Excel 2007 | How To Put A Password On A Workbook

STEPS OVERVIEW

1. Click the "Microsoft Office” button.

2. Select “Save As".

3. Clickon“Tools".

4. Then select “General Options”.

5. You can assign both passwords — one to access the file and one to provide specific
reviewers with permission to modify its content. Make sure each password is different
from the other.

6. Click “"OK".

7. When prompted to “Reenter password to proceed”, retype your password then click
“OK".

8. Click “Save”.
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and to see everything else you can
do with your document.

u
2 (-
3 ligd) Press F1 for more help.

www.adminsgadmins.com Excel 2007 | How To Put A Password On A Workbook



Excel 2007 | How To Put A Password On A Workbook

.'{Ei.“qvtﬂ':;

) v
o
b =
E Save As )
[ -]
L] Print
124
I%‘ Prepare

E Send
el ;-’ Publish
1 Fy

Close

-

-

Save a copy of the document

Excel Workbook

Save the workbook in the default file
farmat,

Excel Macro-Enabled Workbook

Excel Binary Workbook

Save the workbook in a binary file format
aptimized for fast loading and saving.
Excel 97-2003 Workbook

Save a copy of the workbook that is fully
compatible with Excel 97-2003.
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ﬂ Find add-ins for other file formats
I—E ! Other Formats

Jpen the Save As dialog box to select from
all possible file types.
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Tools

Savein: | uj:j My Documents bt | _\EJ | X O 8~
] |C)Downloaded FLY
| Downloads
My Recent |y GomPlayer
Documents l_‘—aMY Music
_ (.2} My Pictures
@My ‘Webs
Deskiop
My Docurments
My Computer
Iy Mebwark,
Places
File pame: |B_|:|i;|kI_.><st W |
Save as bype: |Excel Warkbook (*,xsx) v |

L Save _] [ Cancel
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o |:| Read-only recommended
@ [ oK ] [ Cancel J
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File name: |Book1 sy v |
Save as type: |Exce| workbook (*,xdsx) w |
Tools |~ [ Save J I_ Cancel ]
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Confirm Password

Reenter password to proceed.
[

Caution: If vou lose or Forget the password Nt cannot be
recavered, It is advisable to keep a list of passwords and
their corresponding workbook and sheet names in a safe
place. {Remember that passwords are case-sensitive. )

K, J[ Canicel ]

|
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General Options

Deskiop [] ahways create backup
File sharing
‘:) Passwaord to open: |uuuu |
My Documents Password to modify: | LTTTIYTYS |

p— [] Read-only recommended
g’ L oK J [ Cancel ]

Iy Metwork
Places
File name: |Book1 s ae |
Save as bype: |Excel workbook, (¥, xlsx) v|
Toos |- [ = ] [ — l

Confirm Password

Reenter password to proceed.

! | v @ X Gt
Caution: If vou lose or Forget the password, it cannat be
recavered. It is advisable to keep a list of passwords and
their corresponding workbook. and sheet names in a safe
place, {Remember that passwords are case-sensitive, )

[ Cancel

General Options : :

) =1u;

Fassiword [o open: LLLLLLT L]

Password ko modify: | LTTTIYTYS

[ read-only recommended

L OFK, J[ Cancel ]

Iy Metwork
Places
File name:  [Booki . xksx ]
Save as bype: |Excel wWarkbook (*,xlsx) 4 |
= T [z ) coee ]
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