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Microsoft Excel 2007 – Chapter 4
Working with Large Worksheets and Tables
Skills Checklist and Notes

· Freezing Rows and Columns
When working with a large spreadsheet, we can keep the row and column headings from “scrolling” off the screen by freezing the rows/columns containing the headings

1. View | Window | Freeze Panes

2. Choose Freeze Top Row, Freeze Left Column, or Freeze Panes
· If Freeze Panes is chosen, all columns to the left of the selected cell and all rows above it will be placed in separate panes and frozen.  All cells in the other pane (i.e., to the right and below the active cell) can still be scrolled

· Hiding and Unhiding Rows, Columns, and Worksheets
· To “hide” rows or columns so that they are not visible on screen or when the worksheet is printed:

1. Select the rows (or columns)

2. Right-click the selection and choose Hide
· To make hidden rows/columns visible again (i.e., to “unhide” them):

1. Drag to select the rows (or columns) just before and after the hidden ones

2. Right-click the selection and choose Unhide
· To hide a worksheet, right-click the sheet tab and choose Hide
· To unhide a hidden worksheet:
1. Right-click any visible sheet tab
2. In the Unhide dialog, select the sheet to be unhidden and click OK
· Protecting Cells, Worksheets, and Workbooks
· When you protect a workbook or worksheet, you control the kinds of changes that users can make

· For example, you could prevent users from changing formulas, from inserting and deleting worksheets, and even from viewing formulas

· A very useful type of protection is to prevent users from changing any cells except those used for data entry.  This is known as locking the cells

· Locking and Unlocking Cells
· Every cell has a locked property that is either turned on or off
· When the locked property is on, no changes can be made to the cell and we say that the cell is “locked”

· When the locked property is off, changes may be made to the cell and we say that the cell is “unlocked”

· The default value of the locked property is on. However, the locked property has no effect unless the sheet is protected

· Once the sheet is protected, the property takes effect and since all cells are locked by default, you can not “unlock” them

· How, then, do we lock only certain cells and leave others unlocked?

1. First, we “unlock” only those cells that we will allow the user to change

2. Then we protect the worksheet (and all cells not specifically unlocked will remain locked)

· To unlock cells:

1. Select the cells

2. Right-click the selection and choose Format Cells... from the popup menu (or Home | Cells | Format | Format cells...)
3. Click the Protection tab

4. Remove the check from the Locked checkbox and click OK
· Protecting and Unprotecting a Worksheet
· To protect a worksheet

1. First, unlock the cells that you don’t want to protect (see above)

2. Right-click the sheet tab and choose Protect Sheet...  

(or Home | Cells | Format | Protect sheet...)
3. (optional) Enter a password which will be required to unprotect the sheet

4. Check all actions that you will allow the user to do (any left unchecked will be prohibited)

5. Click OK
· To unprotect a worksheet (so you can edit it), right-click the sheet tab and choose Unprotect Sheet...
(or Home | Cells | Format | Unprotect sheet...)

· You will be required to enter the password if one was chosen when the sheet was protected

· Protecting and Unprotecting a Workbook
· Protecting a worksheet only protects it contents, it does not protect the sheet itself

· A protected sheet can still be deleted by a user

· To prevent someone from deleting sheets, we must protect the entire workbook

1. Review | Changes | Protect Workbook
2. Click Protect Structure and Windows to check it
3. Check the type of protection: Structure and/or Window
· If you protect the structure, then the user cannot rename, hide, delete, or insert worksheets

· If you protect the window, then the user cannot move, close, resize, or hide parts of the Excel window

4. (optional) Enter a password which will be required to unprotect the workbook

5. Click OK
· To unprotect a workbook
1. Review | Changes | Protect Workbook
2. Click Protect Structure and Windows to remove the check
3. You will be required to enter the password if one was chosen when the workbook was protected
· Managing Page Breaks with Page Break Preview
· If a sheet is too big to fit on one printed page, Excel will print as much as will fit and then insert a Page Break to continue printing on another page.  This often results in the sheet being split awkwardly, such as in the middle of a table

· We can scale the sheet to fit on a single page but this often results in a printout that is too small to be read

· To have control over where the new page begins, we insert page breaks manually
· To enter Page Break Preview, click the Page Break Preview button on the status bar (page breaks will appear as blue lines)
· To insert a page break: 

1. Select a cell, row, or column

2. Right-click and choose Insert Page Break
· If a row was selected, the break will appear just above that row

· If a column was selected, the break will appear just to the left of that column

· If a cell was selected, breaks will appear just to the left and just above that cell

· To move a page break, just drag it to the new location
· To remove a page break, just drag it off the grid (or right-click the cell, row, or column and choose Remove Page Break)

· To remove all the page breaks you inserted, right-click and choose Reset All Page Breaks

· Portrait vs. Landscape Orientation 


On the Page Layout tab, in the Page Setup group, choose either Portrait or Landscape from the Orientation drop-down list 

· In general we would use Portrait orientation when a sheet is taller than it is wide, and Landscape orientation otherwise.

· Landscape orientation may be used to print the whole sheet on one page if it is too wide to fit using Portrait orientation

· Printing a Range

To print only a portion of a sheet, select it and then choose the Selection option in the Print what section of the Print dialog box
