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Microsoft Excel provides several features to enhance data entry. List tools allow you to define
a range of cells as a list for easy filtering, totaling, importing, and exporting. Conditional
formatting allows you to set up flexible formatting dependent on a cell’s contents, and data
validation features allow you to control the data entered into a cell. By the time you complete this
guide, you will be able to apply conditional formatting, use alert messages and pick lists for data
validation, and create input messages to provide instructions for data entry.

Check It Out!

For more information on working
with Excel, refer to the Meet Me
At A & 25th guide.

Reference!

When you create a list the List
toolbar will automatically
display. There will also be a row
designated for adding a new
record at the bottom, indicated
by an asterisk (*).

Tip!

When you are entering data into
a selected range of cells,
pressing Tab will automatically
move to the next cell in the
range, even if that cell is on
another row.

Make a List
1. Open Excel (a new, blank

workbook will
automatically open).

2. Select cells A1:E11.

3. Go to the Data menu to
List, Create List.

4. Check My list has
headers, then click OK.

5. Type “Name” then
press Tab.

6. Type “Scarlet Letter”
then press Tab.

7. Fill in the other column headings with “Great Expectations”,
“Spelling”, and “Average”.

8. Press Tab to move to the next row.

9. Fill in student names and test scores in A2:B11, as in the
following example.
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