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Protecting Sheets

Format Cells [
Cells e b et o e o

All cells have the ability to be protected. When sheet protection Doy
is turned on, any cell that has the ability will be protected.

To turn off the protection on specific cells:
From the menu choose, Format, Cell, Protection
Uncheck the locked check box

Protect Elements

To protect the sheet, from the menu choose Tools, Protection,
Protect Sheet.
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B - _ + | Protect worksheet and contents of locked cells

v Spelling... F7 P il il | M 100

l.L Research AltsClick . - - Bassword to unprotect sheet:
= $ % » W0 0| iEH

‘/p Error Checking...
Shared Workspace.. | F | Allow all users of this worksheet to:
Share Workbook... W | Select locked cells -
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In the dialog box that appears, add or remove

protected features. ie if Format cells is checked, the é”j‘zii hfoﬁf;:ig:s
user will not be able to change the font, color, or Delete rows M
number formatting of the cell.

Worksheet Range %] o canee
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A range of cells that have locks can be unlocked by a
password when the sheet is protected.

With the sheet unprotected, select the range, then from the menu choose Tools, Protection,
Allow Users to edit Ranges.

Click the “New” button and in the dialog box
password to be used.
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Protecting the Workbook

Workbook elements
To protect elements of a workbook, from the menu choose Tools, Protection, Protect
Workbook.

Structure

Protects the workbook so that worksheets in the workbook can't
be moved, deleted, hidden, unhidden, or renamed, and new
worksheets can't be inserted.

Protect Workbook

Protect workbook for
/| Structure
= winclgws

Password (optional):

Windows |

Protects windows so that they are the same size and position
each time the workbook is opened.

Save As

Password Protection =

Type

Save in: Examples

9 -3 Q X i 3 ~|Toolsy

Name Date modified Size =

To protect a workbook from unauthorized
access, from the Save As dialog box choose
Tools, General Options.

In the dialog box that opens, enter
passwords.
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Password to open

The user must know the password to open
the workbook. i

Password to modify

The user must know the password to modify
the workbook.

Save Options

25|

Password to open:

Password to modify:

Read-only recommended

Note: both passwords do not need to be set.
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Note: if the user knows the password to open, but not to modifyt h ey

change the worksheets.
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Note: setting passwords on a workbook does not protect the workbook from being deleted.
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Properties
The properties dialog box holds the information about the workbook.

Ta.b S trashout2003 Properties &J

Gen eral General | Summary |Statistics | Contents | Cust0m|
Contains the name, location, creation date, size, etc. of the Tite: Trashout 2003
Workbook Subject: Examples of M5 Excel worksheets

Author: Pamela Schmidt

SU m m ary Manager: b
Information about the workbook such as Author may be Company: | Proicere, Tnc
added to the properties. cotegory: | Gamples

Statistics Kepvords:

Comments:
Contains the last date the workbook was modified,
accessed, and printed. yperink
trashout2003 Properties @
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Contains the a list of worksheets in the workbook, even if oament e
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Additional information about the workbook can be added
such as client.
-
View from within and open workbook. _ Lo ] fom ]

To view the properties from within an open workbook, from
the menu choose File, Properties.
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Options T Security tab
Parts of the Security are for the workbook, others for the whole system. A new document
will have the document security turned off. Once a workbook is saved with security, the
document security travels with the workbook.

Note: document security is saved with a template

2| x|

Wi | Calculation | Edit | General | Transition | Custom Lists | Chart |

Colar | International | Save | Errar Checking | Spelling Security

File encryption settings for this workbook

Password to open: I Advanced. .. |

File sharing settings for this workbook

Password to modify: I

I_ Read-only recommended

Digital Signatures. .,

Privacy options

I_ Remave personal information fram this file on save

Macro security

Adjust thu_a security level for files that might contain macro viruses Macro Security. . |
and specify names of tusted macro developers.

(04 I Cancel |

An MS Excel document normally saves information such as the creator, with the document.
The Privacy Options removes that information so it does not travel with the document.

Macro Security — opens a dialog box for setting the security ey Lovel| ST s
|eV€| fOf a.”OWIng maCrOS to run On your System () ¥ery High. Only macras installed in trusted locations will be allowed

ta run, All other signed and unsigned macros are disabled.

(¥ High. Only signed macros from trusted sources will be alowed to
run, Unsigned macros are automatically disabled.

(O Medium. You can choose whether or not ko run potentially unsafe
macros,

() Low (nat recommended), You are not protecked From pokentially
unsafe macros, Use this setting only if you have virus scanning
software installed, or you have checked the safety of all documents
OU Open,

Wirus scanner(s) installed,




