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Restricting Cell Access by User

Sometimes you need certain users to have access to cells that are generally locked. Instead of
requiring them to unlock the spreadsheet, you can tell Excel to let them access specific cells that
are normally locked. This way the spreadsheet stays locked, but allows the specified user to
perform their task.

NOTE: If you log in using Novell Netware, this may not work. If you are unsure, contact your IT
support staff.
1. If your spreadsheet is already protected, you’ll need to unprotect it to perform this task.

2. Working on your unprotected spreadsheet, click on Tools, Protection, and then Allow
Users to Edit Ranges.
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Allow Users to Edit Ranges

Ranges unlocked by a password when sheet is protected:

Title | Refers ko cells |

Madify. . |
Delete |

Specify who may edit the range without & password:

Permissions. . |

[" Paste permissions infarmation inta a new workbook

Pratect Sheet... | oK | Cancel | Apply |

4. Click on New... You’ll get a new window that looks like this...

Title:

fanger ]
Refers ko cells:

[=$ag1:4a41 5

Range password;

Permissions. .. | (o] 4 I Cancel |

5. Choose a title that will help you remember the users and cells you gave them access to
and type it into the “Title” field.

6. In the “Refers to cells” section, you can either enter the reference numbers of the cells,
preceded by “=", that you want to allow these users to access by hand and continue to

step 11. Or you can click on the little button E at the end of the text box to select them
on the spreadsheet itself. It is recommended that you click the button.

7. If you choose to click the little button you’re taken back to the spreadsheet, and have the
New Range box available. It looks like this...

Mew Range
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Select the cells you wish to be accessible. To select multiple cells, hold down the Ctrl key
while clicking on all of the cells you want selected.

estio
- b J=CE:D6,D7,F7,G6, G, 6]

Yas| No | Partial Comments How-To Reference
—— e R Aottt
!

{ !

} 5 ! !
Ets ! ! :
v ! ! i

! ! { !
s T e e R e
et / : ! !

! ; { !
5 * :
— it SR ?L- rrrrrrrrrrrrrrrrrrrrrrrrrrrrrrr T’ fffffffffffffffff
! ! ! !
Il ! f { !
! { f !
? ] ! ; |

You’ll see that the New Range box is displaying the selected cells. If you look closely
you’ll see the checkered line around them on the picture above. In Excel this line will be
blinking.

Once you’ve selected all the cells you want, click the =i button in the lower right of the
New Range box. This will take you back to a new window that looks like this...

MNew Range

Title:
IRangel

Refers to cells:

|=ce,06,07,F7, 56, G, E5 By

Range password:

Permissians. ., | (o] 4 I Cancel
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11. Now click Permissions. You’ll get a new window that looks like this...

Permissions for Rangel ﬂﬁl

Security I

Group or uzer names:

Add... | Bemove |
Permizzions Allow Deny
E dit range without a password O O

(0] I Cancel | Lpply |

12. Click on Add. This will bring up the window that will allow you to add users. It looks
like this...

Select Users, Computers, or Groups

Select thiz object twpe:

ILlsers, Groups, or Built-in security principals Object Types..

Erom thiz location:

Ibf.umich.edu Locations. ..

Enter the object names to relect [examplez]:

Check Hames

B

Advanced... | ] I Cancel |
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13. In the Enter the object names to select box, type the unignames of any users you want to
have access. You may want to type a unigname, and then hit Check Names to ensure that

they’re correct. When you’re done you should have a list of resolved unignames and the
window will look like this...

Select Users, Computers, or Groups ed |

Select thiz object twpe:

IUsers, Groups, or Built-in security principals Object Tvpes. .

From thiz location:
Il:uf. urich. edu

Locations...

Enter the object names to zelect [examples]:

Toaz, Matt [mtoazd@bf.umich edu); Millis, Paul [praillistEbE umich, edu) ; Check Mames
Witale, Jenniter [jbeitaledibl umich, edu

PG

Advanced... | OF. I Cancel |

e

14. Click OK, and you’ll be taken back to the Permissions window. Now it will have the
user names you input in the last step. By default their permissions will be set to allow.

You can double check if you want by clicking on the name and seeing which box is
checked.

Permissions for Rangel 2=l

Security |

Group or uger names:

ﬂ Millis, Paul [praillist@bf. umich, edu]
Toaz, Matt [mto bf. urich. edu)

ﬂ itale, Jennifer [jbvitaled@bf unich. edu)

Add. | Bemaove |
Permizzions for Toaz, Matt Allow Deny
Edit range without & pagzword a

0k I Cancel | Apply |
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15. If everything looks good, click OK.

16. You’ll now be back at the New Range box. Enter a password in the Range password
box. Remember to use a unique password, not one that you personally use for other
things, as it may need to be shared.

Refers ba cells:

|=ce,D6,07,F7,G6,G8,E5 EY

Range password:

I************l

Permissions. .. | QK I Cancel |

17. A window will pop up asking you to confirm the password you entered

Confirm Password x|

Reenter password bo proceed.

Caution: IF wou lose or forget the password, it cannot be
recovered. It is advisable to keep a list of passwords and
their corresponding workbook, and sheet names in a safe
place, {(Remember that passwords are case-sensitive, )

[a]4 I Cancel
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Allow Users to Edit Ranges

Ranges unlocked by a passward when sheet is pratected:

Title | Refers to cells |
Rangel $C46, 5046, 5057, $F57 ...

Madify. ..

EE
Delete |

Specify who may edit the range without a password:

Permissions. .. |

[ Paste permissions information into a new workbook

Protect Sheet. .. | Ok Cancel | Apply |

19. If you want to have a list of the users you just gave permissions to, check the box labeled

“Paste permissions information...”. This will create a new spreadsheet that you can store
in a secure place.

20. If you want to add another set of permissions, you can go through the process again. If
the one group is all you need, then you’re ready to protect the spreadsheet.

21. Click the Protect Sheet button. This will bring up a new window that looks like this...

Protect Sheet X

¥ Protect waorksheet and contents of locked cells

Passwaord to unprotect sheet:

Allov all users of this worksheet bo:

[ Insert columns ;I
[~ Insert rows

[ Insert hyperlinks

[ Delete columns

[ Delete rows

[~ Sort

[~ Use aukoFilker

[~ Use PivotTable reports

[V Edit scenarios -

oK I Cancel |
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22. You’re going to want to uncheck the Edit objects and Edit Scenarios boxes. Then type a
password in the Password to unprotect sheet box. This should be different than the one
you used for the individual users, as it is for the spreadsheet as a whole. Again you
should not use a password you use personally. Click OK.

23. You’ll be asked to confirm the password...

Reenter password to proceed,

Caution: If vwou lose or Forget the password, it cannot be
recovered. It is advisable to keep a list of passwords and
their corresponding workbook and sheet names in a safe
place, (Remember that passwords are case-sensitive, )

(0] 4 I Cancel |

24. Your spreadsheet is now protected. The user you specified will be able to edit the cells
that you specified with them and nothing else.
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