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1
Protect Worksheet:

Select the cells you 
want unlocked, then >>

• Use keyboard 
shortcut CTRL+1 to 
launch the Format 
Cells dialog box

• Go to the Protection 
tab

• By default, Locked 
checkbox will be 
checked, uncheck it

• Click OK

Step 1: Unlock selected cells

Keep selected cells & objects unlocked 
(editable) on protected sheets

Secret Sheet Hiding Technique:
https://bit.ly/very-hidden

Go to the Review tab 
> Select Protect Sheet

• You can add password to unprotect sheet
• Ensure Protect Worksheet checkbox is 

checked
• Checking ‘Select locked cells’ allows users to 

see formulas in locked cells but not edit them
• Checking ‘Select unlocked cells’ is required to 

ensure unlocked cells are editable
• Check any other option, as needed.
• Tip: if your sheet contains a PivotTable or Pivot 

Chart that you want your users to interact 
with, check the ‘Use PivotTable and 
PivotChart’ option.

• Users will only be able to 
edit Date, Category & 
Before-Tax Spend $

• Users will not be able to 
edit any other cell on the 
entire sheet.

You can also:
• Select cells to lock/unlock based on fill color: CTRL + F > Format  > Fill Tab > Select Fill Color > Click 

Ok > Find All > Click on one result >  CTRL+A > Close the Find and Replace dialog box
• Hide formulas in the locked cells, but still see the results: Select locked cells >  Ctrl+1 > Protection 

tab > Check "Hidden" > Protect Sheet
• Use Sheet Protection with Data Validation:  Apply data validation > Ensure cell is unlocked > 

Protect sheet
• Quickly reset protections: Review tab > Unprotect Sheet or Workbook (depending upon what 

protections you have in place)

Bonus Tips

• Worksheet Protection can 
block formula edits, VBA 
macros, PivotTable, and 
Power Query refreshes if 
they involve locked cells.

• Workbook Protection can 
block VBA macros from 
adding, deleting, hiding 
sheets etc.

Caution!

2 Protect Workbook:

• Prevents users from 
Adding, Deleting, 
Renaming, Moving, or 
Copying, Hiding, or 
Unhiding sheets

• Users can still edit cell 
content (if the sheet isn’t 
protected) or enter 
data/formulas in unlocked 
cells

Protect the workbook structure

• Protect Sheet locks only the active sheet in an Excel file
• Protect Workbook locks the structure and layout of all 

the sheets in the entire file.

Protect Sheet vs Protect Workbook

Adding password 
is optional but 
recommended

Step 2: Prevent Object Resizing & Movement:

• Select the object 
you want to prevent 
from resizing and 
moving

• Use keyboard 
shortcut CTRL+1 to 
open format pane

• Expose Position and 
Layout settings > 
Check ‘Disable 
resizing and moving’

• Expose Properties> 
Uncheck ‘Locked’

• The slicer now has 
no pull-handles to 
allow resizing.

• Users can still filter 
data, but its 
position and size 
are fixed to prevent 
accidental 
dashboard mess-
ups

Want to create insightful dashboards? Enroll Now!

Want to create insightful 
dashboards? Enroll Now!

https://bit.ly/dashboardscourse

This applies to all 
objects including 
images, charts, 
slicers etc.

Tip

Step 3: Protect Worksheet

Cells containing 
hyperlinks must be 
unlocked to enable 
clicking on them.

Tip

Workbook Protection 
Masterclass: 

https://bit.ly/workbook-protection
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