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MS Excel – Protecting Worksheet Elements


A worksheet can be protected in many ways.  You can protect all the contents or selected contents.  Some of the important points to note are:
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Only locked cells are protected.  

2. When you start a worksheet, by default all the cells are locked.

3. You can see this by going to Format>Cells>Protection.

4. If you want the users to modify contents of some of the cells, those cells will have to be unlocked before protecting the worksheet. 

5. While protecting a worksheet, you have several options.  Please see the figure.

6. You have to give a password while protecting.  

7. You will need this password for un-protecting.
8. Please follow the steps given below to protect a sample worksheet.

9. Create a new worksheet and enter the data given below:
	
	A
	B
	C

	1
	Name
	Points
	Prize

	2
	A
	35
	

	3
	B
	22
	

	4
	C
	37
	

	5
	D
	58
	

	6
	E
	69
	

	7
	
	
	


10. Enter the formula given below:
=IF(B2>=50,"GOLD","SILVER")
11. Copy this to remaining cells
12. Now protect the sheet by selecting Tools >Protection>ProtectSheet

13. Enter password ABC and click OK

14. Computer will prompt for reentering the password.  Enter the password ABC again and click OK

15. Try to change the name in Cell A2

16. A pop up message will appear indicating that the sheet is protected and you can make any changes.

17. Now keep few cells unlocked for allowing changes.

18. First of all unprotect the sheet by selecting Tools > Unprotect Sheet
19. Computer will prompt for entering password.  Enter ABC and click OK

20. Now Select Format >Cells>Protection

21. Clear the box Locked

22. Now copy the formula given in Cell C2 till Cell C100 (You are copying this formula because once you protect this column, you won’t be able to copy this formula to the remaining cells.  This you have to plan in advance) 

23. Select entire column C

24. Select Format>Cells>Protection

25. Select the Locked Check box by clicking it

26. Now protect you sheet again by selecting Tools>Protection>Protect Sheet

27. Enter the password ABC

28. Come back to the sheet and add few names.

29. Try to modify any cells under Column C.

30. You will not be able to modify it as it is now protected.
31. 
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