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Ive	wrote	a	post	about	creating	a	drop-down	list	in	Excel	before.	For	similar	reasons,	some	people	may	also	want	to	add	a	drop-down	list	in	Word.	Lets	see	how	to	achieve	it.1.	First,	have	a	check	that	if	you	can	find	Developer	tab	in	your	Word.	If	not,	click	File	>	Options,	and	switch	to	Customize	Ribbon	pane	in	Word	Options.2.	Check	Developer	in	the
list	of	Main	Tabs	(under	Customize	the	Ribbon)	to	enable	it,	and	click	OKto	confirm	the	change.3.	Place	your	cursor	at	where	you	want	to	add	a	drop-down	list.	Then	go	to	Developer	tab	and	find	Drop-down	List	Content	Control	in	Controls	section.4.	Now	the	list	has	been	added	to	the	where	your	cursor	is.5.	Click	it,	and	hit	Properties	in	Controls
section	under	Developer	tab.6.	Tap	the	Add	button	in	the	popping	out	Content	Control	Properties	window.7.	Input	the	options	you	want	to	add	in	the	list.	Note:	you	just	need	to	fill	in	the	Display	Name,	the	textbox	of	Value	will	be	filled	automatically.8.	Hit	OK	to	apply	the	Drop-Down	List	Properties	to	your	document.9.	Now	you	can	expand	the	drop-
down	list	to	see	whether	the	options	are	displayed	correctly.	Copyright	Statement:	Regarding	all	of	the	posts	by	this	website,	any	copy	or	use	shall	get	the	written	permission	or	authorization	from	Myofficetricks.	A	drop-down	list	in	a	Microsoft	Word	document	lets	readers	select	from	a	predefined	list,	handy	if	you're	building	a	form,	quiz,	or	similar.
Adding	a	drop-down	list	is	fairly	easyhere's	how.	The	option	to	add	a	drop-down	list	is	located	in	Word's	Developer	menu.	This	menu	is	hidden	by	default,	so	you	first	need	to	enable	it.	Start	by	opening	Word	and,	in	the	lower	left,	select	"Options."	If	you	already	have	a	document	open,	select	"File"	in	the	top	ribbon	to	reveal	the	Options	command.	In
the	Word	Options	window	that	opens,	on	the	left	sidebar,	select	"Customize	Ribbon."	In	the	Customize	the	Ribbon	pane	on	the	right	side,	scroll	down	the	list	and	click	the	"Developer"	checkbox	to	place	a	checkmark	in	it.	If	a	checkmark	is	already	there,	no	action	is	required.	Click	"OK"	at	the	bottom	of	the	window	to	close	it	and	save	your	changes.
After	adding	the	Developer	menu,	you're	now	ready	to	add	a	drop-down	list	to	your	Word	document	(perfect	when	creating	a	fillable	form,	for	example.)	To	start,	either	open	an	existing	Word	document	or	create	a	new	document.	In	your	document,	click	to	place	the	text	cursor	where	you	want	to	add	the	drop-down	list.	Next,	select	the	"Developer"
menu.	In	the	Controls	group,	click	the	"Drop-Down	List	Content	Control"	icon	(It	looks	like	a	drop-down	icon.).	You	now	have	a	drop-down	list	in	your	document.	Your	newly	added	drop-down	list	is	currently	empty.	To	configure	it	and	add	items,	click	the	drop-down	list	to	select	it.	Return	to	the	Developer	menu	and,	in	the	Controls	group,	click
"Properties."	This	opens	the	Content	Control	Properties	window.	In	the	"Title"	field,	give	your	list	a	nameit	appears	on	the	document	above	the	drop-down	list	when	clicked.	When	you	save	the	Content	Control	Properties	window,	the	Tag	field	fills	automatically	to	match	the	Title	field.	The	tag	is	mostly	used	by	other	programs	to	identify	content
control	data	in	a	document's	XML	structure.	So,	unless	you're	building	some	document	automation	and	specifically	need	to	set	the	tag,	ignore	it.	Use	the	"Color"	option	to	select	a	color	scheme	for	your	drop-down	list.	If	you	want	to	prevent	people	from	deleting	your	drop-down	list,	activate	the	"Content	Control	Cannot	Be	Deleted"	option.	However,
unless	you	lock	your	document,	anyone	can	disable	this	if	they	know	how.	Now,	add	items	to	your	drop-down	list.	To	add	your	first	item,	under	the	Drop-Down	List	Properties	section	on	the	current	window,	click	"Add."	In	the	Add	Choice	window,	enter	your	first	drop-down	choice	in	the	"Display	Name"	field.	The	Value	field	automatically	fills	with	what
you	type,	so	you	don't	have	to	worry	about	it.	Then,	click	"OK"	to	add	your	choice.	Repeat	this	process	for	each	choice	that	you	want	to	add	to	your	drop-down	list.	After	you	have	added	some	choices,	you	can	reorder	them.	To	adjust	an	item's	position	in	the	list,	select	it	and	then	click	either	"Move	Up"	or	"Move	Down"	on	the	right.	"Choose	an	item."	is
in	the	first	position	by	default,	so	it's	what	shows	on	your	drop-down	list	before	someone	interacts	with	it.	You	can	"Modify"	or	"Remove"	it	if	needed.	Finally,	click	"OK"	to	save	your	changes.	Your	drop-down	list	now	displays	your	added	items.	Click	it	to	test	it	for	yourself.	To	remove	a	drop-down	list	from	your	document,	right-click	it	and	select
"Remove	Content	Control."	If	you	don't	see	this	option,	click	the	drop-down	list.	Switch	to	the	"Developer"	tab	on	the	ribbon	and,	within	the	Controls	section,	click	"Properties."	Disable	the	"Content	Control	Cannot	Be	Deleted"	option	and	then	click	"OK"	at	the	bottom.	Finally,	right-click	the	drop-down	and	select	"Remove	Content	Control."	Did	you
know	that	you	can	add	checkboxes	in	Word	too?	These	are	great	not	only	for	interactive	documents,	but	also	those	you	plan	to	print.	A	drop-down	list	in	a	Microsoft	Word	document	lets	readers	select	from	a	predefined	list,	handy	if	you're	building	a	form,	quiz,	or	similar.	Adding	a	drop-down	list	is	fairly	easyhere's	how.	The	option	to	add	a	drop-down
list	is	located	in	Word's	Developer	menu.	This	menu	is	hidden	by	default,	so	you	first	need	to	enable	it.	Start	by	opening	Word	and,	in	the	lower	left,	select	"Options."	If	you	already	have	a	document	open,	select	"File"	in	the	top	ribbon	to	reveal	the	Options	command.	In	the	Word	Options	window	that	opens,	on	the	left	sidebar,	select	"Customize
Ribbon."	In	the	Customize	the	Ribbon	pane	on	the	right	side,	scroll	down	the	list	and	click	the	"Developer"	checkbox	to	place	a	checkmark	in	it.	If	a	checkmark	is	already	there,	no	action	is	required.	Click	"OK"	at	the	bottom	of	the	window	to	close	it	and	save	your	changes.	After	adding	the	Developer	menu,	you're	now	ready	to	add	a	drop-down	list	to
your	Word	document	(perfect	when	creating	a	fillable	form,	for	example.)	To	start,	either	open	an	existing	Word	document	or	create	a	new	document.	In	your	document,	click	to	place	the	text	cursor	where	you	want	to	add	the	drop-down	list.	Next,	select	the	"Developer"	menu.	In	the	Controls	group,	click	the	"Drop-Down	List	Content	Control"	icon	(It
looks	like	a	drop-down	icon.).	You	now	have	a	drop-down	list	in	your	document.	Your	newly	added	drop-down	list	is	currently	empty.	To	configure	it	and	add	items,	click	the	drop-down	list	to	select	it.	Return	to	the	Developer	menu	and,	in	the	Controls	group,	click	"Properties."	This	opens	the	Content	Control	Properties	window.	In	the	"Title"	field,	give
your	list	a	nameit	appears	on	the	document	above	the	drop-down	list	when	clicked.	When	you	save	the	Content	Control	Properties	window,	the	Tag	field	fills	automatically	to	match	the	Title	field.	The	tag	is	mostly	used	by	other	programs	to	identify	content	control	data	in	a	document's	XML	structure.	So,	unless	you're	building	some	document
automation	and	specifically	need	to	set	the	tag,	ignore	it.	Use	the	"Color"	option	to	select	a	color	scheme	for	your	drop-down	list.	If	you	want	to	prevent	people	from	deleting	your	drop-down	list,	activate	the	"Content	Control	Cannot	Be	Deleted"	option.	However,	unless	you	lock	your	document,	anyone	can	disable	this	if	they	know	how.	Now,	add	items
to	your	drop-down	list.	To	add	your	first	item,	under	the	Drop-Down	List	Properties	section	on	the	current	window,	click	"Add."	In	the	Add	Choice	window,	enter	your	first	drop-down	choice	in	the	"Display	Name"	field.	The	Value	field	automatically	fills	with	what	you	type,	so	you	don't	have	to	worry	about	it.	Then,	click	"OK"	to	add	your	choice.	Repeat
this	process	for	each	choice	that	you	want	to	add	to	your	drop-down	list.	After	you	have	added	some	choices,	you	can	reorder	them.	To	adjust	an	item's	position	in	the	list,	select	it	and	then	click	either	"Move	Up"	or	"Move	Down"	on	the	right.	"Choose	an	item."	is	in	the	first	position	by	default,	so	it's	what	shows	on	your	drop-down	list	before	someone
interacts	with	it.	You	can	"Modify"	or	"Remove"	it	if	needed.	Finally,	click	"OK"	to	save	your	changes.	Your	drop-down	list	now	displays	your	added	items.	Click	it	to	test	it	for	yourself.	To	remove	a	drop-down	list	from	your	document,	right-click	it	and	select	"Remove	Content	Control."	If	you	don't	see	this	option,	click	the	drop-down	list.	Switch	to	the
"Developer"	tab	on	the	ribbon	and,	within	the	Controls	section,	click	"Properties."	Disable	the	"Content	Control	Cannot	Be	Deleted"	option	and	then	click	"OK"	at	the	bottom.	Finally,	right-click	the	drop-down	and	select	"Remove	Content	Control."	Did	you	know	that	you	can	add	checkboxes	in	Word	too?	These	are	great	not	only	for	interactive
documents,	but	also	those	you	plan	to	print.	A	drop-down	list	in	a	Microsoft	Word	document	lets	readers	select	from	a	predefined	list,	handy	if	you're	building	a	form,	quiz,	or	similar.	Adding	a	drop-down	list	is	fairly	easyhere's	how.	The	option	to	add	a	drop-down	list	is	located	in	Word's	Developer	menu.	This	menu	is	hidden	by	default,	so	you	first
need	to	enable	it.	Start	by	opening	Word	and,	in	the	lower	left,	select	"Options."	If	you	already	have	a	document	open,	select	"File"	in	the	top	ribbon	to	reveal	the	Options	command.	In	the	Word	Options	window	that	opens,	on	the	left	sidebar,	select	"Customize	Ribbon."	In	the	Customize	the	Ribbon	pane	on	the	right	side,	scroll	down	the	list	and	click
the	"Developer"	checkbox	to	place	a	checkmark	in	it.	If	a	checkmark	is	already	there,	no	action	is	required.	Click	"OK"	at	the	bottom	of	the	window	to	close	it	and	save	your	changes.	After	adding	the	Developer	menu,	you're	now	ready	to	add	a	drop-down	list	to	your	Word	document	(perfect	when	creating	a	fillable	form,	for	example.)	To	start,	either
open	an	existing	Word	document	or	create	a	new	document.	In	your	document,	click	to	place	the	text	cursor	where	you	want	to	add	the	drop-down	list.	Next,	select	the	"Developer"	menu.	In	the	Controls	group,	click	the	"Drop-Down	List	Content	Control"	icon	(It	looks	like	a	drop-down	icon.).	You	now	have	a	drop-down	list	in	your	document.	Your
newly	added	drop-down	list	is	currently	empty.	To	configure	it	and	add	items,	click	the	drop-down	list	to	select	it.	Return	to	the	Developer	menu	and,	in	the	Controls	group,	click	"Properties."	This	opens	the	Content	Control	Properties	window.	In	the	"Title"	field,	give	your	list	a	nameit	appears	on	the	document	above	the	drop-down	list	when	clicked.
When	you	save	the	Content	Control	Properties	window,	the	Tag	field	fills	automatically	to	match	the	Title	field.	The	tag	is	mostly	used	by	other	programs	to	identify	content	control	data	in	a	document's	XML	structure.	So,	unless	you're	building	some	document	automation	and	specifically	need	to	set	the	tag,	ignore	it.	Use	the	"Color"	option	to	select	a
color	scheme	for	your	drop-down	list.	If	you	want	to	prevent	people	from	deleting	your	drop-down	list,	activate	the	"Content	Control	Cannot	Be	Deleted"	option.	However,	unless	you	lock	your	document,	anyone	can	disable	this	if	they	know	how.	Now,	add	items	to	your	drop-down	list.	To	add	your	first	item,	under	the	Drop-Down	List	Properties	section
on	the	current	window,	click	"Add."	In	the	Add	Choice	window,	enter	your	first	drop-down	choice	in	the	"Display	Name"	field.	The	Value	field	automatically	fills	with	what	you	type,	so	you	don't	have	to	worry	about	it.	Then,	click	"OK"	to	add	your	choice.	Repeat	this	process	for	each	choice	that	you	want	to	add	to	your	drop-down	list.	After	you	have
added	some	choices,	you	can	reorder	them.	To	adjust	an	item's	position	in	the	list,	select	it	and	then	click	either	"Move	Up"	or	"Move	Down"	on	the	right.	"Choose	an	item."	is	in	the	first	position	by	default,	so	it's	what	shows	on	your	drop-down	list	before	someone	interacts	with	it.	You	can	"Modify"	or	"Remove"	it	if	needed.	Finally,	click	"OK"	to	save
your	changes.	Your	drop-down	list	now	displays	your	added	items.	Click	it	to	test	it	for	yourself.	To	remove	a	drop-down	list	from	your	document,	right-click	it	and	select	"Remove	Content	Control."	If	you	don't	see	this	option,	click	the	drop-down	list.	Switch	to	the	"Developer"	tab	on	the	ribbon	and,	within	the	Controls	section,	click	"Properties."
Disable	the	"Content	Control	Cannot	Be	Deleted"	option	and	then	click	"OK"	at	the	bottom.	Finally,	right-click	the	drop-down	and	select	"Remove	Content	Control."	Did	you	know	that	you	can	add	checkboxes	in	Word	too?	These	are	great	not	only	for	interactive	documents,	but	also	those	you	plan	to	print.	Creating	a	drop-down	list	in	Microsoft	Word
that	allows	for	multiple	selections	can	be	a	game-changer	for	organizing	information	efficiently.	Whether	you're	setting	up	a	form,	a	survey,	or	any	document	that	requires	user	input,	knowing	how	to	create	these	lists	can	save	you	a	lot	of	hassle.	Let's	walk	through	the	process	step	by	step,	so	you	can	master	this	handy	feature	without	breaking	a
sweat.So,	what's	a	drop-down	list,	anyway?	In	simple	terms,	it's	a	list	of	options	that	a	user	can	select	from	within	a	document.	This	feature	is	particularly	useful	when	you	need	to	standardize	responses	and	make	data	entry	more	efficient.	In	Word,	drop-down	lists	are	part	of	the	"Content	Control"	feature	set,	which	helps	you	create	forms	and	other
interactive	documents.Imagine	you're	designing	a	feedback	form	for	an	event.	You	might	want	attendees	to	choose	from	a	list	of	options	like	"Very	Satisfied,"	"Satisfied,"	or	"Not	Satisfied"	for	several	questions.	A	drop-down	list	makes	this	easy	and	ensures	consistency	in	the	responses	you	receive.While	Word	doesn't	natively	support	multiple
selections	in	a	single	drop-down	list,	there	are	workarounds.	These	involve	using	checkboxes	or	creating	multiple	drop-down	lists	to	simulate	multiple	selections.	Don't	worry.	It	sounds	more	complicated	than	it	is.	Let's	get	into	the	details	and	see	how	you	can	achieve	this	in	your	documents.Setting	Up	Content	Controls	in	WordBefore	we	dive	into
creating	a	multi-selection	drop-down	list,	it's	crucial	to	understand	how	to	set	up	content	controls	in	Word.	These	controls	are	the	building	blocks	for	your	drop-down	lists,	and	mastering	them	is	the	first	step.Here's	how	you	can	enable	the	Developer	tab,	which	houses	the	content	controls:Open	Microsoft	Word	and	create	a	new	document	or	open	an
existing	one.Click	on	the	File	menu,	select	Options,	and	then	choose	Customize	Ribbon	from	the	sidebar.In	the	right-hand	column,	check	the	box	next	to	Developer	and	click	OK.With	the	Developer	tab	now	visible,	you	can	start	adding	content	controls	to	your	document.	These	include	text	boxes,	checkboxes,	and,	of	course,	drop-down	lists.	In	the	next
section,	we'll	focus	on	creating	drop-down	lists	specifically.Creating	a	Single-Selection	Drop-Down	ListLet's	start	with	the	basics.	Creating	a	standard	drop-down	list	that	allows	for	a	single	selection.	Once	you	have	this	down,	adapting	it	for	multiple	selections	will	be	a	breeze.Here's	the	process:Go	to	the	Developer	tab	and	click	on	Drop-Down	List
Content	Control.	It	looks	like	a	small	box	with	a	downward	arrow.Click	on	the	Properties	button	in	the	Controls	group	to	open	the	Content	Control	Properties	dialog	box.In	the	dialog	box,	click	Add	to	enter	your	list	options.	You	can	add	as	many	choices	as	you	need.After	adding	your	options,	click	OK	to	save	your	list.Now,	you	have	a	functional	drop-
down	list	in	your	document.	Users	can	click	the	arrow	and	select	one	option	from	the	list.	But	what	if	you	need	them	to	select	multiple	options?	The	solution	involves	a	bit	of	creativity,	which	we'll	explore	next.Word	doesn't	have	a	built-in	feature	for	multiple	selections	in	a	single	drop-down	list,	but	don't	let	that	discourage	you.	With	a	little	ingenuity,
you	can	create	a	similar	experience	for	users.One	effective	method	is	to	use	checkboxes	in	combination	with	drop-down	lists.	Checkboxes	allow	users	to	select	multiple	options,	and	you	can	group	them	under	a	heading	to	maintain	organization.Here's	how	to	add	checkboxes:In	the	Developer	tab,	click	on	Check	Box	Content	Control.Position	the
checkbox	next	to	each	option	you	want	to	offer.	You	can	label	them	accordingly.For	a	cleaner	look,	group	your	checkboxes	under	a	heading	that	explains	their	purpose.This	setup	allows	users	to	select	multiple	options	by	checking	the	boxes	next	to	them.	It's	a	practical	workaround	when	a	single	drop-down	list	won't	cut	it.Creating	a	Series	of	Drop-
Down	ListsAnother	approach	to	simulate	multiple	selections	is	to	create	a	series	of	drop-down	lists.	Each	list	contains	the	same	options,	and	users	can	make	their	selections	across	multiple	lists.Here's	how	you	can	set	this	up:Follow	the	steps	outlined	earlier	to	create	a	single-selection	drop-down	list.Copy	and	paste	the	list	as	many	times	as	needed,
placing	each	one	in	a	logical	sequence.Clearly	label	each	list	to	guide	the	userfor	example,	"First	Choice,"	"Second	Choice,"	etc.This	method	gives	users	the	flexibility	to	pick	multiple	options	without	overwhelming	them	with	too	many	choices	all	at	once.Testing	Your	Drop-Down	ListsOnce	you've	set	up	your	drop-down	lists,	it's	time	to	test	them.
Testing	ensures	everything	works	as	expected	and	that	users	will	have	a	smooth	experience.Here's	a	quick	checklist	for	testing:Go	through	each	drop-down	list	and	make	selections	to	ensure	they	function	correctly.Check	that	any	checkboxes	are	aligned	and	can	be	checked	or	unchecked	easily.Review	the	document	layout	to	ensure	it's	user-friendly
and	visually	appealing.Testing	helps	catch	any	errors	before	your	document	goes	live,	saving	you	headaches	down	the	line.Need	to	tweak	your	drop-down	lists?	No	problem.	Word	makes	it	easy	to	edit	your	content	controls	whenever	you	need	to	make	adjustments.Here's	how	to	edit	your	drop-down	lists:Click	on	the	drop-down	list	you	want	to	edit.Go
to	the	Developer	tab	and	click	Properties.Add,	remove,	or	reorder	your	list	options	as	needed,	then	click	OK	to	save	your	changes.Regularly	updating	your	lists	ensures	they	remain	relevant	and	useful	for	your	users.Collaborating	with	SpellAt	this	point,	you	might	be	thinking,	"All	this	sounds	great,	but	is	there	a	quicker	way	to	do	this?"	That's	where
Spell	comes	in.	With	Spell,	you	can	generate	high-quality	documents	with	built-in	AI	capabilities,	saving	you	a	ton	of	time.Spell	allows	you	to	draft	and	refine	your	documents	efficiently,	using	natural	language	prompts.	This	means	you	can	set	up	your	drop-down	lists	and	content	controls	in	a	fraction	of	the	time	it	would	take	manually.	Plus,	you	can
collaborate	with	your	team	in	real-time,	just	like	with	Google	Docs	or	Word,	but	with	the	added	benefit	of	AI	to	help	you	along	the	way.If	you're	feeling	confident	with	the	basics,	let's	talk	about	some	advanced	tips	that	can	make	your	drop-down	lists	even	more	powerful.First,	consider	using	conditional	formatting	to	change	the	appearance	of	the
document	based	on	user	selections.	While	Word	doesn't	support	the	same	level	of	conditional	formatting	as	Excel,	you	can	use	styles	and	macros	to	achieve	similar	effects.Here's	a	tip.	Use	Word's	macro	feature	to	automate	repetitive	tasks.	If	you	find	yourself	frequently	updating	or	creating	similar	lists,	recording	a	macro	can	save	you	time	by
automating	these	tasks.Lastly,	remember	that	Word	is	a	flexible	tool.	Don't	hesitate	to	experiment	with	different	layouts	and	formats	to	create	a	user-friendly	experience	tailored	to	your	specific	needs.Final	ThoughtsCreating	a	drop-down	list	in	Word	with	multiple	selections	might	seem	tricky	at	first,	but	with	the	right	approach,	it's	entirely	doable.	By
using	checkboxes	or	a	series	of	drop-down	lists,	you	can	give	users	the	flexibility	they	need.	And	if	you're	looking	for	a	faster	way	to	manage	documents,	Spell	can	be	a	game-changer,	helping	you	create	polished,	professional	documents	effortlessly.	Happy	document	editing!Microsoft	Word	is	a	go-to	tool	for	countless	people	around	the	world,	whether
you're	drafting	a	quick	letter	or	putting	together	a	complex	report.	But	sometimes,	you	might	find	yourself	dealing	with	a	document	that's	got	a	pesky	background	color	that	just	doesn't	fit	your	needs.So,	you're	working	on	a	document	in	Word	and	you	need	to	format	your	citations	just	right.	Maybe	it's	a	paper	for	school	or	a	report	for	work,	and
you've	hit	a	little	snag:	indenting	the	second	line	of	a	citation.Nothing	beats	the	convenience	of	having	a	file	path	ready	in	your	Microsoft	Word	document,	especially	when	you're	sharing	files	with	colleagues	or	need	a	quick	reference.	But	how	do	you	do	it	without	jumping	through	hoops?Editing	a	Word	document	might	seem	straightforward	until	you
find	yourself	stuck	trying	to	remove	an	unwanted	page.	Maybe	you've	ended	up	with	a	blank	page	at	the	end	of	your	document,	or	there's	a	section	you	need	to	delete	entirely.Ever	found	yourself	staring	at	a	Microsoft	Word	document	thinking,	"This	could	use	a	little	sprucing	up"?	Well,	adding	a	top	border	might	be	just	the	touch	you	need.Printing	a
book	using	Microsoft	Word	might	seem	like	a	tall	order,	but	it's	entirely	doable	with	just	a	bit	of	guidance.	From	formatting	your	document	to	making	sure	the	pages	print	in	the	right	order,	there's	a	lot	to	cover.	Share	copy	and	redistribute	the	material	in	any	medium	or	format	for	any	purpose,	even	commercially.	Adapt	remix,	transform,	and	build
upon	the	material	for	any	purpose,	even	commercially.	The	licensor	cannot	revoke	these	freedoms	as	long	as	you	follow	the	license	terms.	Attribution	You	must	give	appropriate	credit	,	provide	a	link	to	the	license,	and	indicate	if	changes	were	made	.	You	may	do	so	in	any	reasonable	manner,	but	not	in	any	way	that	suggests	the	licensor	endorses	you
or	your	use.	ShareAlike	If	you	remix,	transform,	or	build	upon	the	material,	you	must	distribute	your	contributions	under	the	same	license	as	the	original.	No	additional	restrictions	You	may	not	apply	legal	terms	or	technological	measures	that	legally	restrict	others	from	doing	anything	the	license	permits.	You	do	not	have	to	comply	with	the	license	for
elements	of	the	material	in	the	public	domain	or	where	your	use	is	permitted	by	an	applicable	exception	or	limitation	.	No	warranties	are	given.	The	license	may	not	give	you	all	of	the	permissions	necessary	for	your	intended	use.	For	example,	other	rights	such	as	publicity,	privacy,	or	moral	rights	may	limit	how	you	use	the	material.	We	can	create	a
drop-down	list	in	Word,	so	that	we	just	need	to	click	on	it	to	choose	from	a	group	of	predefined	options.	This	article	will	then	introduce	how	to	do	that.Typically,	when	we	are	working	on	Word	document,	we	need	to	type	in	texts	manually.	However,	Word	also	allows	us	to	create	drop	down	lists	that	provide	predefined	options,	so	that	all	we	need	to	do
is	just	clicking	on	it.	In	this	article,	we	will	mainly	talk	about	how	to	implement	such	a	feature.Create	a	Drop-down	ListYou	cannot	simply	copy	and	paste	a	cell	with	drop	down	list	from	Excel	worksheet	to	your	Word.	Instead,	you	need	add	items	to	the	drop-down	form	field	in	Word,	so	that	you	will	be	able	to	select	one	of	the	options	from	that	field.	In
this	section,	we	will	specify	how	to	do	it.Head	to	File	menu,	and	click	on	Options.In	the	Following	dialog,	switch	to	Customize	Ribbon,	and	select	Commands	Not	in	the	Ribbon	under	Choose	Command	from	drop	down	list.	And	then	select	Insert	form	field.On	the	right	hand	of	the	window,	click	New	Group	and	then	click	on	Add.In	this	way,	you	will	be
able	to	insert	an	Insert	form	field	button	on	the	main	tabs.	Finally,	click	OK.Put	your	cursor	at	the	place	where	you	want	to	insert	a	drop	down	list.Click	on	the	Insert	form	field	button	we	just	added.Choose	Drop-down	under	Type,	and	then	click	OK	to	save	it.Return	to	the	Word	page,	you	will	find	the	inserted	filed	and	then	double	click	to	edit	it.In	the
following	Drop-Down	Form	Field	Options	dialog	box,	enter	the	items	under	Drop-down	items	box,	and	then	click	Add.	The	inserted	items	will	be	displayed	under	Items	in	drop-down	list.Make	sure	you	tick	the	Drop-Down	enabled	box,	and	then	click	Ok.Follow	the	same	steps	above	to	add	the	Lock	button	under	Commands	Not	in	the	Ribbon.	Click	on	it
to	lock	the	drop-down	list.	By	clicking	at	the	drop-down	arrow,	you	can	then	select	an	item	from	the	drop-down	list.Make	Use	of	External	Repair	ToolsAs	is	mentioned	above,	Word	offers	an	advanced	feature	to	allow	us	create	a	drop-down	list	in	our	document.	Despite	its	powerful	functionalities,	Word	is	vulnerable	to	damages	and	corruptions.
Therefore,	it	is	a	good	idea	to	take	advantage	of	external	doc	repair	tool,	which	boasts	of	a	multitude	of	features	that	few	other	repair	tools	possess.Author	IntroductionKelly	Zhao	is	a	data	recovery	expert	in	DataNumen,	Inc.,	which	is	the	world	leader	in	data	recovery	technologies,	including	excel	recovery	and	pdf	repair	software	products.	For	more
information	visit	www.datanumen.com	A	drop-down	list	in	a	Microsoft	Word	document	lets	readers	select	from	a	predefined	list,	handy	if	you're	building	a	form,	quiz,	or	similar.	Adding	a	drop-down	list	is	fairly	easyhere's	how.	The	option	to	add	a	drop-down	list	is	located	in	Word's	Developer	menu.	This	menu	is	hidden	by	default,	so	you	first	need	to
enable	it.	Start	by	opening	Word	and,	in	the	lower	left,	select	"Options."	If	you	already	have	a	document	open,	select	"File"	in	the	top	ribbon	to	reveal	the	Options	command.	In	the	Word	Options	window	that	opens,	on	the	left	sidebar,	select	"Customize	Ribbon."	In	the	Customize	the	Ribbon	pane	on	the	right	side,	scroll	down	the	list	and	click	the
"Developer"	checkbox	to	place	a	checkmark	in	it.	If	a	checkmark	is	already	there,	no	action	is	required.	Click	"OK"	at	the	bottom	of	the	window	to	close	it	and	save	your	changes.	After	adding	the	Developer	menu,	you're	now	ready	to	add	a	drop-down	list	to	your	Word	document	(perfect	when	creating	a	fillable	form,	for	example.)	To	start,	either	open
an	existing	Word	document	or	create	a	new	document.	In	your	document,	click	to	place	the	text	cursor	where	you	want	to	add	the	drop-down	list.	Next,	select	the	"Developer"	menu.	In	the	Controls	group,	click	the	"Drop-Down	List	Content	Control"	icon	(It	looks	like	a	drop-down	icon.).	You	now	have	a	drop-down	list	in	your	document.	Your	newly
added	drop-down	list	is	currently	empty.	To	configure	it	and	add	items,	click	the	drop-down	list	to	select	it.	Return	to	the	Developer	menu	and,	in	the	Controls	group,	click	"Properties."	This	opens	the	Content	Control	Properties	window.	In	the	"Title"	field,	give	your	list	a	nameit	appears	on	the	document	above	the	drop-down	list	when	clicked.	When
you	save	the	Content	Control	Properties	window,	the	Tag	field	fills	automatically	to	match	the	Title	field.	The	tag	is	mostly	used	by	other	programs	to	identify	content	control	data	in	a	document's	XML	structure.	So,	unless	you're	building	some	document	automation	and	specifically	need	to	set	the	tag,	ignore	it.	Use	the	"Color"	option	to	select	a	color
scheme	for	your	drop-down	list.	If	you	want	to	prevent	people	from	deleting	your	drop-down	list,	activate	the	"Content	Control	Cannot	Be	Deleted"	option.	However,	unless	you	lock	your	document,	anyone	can	disable	this	if	they	know	how.	Now,	add	items	to	your	drop-down	list.	To	add	your	first	item,	under	the	Drop-Down	List	Properties	section	on
the	current	window,	click	"Add."	In	the	Add	Choice	window,	enter	your	first	drop-down	choice	in	the	"Display	Name"	field.	The	Value	field	automatically	fills	with	what	you	type,	so	you	don't	have	to	worry	about	it.	Then,	click	"OK"	to	add	your	choice.	Repeat	this	process	for	each	choice	that	you	want	to	add	to	your	drop-down	list.	After	you	have	added
some	choices,	you	can	reorder	them.	To	adjust	an	item's	position	in	the	list,	select	it	and	then	click	either	"Move	Up"	or	"Move	Down"	on	the	right.	"Choose	an	item."	is	in	the	first	position	by	default,	so	it's	what	shows	on	your	drop-down	list	before	someone	interacts	with	it.	You	can	"Modify"	or	"Remove"	it	if	needed.	Finally,	click	"OK"	to	save	your
changes.	Your	drop-down	list	now	displays	your	added	items.	Click	it	to	test	it	for	yourself.	To	remove	a	drop-down	list	from	your	document,	right-click	it	and	select	"Remove	Content	Control."	If	you	don't	see	this	option,	click	the	drop-down	list.	Switch	to	the	"Developer"	tab	on	the	ribbon	and,	within	the	Controls	section,	click	"Properties."	Disable	the
"Content	Control	Cannot	Be	Deleted"	option	and	then	click	"OK"	at	the	bottom.	Finally,	right-click	the	drop-down	and	select	"Remove	Content	Control."	Did	you	know	that	you	can	add	checkboxes	in	Word	too?	These	are	great	not	only	for	interactive	documents,	but	also	those	you	plan	to	print.	Efficiency	and	organization	are	paramount	in	today's	fast-
paced	world.	When	crafting	documents,	interactive	features	can	significantly	enhance	user	experience.	One	such	feature	is	the	drop-down	list,	which	streamlines	data	collection	and	form	completion.	However,	standard	drop-downs	usually	allow	only	one	selection.	In	this	article,	we	tackle	this	challenge,	showing	you	how	to	create	both	single	and
multi-select	drop-down	lists	in	Word.1.	How	to	Add	a	Drop-Down	List	in	Word	Online?Are	you	new	to	creating	drop-down	lists?	Fear	not!	We	provide	a	comprehensive	guide,	complete	with	step-by-step	instructions	and	visual	aids.	Learn	how	to	seamlessly	integrate	this	interactive	element	into	your	documents.	Check	out	the	tutorialHere	are	the	steps
on	how	to	add	a	drop-down	list	in	Microsoft	Word	Online:Step	1:	Open	the	Word	document	where	you	want	to	add	the	drop-down	list.Step	2:	Click	the	Developer	tab.	If	you	don't	see	this	tab,	go	to	File	>	Options	>	Customize	Ribbon	and	check	the	Developer	box.Step	3:	In	the	Controls	group,	click	the	Drop-Down	List	Content	Control	button.Step	4:
Place	your	cursor	where	you	want	the	drop-down	list	to	appear.Step	5:	The	drop-down	list	will	be	inserted	into	your	document.	By	default,	it	will	have	a	single	item,	"Choose	an	item."Step	6:	To	add	items	to	the	drop-down	list,	click	the	drop-down	list	and	then	click	Properties.Step	7:	In	the	Drop-Down	List	Properties	dialog	box,	click	the	Add
button.Step	8:	Type	the	name	of	the	item	you	want	to	add	and	then	click	OK.Step	9:	Repeat	steps	8	and	9	to	add	more	items	to	the	drop-down	list.Step	10:	When	you're	finished,	click	OK	to	close	the	Drop-Down	List	Properties	dialog	box.Here	are	some	additional	things	to	keep	in	mind	when	adding	a	drop-down	list	in	Word:You	can	also	add	a	title	to
the	drop-down	list	by	typing	it	above	or	to	the	left	of	the	drop-down	list	control.You	can	hide	the	default	"Choose	an	item"	option	by	clearing	theInclude	blank	optioncheckbox	in	theDrop-Down	List	Propertiesdialog	box.You	can	also	change	the	appearance	of	the	drop-down	list	by	changing	the	font,	font	size,	and	color.2.	How	to	Make	a	Drop-Down	List
in	Word	with	Multiple	Selections?Want	to	enhance	your	drop-down	list	with	multiple	selections?	Our	tutorial	guides	you	through	the	process.	With	clear	explanations	and	visuals,	you'll	master	the	art	of	crafting	versatile	drop-downs.	Dive	into	the	tutorial:Here	are	the	steps	on	how	to	make	a	drop-down	list	in	Word	with	multiple	selections:Step	1:
Follow	the	steps	in	Part	1	to	add	a	drop-down	list	in	Word.Step	2:	After	adding	the	drop-down	list,	click	on	it	and	then	click	Properties.Step	3:	In	the	Drop-Down	List	Properties	dialog	box,	select	the	Allow	multiple	selections	checkbox.Step	4:	Click	OK	to	close	the	Drop-Down	List	Properties	dialog	box.Now,	you	can	select	multiple	items	from	the	drop-
down	list.Here	are	some	additional	things	to	keep	in	mind	when	making	a	drop-down	list	with	multiple	selections	in	Word:You	can	also	select	multiple	items	by	holding	down	theCtrlkey	while	clicking	on	the	items.You	can	clear	all	selected	items	by	clicking	on	the	drop-down	list	and	then	clickingClear.You	can	also	clear	a	single	selected	item	by
clicking	on	it	and	then	pressing	theDeletekey.3.	How	to	Insert	a	Drop-Down	List	in	Word	from	Excel?Integrate	your	Excel	data	seamlessly	into	Word	documents	with	drop-down	lists.	We	provide	a	detailed	guide,	complete	with	step-by-step	instructions	and	visuals.	Make	your	data	more	accessible	and	organized.Here	are	the	steps	on	how	to	insert	a
drop-down	list	in	Word	from	Excel:Step	1.	Start	by	selecting	the	cell	that	contains	the	drop-down	list	in	your	Excel	file.	In	this	example,	let's	say	the	cell	is	B4.Step	2.	Press	Ctrl+C	on	your	keyboard	to	copy	the	selected	cell	with	the	drop-down	list.Step	3.	Open	the	Word	file	where	you	want	to	paste	the	drop-down	list.Step	4.	Navigate	to	the	Home	tab
in	Word.Step	5.	Choose	the	Paste	option	to	paste	the	content	you	copied	from	Excel.Step	6.	Next,	click	on	the	drop-down	arrow	next	to	the	Paste	option	and	select	"Paste	Special."Step	7.	This	action	will	open	a	prompt	on	your	screen.Step	8.	In	the	prompt,	first	select	the	"Paste	Link"	option.Step	9.	Under	the	"As"	section,	choose	"Microsoft	Excel
Worksheet	Object."Step	10.	Click	the	OK	button	to	proceed.Step	11.	Now,	if	you	make	changes	to	the	drop-down	list	in	the	original	Excel	file,	those	changes	will	automatically	reflect	in	the	Word	document	where	you	pasted	it.By	following	these	steps,	you'll	be	able	to	seamlessly	integrate	a	drop-down	list	from	Excel	into	your	Word	document	while
maintaining	a	dynamic	link	between	the	two.	Happy	writing!Now,	the	drop-down	list	will	contain	the	list	of	items	from	the	Excel	spreadsheet.Here	are	some	additional	things	to	keep	in	mind	when	inserting	a	drop-down	list	from	Excel	in	Word:You	can	also	use	a	range	of	cells	in	the	Excel	spreadsheet	as	the	source	for	the	drop-down	list.	To	do	this,
select	the	range	of	cells	and	then	copy	and	paste	it	into	theData	Sourcedialog	box.You	can	also	use	a	named	range	in	the	Excel	spreadsheet	as	the	source	for	the	drop-down	list.	To	do	this,	type	the	name	of	the	named	range	in	theData	Sourcedialog	box.4.Best	Alternative	to	Microsoft	Word	-	WPS	OfficeAre	you	looking	for	a	powerful	alternative	to
Microsoft	Word?	Look	no	further	than	WPS	Office.	WPS	Office	is	a	free	and	open-source	office	suite	that	is	a	popular	alternative	to	Microsoft	Office.	It	includes	a	word	processor,	spreadsheet,	presentation	software,	and	a	PDF	reader.	WPS	Office	is	compatible	with	Microsoft	Office	files,	so	you	can	easily	open	and	edit	documents	created	in	Microsoft
Office.Here's	why	it's	the	ideal	choice:1.	Download	for	Free:	WPS	Office	offers	a	free	version	that	provides	you	with	the	most	essential	features	you	need.	Whether	you're	a	student,	professional,	or	creative,	you	can	access	WPS	Office's	capabilities	without	any	cost.2.	Full	Compatibility:	One	of	the	standout	features	of	WPS	Office	is	its	full	compatibility
with	Microsoft	Office.	You	can	seamlessly	open,	edit,	and	save	documents	created	in	Microsoft	Office	formats.	No	more	worrying	about	compatibility	issues	when	collaborating	with	others.3.	Formulas	and	Macros:	For	those	who	rely	on	formulas	and	macros,	WPS	Office	has	you	covered.	It	maintains	compatibility	with	these	crucial	elements,	ensuring
that	your	complex	spreadsheets	and	automated	tasks	work	seamlessly.Pros:Cons:The	free	version	has	some	limitationsThe	interface	is	not	as	user-friendly	as	Microsoft	OfficeReady	to	Make	the	Switch?	Explore	the	benefits	of	WPS	Office	and	experience	a	robust	alternative	to	Microsoft	Word.	Download	the	free	version	today	and	unlock	a	world	of
possibilities	for	your	document	creation	and	editing	needs.Free	Office	Download	Use	Word,	Excel,	and	PPT	for	FREE,	No	Ads.Edit	PDF	files	with	the	powerful	PDF	toolkit.Microsoft-like	interface.	Easy	to	learn.	100%	Compatibility.Boost	your	productivity	with	WPS's	abundant	free	Word,	Excel,	PPT,	and	CV	templates.Algirdas	JasaitisFAQs1.	How	do	I
create	dependent	drop-down	lists	in	Word?Creating	Dependent	Drop-Down	Lists	in	Word:	Quick	GuideStep	1:	Prepare	Your	Data:	Organize	your	data	(e.g.,	countries	and	cities)	in	a	table	format	in	Word	or	Excel.Step	2:	Insert	Combo	Box:	Open	your	Word	document,	go	to	the	"Developer"	tab,	and	click	"Combo	Box	Content	Control"	where	you	want
the	first	drop-down.Step	3:	Configure	First	List:	Right-click	the	control,	select	"Properties,"	add	country	names	and	values,	then	close.Step	4:	Insert	Second	Combo	Box:	Click	where	you	want	the	second	drop-down,	insert	another	Combo	Box	Content	Control.Step	5:	Configure	Second	List:	Right-click,	select	"Properties,"	add	city	names	matching
selected	country,	then	close.Step	6:	Test	Your	Lists:	Save	and	test	selecting	a	country	should	change	the	city	options	in	the	second	drop-down.Enhance	document	interactivity	with	dependent	drop-down	lists	in	Word!2.	How	do	I	create	a	drop-down	list	in	Word	for	Mac?Creating	a	Drop-Down	List	in	Word	for	Mac:	Quick	StepsStep	1:	Open	Word:
Launch	Word	on	your	Mac	and	open	your	document.Step	2:	Insert	Control:	Go	to	"Developer"	tab,	click	"Dropdown	List."Step	3:	Configure	List:	Right-click	control,	choose	"Properties."	Add	options	in	"Display	Name"	column.Step	4:	Save	and	Test:	Save	and	test	by	clicking	the	arrow	to	select.Easily	add	drop-down	lists	to	your	Word	document	on	Mac
for	user-friendly	choices.SummaryIn	today's	digital	landscape,	interactive	documents	are	crucial.	We've	provided	a	comprehensive	guide	on	creating	drop-down	lists	in	Word.	From	single	selections	to	multiple	choices,	our	tutorials	cover	it	all.	Plus,	don't	forget	to	explore	the	powerful	alternative,	WPS	Office,	for	a	seamless	and	efficient	document
creation	experience.	Imagine	trying	to	log	into	your	Windows	11	PC	only	to	find	your	desktop	is	gone,	your	files	are	missing,	The	clock	is	ticking	for	Windows	10	users!	On	October	14,	2025,	Microsoft	will	end	support	for	Windows	10,	meaning	There	are	many	reasons	you	might	need	to	access	your	routers	settings:	from	changing	the	WiFi	network
name	(SSID)	or	In	recent	years,	large	language	models	(LLMs)	have	become	increasingly	popular	for	their	ability	to	generate	human-like	text	and	assist	VIEW	MORE	POSTS	Social	Media	7	min	read	YouTube	is	the	most	popular	platform	for	watching	and	uploading	videos,	but	its	not	entirely	free	of	glitches	and	bugs.	Social	Media	6	min	read	Do	you
see	a	yellow	border	around	your	screen	when	you	share	your	screen	with	Discord?	A	third-party	app	may	Social	Media	3	min	read	The	point	of	social	media	platforms	like	Facebook	is	to	share	content	with	your	friends.	On	Facebook,	some	content	is	Social	Media	5	min	read	Discord	now	provides	users	with	the	ability	to	host	streaming	parties	using
popular	streaming	services	including	Netflix	and	Disney	Plus.	VIEW	MORE	POSTS	Netflix	has	a	vast	library	of	content	to	stream,	from	the	latest	movies	to	classic	shows,	documentaries,	animation,	and	more.	Power	failure,	a	loose	or	broken	USB	connection,	and	hardware	damage	can	cause	your	Fire	TV	device	not	to	turn	Are	you	getting	a	"Something
went	wrong"	error	while	trying	to	access	the	Spotify	app	on	your	Windows	PC?	If	The	Fire	TV	remote	app	lets	you	control	any	Fire	TV	streaming	device	from	your	smartphone.	The	app	is	easy	VIEW	MORE	POSTS	Imagine	trying	to	log	into	your	Windows	11	PC	only	to	find	your	desktop	is	gone,	your	files	are	missing,	The	clock	is	ticking	for	Windows	10
users!	On	October	14,	2025,	Microsoft	will	end	support	for	Windows	10,	meaning	There	are	many	reasons	you	might	need	to	access	your	routers	settings:	from	changing	the	WiFi	network	name	(SSID)	or	If	you're	not	on	the	AI	train	yet,	now's	a	good	time	to	hop	on!	This	isn't	some	passing	tech	VIEW	MORE	POSTS	Get	daily	tips,	tricks,	guides,	and
special	offers	delivered	right	to	your	inbox.	Do	not	share	my	Personal	Information.	There	are	a	lot	of	people	who	do	not	know	that	Microsoft	word	has	some	advanced	options	that	they	have	not	yet	explored.	They	end	up	outsourcing	the	creation	of	some	of	these	things	instead	of	actually	doing	it	themselves.	Frankly	speaking,	you	can	always	add	drop
down	box	in	word	if	you	know	the	right	steps	to	take.	Fortunately,	knowing	how	to	create	a	drop	down	list	in	word	is	not	as	difficult	as	it	seems.	The	essence	of	this	articles	will	be	to	show	the	steps	involved	in	the	creation	of	word	drop	down	list	as	well	as	other	options	to	word	documents.Bonus:	It	is	possible	create	drop-down	list	in	a	PDF	form	by
using	Wondershare	PDFelement.	This	PDF	editor	can	help	you	create	professional	fillable	form	in	PDF	format	and	add	form	field	such	as	drop-down	menu,	checkbox,	list	box	and	more.	G2	Rating:	4.5/5	|100%	Secure	Steps	to	Create	Word	Drop	Down	ListThe	simple	truth	is	that	it	is	absolutely	impossible	to	just	copy	and	paste	a	cell	that	has	drop	down
list	from	an	excel	document	into	your	word	document.	It	does	not	really	work	that	way.	Rather,	you	have	to	add	word	drop	down	list	from	form	field	in	word.	The	following	are	the	clear	steps	to	achieve	that.Step	1:	First	open	your	word	document	and	go	to	"File"	and	then	click	on	"Options".Step	2:	Switch	to	the	"customized	Ribbon".	Go	to	"Choose
command	from"	and	select	"Commands	not	in	the	ribbon"	and	then	"Insert	form	field".Step	3:	Then	go	to	the	right	side	of	the	window	and	then	click	on	"New	Group"	and	then	"Add".	You	can	insert	a	"Insert	form	field"	button	and	then	click	on	OK.Step	4:	With	your	cursor,	go	to	the	place	where	you	would	like	to	insert	the	drop	down	list	and	then	click
on	the	"Insert	form	field"	that	was	added.Step	5:	Then	under	"Type"	choose	"Drop	Down"	and	save	it	by	clicking	OK.Step	6:	Go	back	to	Word	page	and	edit	the	inserted	field.	From	"Drop	down	Form	Field	Options"	enter	the	drop	down	menu	items	and	click	on	Add.	These	items	will	be	inserted	under	"Items	in	Drop	down	List".	Click	the	drop	down
enable	box	and	then	click	on	OK.There	is	no	doubt	that	there	are	times	when	drop	down	list	is	very	important	to	a	document	no	matter	the	format.	It	makes	the	document	well	organized	and	easy	to	navigate.	The	steps	above	simply	shows	how	to	create	a	drop	down	list	in	word	but	what	about	doing	the	same	thing	in	PDF?	Is	it	possible?	Yes	it	is.
Advantages	of	PDF	FormatPDF	is	one	of	the	most	popular	file	formats	if	not	the	most	popular.	It	is	used	by	a	lot	of	people	from	big	organizations,	government	agencies	and	individuals	due	to	the	fact	that	it	offers	a	lot	more	than	other	document	formats	like	word.	For	instance,	the	Internal	Revenue	Service	of	the	United	States	of	America	makes	use	of
PDF	for	their	tax	forms	and	many	other	institutions	make	use	of	PDF	to	share	information	online.	So	why	do	most	of	them	use	PDF?	The	reason	can	be	seen	belowEncryption	Support:	PDF	offers	high	level	data	encryption	support	and	this	is	because	it	offers	security	of	data	over	the	internet.	In	fact,	if	there	is	need,	you	can	always	restrict	user	access
to	any	PDF	document	by	way	of	applying	password	to	the	document	in	such	a	way	that	prevents	unauthorized	access.	With	PDF,	the	chances	of	losing	your	data	to	data	thieves	becomes	very	low	since	there	is	a	high	level	of	protection	and	malware	and	virus	cannot	overpower	or	override	the	security	features	of	the	document.Interactive	Functions	are
supported:	PDF	format	supports	a	lot	of	interactive	format	and	they	include	movies,	mark	up,	file	attachments,	hyperlinks	and	many	others	are	well	supported.One	thing	that	must	be	understood	about	PDF	is	that	it	can	only	be	edited	with	the	use	of	a	PDF	editor.	A	PDF	editor	is	that	platform	designed	to	work	on	PDF	file	formats	like	editing,
converting	and	many	other	tasks	on	PDF.	There	are	a	lot	of	these	editors	available	but	the	best	of	them	is	Wondershare	PDFelement	-	PDF	EditorWondershare	PDFelementWondershare	PDFelement.	G2	Rating:	4.5/5	|100%	Secure	The	reason	why	this	editor	is	regarded	as	the	best	is	simple.	It	provide	the	best	values	for	money	with	the	combination	of
top	features	and	cost.	It	features	are	top	quality	and	they	include	features	to	edit,	annotate,	convert,	sign	and	fill	PDF	forms	like	never	before.	Steps	to	Create	Drop	Down	List	in	PDFsStep	1.	Open	a	PDFOpen	the	form	document	in	PDFelement	but	you	have	to	use	the	"Open	File"	button	to	upload	it	to	PDFelement.Step	2.	Create	a	Drop	Down	ListClick
"List	Box"	option	and	click	on	any	place	within	the	document	where	you	want	to	add	the	drop	down	list.Step	3.	Change	the	PropertiesChange	the	properties	by	double	clicking	on	the	List	Box	to	open	up	a	dialog	box.	Change	the	properties	under	the	"General"	tab	and	add	names	and	change	colors	and	fonts	under	the	"Appearance"	tab.	More	steps
about	creating	a	form	in	PDF.	Free	Download	or	Buy	PDFelement	right	now!	Free	Download	or	Buy	PDFelement	right	now!	Try	for	Free	right	now!	Try	for	Free	right	now!	Creating	a	drop-down	box	in	Word	is	a	nifty	trick	to	make	your	document	interactive	and	user-friendly.	Its	perfect	for	forms,	surveys,	or	any	document	where	you	want	to	give	the
reader	options	to	choose	from.	Once	you	add	a	drop-down	box,	readers	can	click	on	it	and	select	an	item	from	a	list	that	you	provide.	After	adding	a	drop	down	box	in	your	Word	document,	you	will	have	an	interactive	element	that	allows	users	to	select	an	option	from	a	predefined	list.	This	can	make	your	documents	more	user-friendly	and
professional.	Drop-down	boxes	in	Word	documents	are	not	something	you	see	every	day,	but	they	can	be	incredibly	useful.	Whether	youre	creating	a	form	for	others	to	fill	out,	setting	up	a	structured	template,	or	simply	want	to	streamline	your	own	document	editing	process,	drop-downs	can	add	functionality	and	ease	to	your	Word	experience.	This
feature	is	particularly	relevant	to	individuals	who	create	forms	regularly,	such	as	HR	professionals,	event	organizers,	or	educators.	But	honestly,	anyone	who	uses	Word	might	find	this	trick	handy	from	time	to	time.	Imagine	a	dropdown	list	for	report	templates,	invoice	items,	or	even	a	list	of	chapters	in	a	large	document.	The	possibilities	are	endless,
and	learning	how	to	create	a	drop-down	box	could	be	a	game-changer	for	your	Word	documents.	The	following	steps	will	guide	you	through	creating	a	drop-down	box	in	Word.	To	start	adding	drop-down	boxes,	you	first	need	to	enable	the	Developer	tab	on	the	ribbon.	The	Developer	tab	is	not	visible	by	default	in	Word,	but	its	easy	to	turn	on.	Right-
click	anywhere	on	the	ribbon	and	select	Customize	the	Ribbon.	Under	the	Main	Tabs	list,	check	the	box	next	to	Developer	and	click	OK.	With	the	Developer	tab	now	available,	click	on	it	and	select	Drop-Down	List	Content	Control.	The	Drop-Down	List	Content	Control	is	a	tool	within	the	Developer	tab	that	allows	you	to	insert	a	drop-down	box	into	your
document.	After	selecting	it,	a	box	will	appear	where	your	cursor	is	located	in	the	document,	indicating	where	your	list	will	be.	Select	the	drop-down	box	and	click	on	Properties	in	the	Developer	tab	to	add	items	to	your	list.	In	the	Properties	pane,	click	on	Add	under	the	Drop-Down	List	Properties.	Here,	you	can	type	in	the	display	name	and	value	for
each	item	you	want	to	appear	in	your	drop-down	menu.	Repeat	this	process	for	all	the	items	you	want	to	include.	Once	you	have	added	all	your	items,	you	can	lock	the	drop-down	box	to	prevent	further	editing.	After	setting	up	your	list,	click	OK	in	the	Properties	pane.	You	can	then	choose	to	restrict	the	editing	of	your	document	if	necessary,	by
clicking	on	Restrict	Editing	in	the	Developer	tab.	This	step	is	optional	but	recommended	if	you	are	deploying	the	document	for	others	to	use.	BenefitExplanationUser-friendlyAdding	a	drop-down	box	makes	your	document	easier	to	navigate	and	interact	with,	providing	a	straightforward	way	for	users	to	input	information.Professional	appearanceA
drop-down	box	can	give	your	document	a	more	polished	and	professional	look,	which	can	be	particularly	important	in	formal	or	business	settings.Error	reductionBy	limiting	choices	to	a	predefined	list,	drop-down	boxes	can	reduce	the	likelihood	of	input	errors,	ensuring	more	accurate	data	collection.	DrawbackExplanationLimited	flexibilityOnce
created,	the	options	in	a	drop-down	list	are	fixed,	which	can	be	limiting	if	you	need	to	add	or	change	items	later	on.Requires	Developer	tabTo	access	the	drop-down	box	tools,	you	need	to	enable	the	Developer	tab,	which	may	be	an	extra	step	that	some	users	find	inconvenient.Compatibility	issuesSome	older	versions	of	Word	or	non-Microsoft	word
processors	may	not	support	or	display	drop-down	boxes	correctly,	which	can	be	a	problem	when	sharing	documents.	Creating	drop-down	boxes	in	Word	is	a	fun	way	to	spruce	up	your	documents,	but	there	are	a	few	things	to	keep	in	mind.	First,	remember	that	the	options	you	add	to	your	drop-down	list	are	what	users	will	see	and	be	able	to	select
from.	So,	its	essential	to	double-check	for	typos	and	accuracy	before	finalizing	your	document.	Another	tip	is	to	consider	your	documents	layout.	Drop-down	boxes	work	best	when	theyre	seamlessly	integrated	into	the	documents	design.	Think	about	alignment,	spacing,	and	how	the	drop-down	box	will	look	alongside	other	elements	on	the	page.	Lastly,
dont	forget	about	accessibility.	Screen	readers	and	other	assistive	technologies	might	interpret	drop-down	boxes	differently,	so	its	good	practice	to	provide	alternative	ways	for	users	to	input	information	if	necessary.	Enable	the	Developer	tab	on	the	ribbon.	Insert	a	Drop-Down	List	Content	Control	from	the	Developer	tab.	Add	items	to	your	list
through	the	Properties	pane.	Lock	the	drop-down	box	if	needed	to	prevent	further	changes.	Yes,	you	can	edit	the	items	by	selecting	the	drop-down	box	and	clicking	Properties	in	the	Developer	tab.	From	there,	you	can	modify	existing	items	or	add	new	ones.	To	remove	a	drop-down	box,	simply	click	on	it	and	press	the	delete	key	on	your	keyboard.
Word	does	not	support	the	creation	of	multi-level	or	cascading	drop-down	lists	directly.	You	would	need	to	use	a	workaround	or	a	different	software	that	offers	more	advanced	form	features.	While	you	cant	directly	link	a	Word	drop-down	list	to	an	Excel	spreadsheet,	you	can	copy	and	paste	the	data	from	Excel	into	the	drop-down	list	items	in	Word.
Drop-down	boxes	created	in	the	Word	desktop	app	will	display	in	Word	Online,	but	you	cannot	create	or	edit	them	in	the	online	version.	Mastering	how	to	create	a	drop-down	box	in	Word	can	elevate	your	document	creation	skills	significantly.	Its	a	feature	that	can	transform	a	static	document	into	an	interactive	experience,	making	it	more	engaging
and	practical	for	users.	Whether	youre	crafting	forms,	surveys,	reports,	or	templates,	drop-down	boxes	can	help	streamline	processes,	reduce	errors,	and	enhance	the	overall	appearance	of	your	documents.	As	with	any	skill,	it	takes	a	bit	of	practice	to	get	the	hang	of	it,	but	once	you	do,	youll	wonder	how	you	ever	managed	without	it.	So	go	ahead,	give
it	a	try,	and	watch	your	Word	documents	come	to	life!Matthew	Burleigh	has	been	writing	tech	tutorials	since	2008.	His	writing	has	appeared	on	dozens	of	different	websites	and	been	read	over	50	million	times.After	receiving	his	Bachelors	and	Masters	degrees	in	Computer	Science	he	spent	several	years	working	in	IT	management	for	small
businesses.	However,	he	now	works	full	time	writing	content	online	and	creating	websites.His	main	writing	topics	include	iPhones,	Microsoft	Office,	Google	Apps,	Android,	and	Photoshop,	but	he	has	also	written	about	many	other	tech	topics	as	well.Read	his	full	bio	here.	A	drop-down	list	in	a	Microsoft	Word	document	lets	readers	select	from	a
predefined	list,	handy	if	you're	building	a	form,	quiz,	or	similar.	Adding	a	drop-down	list	is	fairly	easyhere's	how.	The	option	to	add	a	drop-down	list	is	located	in	Word's	Developer	menu.	This	menu	is	hidden	by	default,	so	you	first	need	to	enable	it.	Start	by	opening	Word	and,	in	the	lower	left,	select	"Options."	If	you	already	have	a	document	open,
select	"File"	in	the	top	ribbon	to	reveal	the	Options	command.	In	the	Word	Options	window	that	opens,	on	the	left	sidebar,	select	"Customize	Ribbon."	In	the	Customize	the	Ribbon	pane	on	the	right	side,	scroll	down	the	list	and	click	the	"Developer"	checkbox	to	place	a	checkmark	in	it.	If	a	checkmark	is	already	there,	no	action	is	required.	Click	"OK"
at	the	bottom	of	the	window	to	close	it	and	save	your	changes.	After	adding	the	Developer	menu,	you're	now	ready	to	add	a	drop-down	list	to	your	Word	document	(perfect	when	creating	a	fillable	form,	for	example.)	To	start,	either	open	an	existing	Word	document	or	create	a	new	document.	In	your	document,	click	to	place	the	text	cursor	where	you
want	to	add	the	drop-down	list.	Next,	select	the	"Developer"	menu.	In	the	Controls	group,	click	the	"Drop-Down	List	Content	Control"	icon	(It	looks	like	a	drop-down	icon.).	You	now	have	a	drop-down	list	in	your	document.	Your	newly	added	drop-down	list	is	currently	empty.	To	configure	it	and	add	items,	click	the	drop-down	list	to	select	it.	Return	to
the	Developer	menu	and,	in	the	Controls	group,	click	"Properties."	This	opens	the	Content	Control	Properties	window.	In	the	"Title"	field,	give	your	list	a	nameit	appears	on	the	document	above	the	drop-down	list	when	clicked.	When	you	save	the	Content	Control	Properties	window,	the	Tag	field	fills	automatically	to	match	the	Title	field.	The	tag	is
mostly	used	by	other	programs	to	identify	content	control	data	in	a	document's	XML	structure.	So,	unless	you're	building	some	document	automation	and	specifically	need	to	set	the	tag,	ignore	it.	Use	the	"Color"	option	to	select	a	color	scheme	for	your	drop-down	list.	If	you	want	to	prevent	people	from	deleting	your	drop-down	list,	activate	the
"Content	Control	Cannot	Be	Deleted"	option.	However,	unless	you	lock	your	document,	anyone	can	disable	this	if	they	know	how.	Now,	add	items	to	your	drop-down	list.	To	add	your	first	item,	under	the	Drop-Down	List	Properties	section	on	the	current	window,	click	"Add."	In	the	Add	Choice	window,	enter	your	first	drop-down	choice	in	the	"Display
Name"	field.	The	Value	field	automatically	fills	with	what	you	type,	so	you	don't	have	to	worry	about	it.	Then,	click	"OK"	to	add	your	choice.	Repeat	this	process	for	each	choice	that	you	want	to	add	to	your	drop-down	list.	After	you	have	added	some	choices,	you	can	reorder	them.	To	adjust	an	item's	position	in	the	list,	select	it	and	then	click	either
"Move	Up"	or	"Move	Down"	on	the	right.	"Choose	an	item."	is	in	the	first	position	by	default,	so	it's	what	shows	on	your	drop-down	list	before	someone	interacts	with	it.	You	can	"Modify"	or	"Remove"	it	if	needed.	Finally,	click	"OK"	to	save	your	changes.	Your	drop-down	list	now	displays	your	added	items.	Click	it	to	test	it	for	yourself.	To	remove	a
drop-down	list	from	your	document,	right-click	it	and	select	"Remove	Content	Control."	If	you	don't	see	this	option,	click	the	drop-down	list.	Switch	to	the	"Developer"	tab	on	the	ribbon	and,	within	the	Controls	section,	click	"Properties."	Disable	the	"Content	Control	Cannot	Be	Deleted"	option	and	then	click	"OK"	at	the	bottom.	Finally,	right-click	the
drop-down	and	select	"Remove	Content	Control."	Did	you	know	that	you	can	add	checkboxes	in	Word	too?	These	are	great	not	only	for	interactive	documents,	but	also	those	you	plan	to	print.	You	might	also	like	Youve	successfully	subscribed	to	All	Things	How	Welcome	back!	Youve	successfully	signed	in.	Great!	Youve	successfully	signed	up.	Success!
Your	email	is	updated.	Your	link	has	expired	Success!	Check	your	email	for	magic	link	to	sign-in.	
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