data Validation

Input Message

Hon’s 1st Year, Hon’s 2" Year,

 Title:

Fine Amount Instruction, Input Message: Enter fine amount between O

to 500 only

. Stop Style
Input, Error Message: Enter fine amount between O to 500 only

Error Alert

, Title: Invalid

17



Duplicate Data Remove

Worksheet Pivot Table

e Class (Sum of Fine Amount)

e Book Category “Not Returned”

o “Returned” Filter

e Excel Sheet ( D )

e Excel Sheet Dropdown List ( :Year =1st, 2nd, 3rd, 4th)
- (Predefined) ;

. Error Message ;

. Input Message ;

L4 ’

o Duplicate Data Remove ;

[ ]

o Filter

https://www.excel-easy.com/basics/data-validation.html

https://www.excel-easy.com/data-analysis/pivot-tables.html

https://www.excel-easy.com/examples/remove-duplicates.html

https://www.geeksforgeeks.org/excel/what-is-data-validation-in-excel/

https://www.geeksforgeeks.org/excel/how-to-remove-duplicates-in-excel/

https://www.geeksforgeeks.org/excel/pivot-tables-in-excel/
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https://www.excel-easy.com/basics/data-validation.html
https://www.excel-easy.com/data-analysis/pivot-tables.html
https://www.excel-easy.com/examples/remove-duplicates.html
https://www.geeksforgeeks.org/excel/what-is-data-validation-in-excel/
https://www.geeksforgeeks.org/excel/how-to-remove-duplicates-in-excel/
https://www.geeksforgeeks.org/excel/pivot-tables-in-excel/

