©,

Excel Chapter 12: Workbook
Completion
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Learning Objectives

B After studying this chapter, you will be able to:

A Use Find and Go To to navigate a workbook
A Create hyperlinks for navigation

A Insert comments

A Add alt text to objects

A Inspect your workbook

A Protect your workbook
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Alternative Navigation Methods

m Using Find

A Search for specific text or values

Find and Replace ? x

Find Replace

Find what: Karen e
Options ==
Find All Find Mext Close
Book Sheet Mame Cell Value Formula

Sales Results.xlsx  Sheetl 36328  Karen

2 celljs) found
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Alternative Navigation Methods (cont.)

m Using Go To or the Name box
A Search for a known location to jump to that cell

A Go To dialog box lists up to four recently used cell
locations and/or defined names

SSSSS

Reference:

B Type a cell reference in the Name box and

tap [Enter] to jump to it
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Alternative Navigation Methods (cont.)

B Inserting hyperlinks for navigation

Type the text to display or

leave text already displayed.
|

ScreenTip can be added to
give additional

;n'FLvm

Insert Hyperlink |

Link to: Text to display: |Sales Sheet

Type the cell reference:
Existing File Al
or Web Page

Or select a place in this document:

@ = Cell Reference

Place in This Sales
Document .. Expenses

... Defined Names
Create Mew
Document

=

E-mail
Address

e

ScreenTip...

Cancel

tion.

Choose what Type a cell reference or choose a
to link to first. place in the document to link to.
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Inserting and Viewing Comments

B Use comments to collaborate with reviewers without
cluttering up the worksheet

A Comments are indicated with a red triangle in the
upper-right corner of the cell

A Hover over the cell to display the comment

23000 i
187000 | This figure is accurate as
210.000 |of June 1l

230,000
120000
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B Helps people with visual or other impairments to see
or understand the object

B Add alternative text to the object properties using the
Format pane

Format Chart Area ~ *
Chart Options ¥  Text Options

O O e

s For this chart object, a title and
b Properties description could be added

4 Alt Text

Title &

Description
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Inspecting Your Workbook

B Inspect a workbook for hidden properties or personal
Information

A Before running Document Inspector, save a copy of the
worksheet

Document Inspector ? >

Review the inspection results,

a Comments and Annotations
Mo items were found.

I Document Properties and Personal Information

The following document information was found:

* Document properties

* Author

* Absolute path to the workbook

* Printer properties (2.9, printer path, secure print passcode, etc))

Remove All

Nothing is removed until you choose to do so — you
cannot remove specific items in a category.

&
LABYRINTH

8 LEARNING™



Inspecting Your Workbook (cont.)

B Inspect a workbook for accessibility
A Alerts you to accessiblility issues: Error, Warning, or Tip
B Inspect a workbook for compatibility

A Some content may not be available to a person using
an older Excel version

Microsoft Excel - Compatibility Checker 7 x

If the workbook is saved in an earlier file format or opened in an
earlier version of Microsoft Excel, the listed features will not be
available.

I Select versions to show ¥ I

Summary Ocourrences
Minor loss of fidelity 1
Some cells or styles in this workbook contain 11

formatting that is not supported by the

selected file format. These formats will be Help
converted to the closest format available. Excel 97-2003

|:| Check compatibility when saving this workbook, V
Copy to New Sheet oK LABYRINTH
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Workbook Protection

B Protect workbook structure

A Cannot add, delete, rename, move, or copy worksheets

A Does not prevent contents from being changed

Protect workbook for
Structure

Windows

Password [optional):

Protect Structure and Windows

oK

?

X

Cancel

Optional password protection

v

Warning! There is no way to recover a
password — write it down somewhere safe. <'\
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Workbook Protection (cont.)

B Protect a worksheet

A Protects the data from changes, or selecting or
formatting cells

Protect Sheet 7 bt

Protect worksheet and contents of locked cells

Password to unprotect sheet:

Allow all users of this worksheet to: CheCk or UnCheCk OpthﬂS tO pI’OteCt
[Fselectlocked cets

Select unlocked cells /

Format cells

Format columns

Format rows

Insert columns

Insert rows

Insert hyperlinks

Delete columns

Delete rows hd

I RN Y

A Must protect each worksheet individually A
v
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Workbook Protection (cont.)

B Lock cells and hide formulas

A Choose which cells users are allowed to edit

¢ All cells are locked by default

¢ Unlock cells you want unlocked for input, then turn on
worksheet protection

A Hide formulas — not the results — on a worksheet

? X

Format Cells

Mumber  Alignment Font Border Fill Protection

Locked

Locking cells or hiding formulas has no effect until you protect the worksheet [Review tab,
Changes group, Protect Sheet button).
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Workbook Protection (cont.)

m Mark as final

A No changes allowed to workbook, worksheets, or cells

A Users can turn off the option

A Mark as Final icon displays on status bar

Ready QQH ‘l_'l
Marked as Final

m Encrypt with a password

A File cannot be accessed without a password
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