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Microsoft Excel

Module 49 – Workbook and Worksheet Protection in MS Excel

Workbook Protection

Workbook protection in Excel is used to secure the structure of the entire workbook. When you apply this, users cannot add, delete, rename, or move worksheets within the workbook. This is useful when you want to keep the overall layout and sheet arrangement unchanged.

You can enable workbook protection by going to:
Review tab → Protect Workbook → Choose “Protect structure” and set a password (optional).

Worksheet Protection

Worksheet protection helps you lock specific cells or the entire sheet so users can’t change formulas, enter data, or modify formatting. You can allow some actions like selecting or formatting cells even when protection is on.

To protect a worksheet:
Go to Review tab → Protect Sheet, and then choose what users are allowed to do and optionally set a password.
		
Steps to Protect Worksheet:

· Open your Excel file and go to the sheet you want to protect.
· Click on the “Review” tab from the top menu.
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· Click on “Protect Sheet” in the Review tab.
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· A box will appear – type a password (optional) and select the actions you want to allow (like select cells, format, etc.).
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· Click OK, and if you entered a password, confirm the password.
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· The worksheet is now protected – users can only do what you allowed.


Steps to Protect Workbook in MS Excel:
· Open your Excel file that you want to protect.
· Click on the “Review” tab from the top menu.
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· Click on “Protect Workbook”.
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· In the pop-up, check “Structure” to prevent adding, deleting, or moving sheets.
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· Enter a password (optional) and click OK.
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· If you used a password, re-enter it to confirm and click OK again.




Why do we need to Protect Workbook and Worksheet in MS Excel:

1. Prevent Accidental Changes
People might delete or change formulas or data by mistake. Protection helps keep important information safe.

2. Control What Others Can Edit
You can allow users to change only certain cells (like input fields) and lock the rest.

3. Protect Formulas and Calculations
If your sheet has important formulas, protection stops others from editing or deleting them.

4. Restrict Structure Changes
You can protect the workbook so users can't:
· Add or delete sheets
· Move or rename sheets
5. Useful in Shared Files
In team projects, it ensures that only specific people can make changes, keeping the data consistent.
4

4 of 4
[image: bottom_new]
image3.png
Protect Sheet ? X

Protect worksheet and contents of locked cells

Password to unprotect sheet:

Allow all users of this worksheet e

Select unlocked cells

[] Format cells

[] Format columns

[ Format rows

[ nsert columns

[Jinsert rows

[ insert hyperlinks

[ pelete columns:

[ pelete rows v

oK Cancel





image4.png
Protect
Sheet

@ 21 protect and Share Workbool

& Allow Users to Edit Ranges.
Sha
Workbook L3 Track Changes -

Restrict Editing

Protect Structure and Windows

Restrict Permission L

Restricted Access

Manage Credentials




image5.png
Protect Structure and Wind...

Protect workbook for

Structure
[ windows

Password (optional):

oK





image1.png
Formulas  Data | Review | View




image2.png
82 protect and Share Workbook
& Allow Users to Edit Ranges.
kL Track Changes ~

Changes




image6.jpeg
(S I SIIII SN A

Learning With Innovation......





image7.jpeg
Course
&

Test Series

2D

=)

B

MBA

D)

...many more

abhyasonline.in




image8.jpeg
® KG-10 (School and Olympiads)
IL.ag“-s"’ Entrance Exams (Navodaya, Sainik School etc.)
e Bank, SSC, Railways & Other Govt. Exams




image9.jpeg




image10.jpeg
Corporate Office: ABHYAS ACADEMY, Near Govt. PG College, Ambala Cantt., Haryana (India)
www.abhyasonline.in @ (+91)94165-41198, 81689-25411

@ abhyasonline.info@gmail.com FollowUs: f ‘ L 4 - E





