Worksheet and Workbook Protection
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This option is used to protect a worksheet and/or a workbook from changes made by others with

whom you are sharing the workbook. You can protect a cell or range of cells in a worksheet, a
worksheet within a workbook, or a complete workbook.

Applying Worksheet Protection

K/
L4

K/
L4

K/
£ %4

K/
£ %4

DS

Open the file for which the protection is to be applied.
Click Tools on the Menu Bar.

Click Protection from the list of options.

Click the Protect Sheet option from the second list.

The Protect Sheet dialog box will appear (see illustration at Faplect Sheet ]

 right). s e i
% Click in the Password box and enter a password to prevent |
unauthorized users from modifying the worksheet.
% Under Allow all users of this worksheet to, place a checkmark E.|.:=:_. W°“k5he'3t fo: .
into any of the options that you want to allow to be done when [ coec rloed cols
protection is on. %Egm 5 05
% Scroll down the list to see what areas can be removed from the et coum
protection area. %Eneslzte hyperinks
% Click OK to exit the dialog box and save the changes. Cloelete rows v
% If the Confirm Password dialog box appears, re-enter the
password to confirm it and then click OK. o J[ oo
Applying Workbook Protection
% Click Tools on the Menu Bar.
% Click Protection from the list of options.
% Select Protect Workbook from the second list of options. Protect Workbook X
% The Protect Workbook dialog box will appear (see illustration at N
right). Structure

Select the Structure check box to prevent the sheets from being s

deleted, moved, copied, hidden, or renamed. This option will also Password faptional):

prevent new sheets from being inserted. |

Select the Windows check box to prevent the window arrangement o ][ e |
from being moved or sized.
Click in the Password box and enter a password to prevent unauthorized users from opening
the file.

Click the OK button to close the dialog box and accept the changes.

If the Confirm Password dialog box appears, re-enter the password to confirm it and then click
OK.

Unprotect Worksheets and Workbooks
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Click Tools on the Menu Bar.

Click Protection from the list of options.

Choose one of the options below:

» Unprotect Workbook.

» Unprotect Worksheet.

> 1If the Unprotect dialog box appears, type the password and then click OK.



