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XPReview
• Auditing Formulas

– Trace Precedent cells
– Trace Dependent cells

• Trace Errors
• Error Messages
• Adding Comments
• Track Changes
• Save as webpage / add hyperlinks



XP
Create validation rules for data entry

• You will want to prevent errors in your workbooks as much 
as possible.
– You can specify the type of data that is allowed and/or a range 

of acceptable values
– If a value is entered that does not meet the requirements, an 

error message is displayed 
– Setting a rule like this is a preventative measure that allows you 

to validate data upon entry
• There are several different options in the Data Validation 

dialog box allowing you to provide various rules related to 
data entry. 

• You can also provide an input message that will aid the user 
in entering the data.



XP
The Data Validation dialog box



XP
The Allow list box options



XPThe Input Message tab of the Data 
Validation dialog box



XPA worksheet with an 
input message displayed



XPThe Error Alert tab of the Data 
Validation dialog box



XP
Testing Validation Rules

• wrong type of data

• incorrect lower range

• incorrect upper range

• correct values



XPProtect the contents of worksheets and 
workbooks

• Once you have a worksheet that you know is correct, you 
may want to protect the worksheet so that users cannot make 
changes. 
– Setting the locked property will disallow any changes to a 

particular cell
– The worksheet will have to be protected in order for the locked 

property to have any affect 
• You can also specify a password that must be entered in 

order to remove worksheet protection. 
• Finally, you can protect an entire workbook, which would 

disallow changes to the workbook, such as adding or deleting 
worksheets.



XP
The Protect Sheet dialog box



XP
The Protect Workbook dialog box



XP
Locked Property

• Every cell can be Locked so that once the 
worksheet is protected, the cell cannot be edited.  

• Note: locked property has no effect on unprotected 

worksheets.
• Locked property is found under the protection tab 

of the format cell dialog box.



XP
Unlocking Selected Cells



XP
Create and use range names

• It may be useful assign a name to a cell or cell range. 
• This is called a range name and allows you to refer to 

the cell or range of cells by their name instead of their 
cell references. 
– For example, you might assign a range name, Expenses, 

to a group of cells that represent your expenses 
– When you want to calculate with those cells, you enter 

their Range Name in the formulas instead of the cell 
reference 

• You can later change the definition of the range 
names.



XP
Creating a name using the Name box



XP
The Define Name dialog box



XP
View multiple range names



XP
Using Range Names in a chart



XPMacro viruses and Excel's security 
features

• Because a macro is a program, a virus can be attached to 
the macro. 
– A macro is attached to a workbook and just opening the workbook 

can cause the macro to be run 
– If a macro has an attached virus, running the macro will likely 

infect the computer being used to view the workbook 
• The first line of defense is to be sure you know where the 

workbook came from and whether the source is 
trustworthy. 

• Excel allows you to specify security for any workbook 
opened within Excel. 

• There are three levels of security: high, medium, and low.



XP
The Security dialog box



XPCreate macros using 
the macro recorder

• One way to create a macro is to use the Excel macro recorder. 
– When you start the macro recorder, all of your keystrokes are 

recorded and saved
– Once you have completed the keystrokes you want recorded, 

you can close the macro
– Once the macro has been created, you can replay the macro at 

anytime
• The macro can be stored in the workbook, making it available 

whenever the workbook is opened.
• You can also store the macro in a new workbook or in the Personal 

Macro workbook, which makes it available anytime Excel is 
running.



XP
The Record Macro dialog box



XP
The Macro dialog box



XP
Running the Macro

Use ctrl shortcut set when recorded

OR

click macros under tools menu 
choose macro name 
click run



XP
Assign a macro to a keyboard shortcut

• You already learned how to invoke a macro 
through the macro menu. 

• Another option is to assign a shortcut key to the 
macro. 

• When the shortcut key is pressed, the macro is 
run. 



XP
Assign a macro to a button

• You can create a button on the workbook that will 
invoke a macro. 

• To create a macro button, you must first display 
the Forms toolbar. 

• Then, select the button tool on the toolbar.
• The button is assigned to a particular macro and, 

when it is pressed, the assigned macro runs.



XP
Assign Macro Dialog Box



XP
Fixing Macro Errors

• re-record using the same macro name

• delete the macro and then record the macro again

• edit the macro in VB code or editor

• run the macro one step at a time to locate the error


