Lecture Notes
Chapter 15
Workbook Completion
Overview
In this chapter, learners will be taught to navigate in a workbook using hyperlinks. They will learn about inserting comments, adding alternative text to objects, and inspecting a workbook before sharing with others. Learners will also be taught about creating forms and the various levels of protection they can apply to their worksheets and workbooks.
Chapter Topics
	Inserting Hyperlinks for Navigation
	Inserting and Viewing Comments
	Adding Alternative Text to Objects for Accessibility

	Inspecting Your Workbook
Inspect a Workbook for Hidden Properties or Personal Information
Inspect a Workbook for Accessibility
Inspect a Workbook for Compatibility
Configure Editing and Display Languages
	Creating Forms
	Protecting Workbooks
Protect Workbook Structure
Protect a Worksheet
Lock Cells and Hide Formulas
Configure Formula Calculation Options
Manage Workbook Versions
Mark as Final
Encrypt with a Password


Chapter Timing
The following table lists the estimated time to complete this chapter:
	Develop Your Skills
	Self-Assessment (online)
	Reinforce Your Skills
	Apply Your Skills
	Project Grader
	Extend Your Skills
	TOTAL

	2 hrs
	20 mins
	40 mins
	30 mins
	N/A
	1 hr 30 mins
	5 hrs


Preparing for This Chapter
[bookmark: _GoBack]A complete installation of Microsoft Office 2019 and an Internet connection are required for successful completion of this chapter.
A customizable PowerPoint presentation is available to support this chapter. 
Lecture Plan
	Major Topic
	Subtopic(s)
	Notes

	Inserting Hyperlinks for Navigation
	
	Discussion
· Explain that hyperlinks can be added to any object and can link it to a website, email address, a place in the worksheet, or another workbook.
· Demonstrate how to insert a hyperlink into a worksheet.
· Show how to remove a hyperlink.
Questions/Activities
· Ask: What can you set a hyperlink to link to?
· Ask: What can you add to a hyperlink to give the user additional information?
· Activity: Have learners open a workbook and insert a hyperlink.

	Inserting and Viewing Comments
	
	Discussion
· Explain that you can add commentary to specific cells if you need to share the file with others.
· Demonstrate the Ribbon commands for navigating to a Comment.
· Discuss the options for showing or hiding comments.
· Show that cells with comments have a red triangle in the upper-right corner.
· Create a comment and then hover over the cell to display the comment.
Questions/Activities
· Ask: How do you know if a cell has a comment in it? 
· Ask: What is an easy way to navigate to a comment, especially in a large worksheet?
· Ask: Why do you think you might add a comment to one of your worksheets? Give an example.
· Activity: Using the workbook from the previous section, have learners open a workbook and insert multiple comments.

	Adding Alternative Text to Objects for Accessibility
	
	Discussion
· Explain that alt text added to an object makes it easier for people with visual disabilities to understand the object.
· Show that alt text is added in the Format pane for a selected object.
· Explain that you enter a title and description for the alt text.
· Insert an image and add alt text to it.
Questions/Activities
· Ask: What type of alt text information do you think would be useful to add to a chart or picture? Give an example.
· Ask: Where do you go to add alt text to a selected object?
· Activity: Using the workbook from the previous section, have learners insert images and add alt text to them.

	Inspecting Your Workbook
	· Inspect a Workbook for Hidden Properties or Personal Information
· Inspect a Workbook for Accessibility
· Inspect a Workbook for Compatibility
· Configure Editing and Display Languages
	Discussion
· Explain that before sharing a workbook with others, you should check for certain things such as personal information, accessibility issues, or compatibility.
· The Document Inspector can search for information others should not see, such as:
· Items you may have hidden
· Comments, annotations, or invisible content
· Document properties or personal information
· Scenarios
· Headers and footers
· Mention that it’s not required but is a good idea to save a file before running the Document Inspector.
· Emphasize that nothing is removed until you click the Remove All button—then the removal is permanent.
· Accessibility Check identifies possible issues and classifies them as Errors, Warnings, or Tips.
· Compatibility issues arise if another person reviewing the file is using an earlier Excel version.
· The Compatibility Checker gives a summary of issues.
Questions/Activities
· Ask: What should you do before inspecting your workbook?
· Ask: Which option searches for document properties?

	Creating Forms
	
	Discussion
· Explain that forms are a way to efficiently enter large amounts of data.
· Explain that forms can be printed, filled out by hand, and then entered into Excel, or information can be directly entered into them.
· Demonstrate how a form works in Excel by opening one and entering a new record.
· Explain that form controls and ActiveX controls are inserted from the Developer tab.
Questions/Activities
· Ask: Why might you choose to create a form to enter data?

	Protecting Workbooks
	· Protect Workbook Structure
· Protect a Worksheet
· Lock Cells and Hide Formulas
· Configure Formula Calculation Options
· Manage Workbook Versions
· Mark as Final
· Encrypt with a Password
	Discussion
· Explain that there are many options for protecting a workbook from accidental or intentional changes.
· Protecting the workbook structure means people cannot add, delete, rename, move, or copy a worksheet.
· Point out that anyone can turn off a protection unless a password is set.
· Emphasize that if you forget a password, there is no backdoor into the file.
· Point out that protecting a workbook structure does not prevent the contents from being edited, copied, or deleted.
· Worksheet protections must be turned on, with or without a password, to protect the contents from being changed or formatted.
· Show the Protect Sheet dialog box and go over the options.
· Explain that you can set options to allow only certain cells to be changed by unlocking them first, before turning on the worksheet protection.
· Explain that Mark as Final is a simple way to protect a file from any kind of change, but anyone can turn it off.
· Remind learners that the most secure way to prevent changes being made by others is to require a password to open the file. Warn again about forgetting a password.
Questions/Activities
· Ask: How can you prevent someone from changing the values in your worksheet?
· Ask: What happens to the file if you forget the password to it?
· Ask: Where can you hide the actual formulas in a worksheet without hiding the results? (Answer: the Format Cells dialog box)
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