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LOCKING CELLS & PROTECTING EXCEL (2010) SPREADSHEETS

1. Open worksheet and select columns that suppliers need to complete.

[image: image1.png]"

Boo.

ome | Insert  Page Layout

Cambria

-5

Formulas

AN

P romatpamer () £ B < [ B &0 A~

Data

Review  View  Addins

Acrobat

= »  Sweeree

S Merge & Center -

General

$-% v W C
F

Ciipboard 5 Font 5 Alignment 5 Number 5
61 - £ | Total
A 3 3 F
Vendor
Item|Description |Brand |Mftr Quantity |Unit |Total [Number
1|copier 1|Each
2|toner cartridge 1|Each
3 20|reams

legal paper





2. Select Format > Lock cell or Protect Sheet.
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3. Enter a secure password when screen appears. Select the OK button. 
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4.  Reenter password. Please keep the password in a safe place for reference.
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‘Reenter password to proceed.

‘Caution: If you lose or forget the password, it cannot be:

recovered. Itis advisable to keep a st of passwords and
their corresponding workbook and sheet names in 2 safe.
place. (Remember that passwords are case-sensitive.)
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