
Hello, and welcome to Mark's Excel 
Tips. Today, we are going to show you 

how to make a drop-down list in Excel. 
Let's get started.



Here we have a list of tasks, but 
the Status column is empty. 
We're going to turn it into a drop-
down list so you can quickly 
select a status for each task.



Select the cells where you want 
the drop-down list to appear.



Click on the Data tab, and then 
click Data Validation.



In the Allow box, choose List. In the 
Source box, type the options you want 
people to choose from, separated by 
commas. Enter whatever choices best 
fit your own list, then click OK.



Now the cell shows a small drop-
down arrow.



Click the arrow to see your list of 
options, and choose the one you 
want.



And that's it! Now every cell in 
the Status column has its own 
drop-down list to choose from.



View This Tutorial On My Website

View The Video Tutorial Here

Visit My YouTube Channel 

https://marksexceltips.com/2026/08/12/how-to-make-a-drop-down-list-in-excel-the-easy-way/
https://marksexceltips.com/2026/08/12/how-to-make-a-drop-down-list-in-excel-the-easy-way/#:~:text=checking%20for%20you.-,Video%20Tutorial,-Download%20PDF%20Below
https://www.youtube.com/@marksexceltips4312/videos
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