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Password Protecting Worksheets 
 

There might be times when you have multiple people accessing a typical multi-page 
Excel Workbook.  That's all well and good but what can you do to restrict the use of 
certain Sheets within the Workbook to only certain people? 

 
Well, that's where the Protection of Worksheets option comes into play. 
 

For example, say you have Bob, Carol, and Jane and they all have to access the same 
Workbook but have their own sheets in the Workbook that you want to limit them to.  
Bob can only use his worksheet and Jane can only uses hers and so on and so forth.  

To Password Protect a Worksheet you must first have the Worksheet visible on your 
screen. 
 

 
 
From there go up to your TOOLS menu and then mouse over PROTECTION and click 

the option PROTECT SHEET. 
 

 
 

In the Window that appears, make sure that all three check boxes are checked 
especially the CONTENTS check box. 
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In the Password area type in the password that you want to use for this page and then 
click the OK button. 

 

 
 
You will then be prompted to re-enter the password that you designated in the previous 

window.  Remember to keep a list of any and all passwords that you assign to 
your sheets because they cannot be retrieved if forgotten.  Click the OK 
button to lock in the password. 

 

 
 

Keep in mind that you must do this for every Worksheet that you want restricted access 
to. 
 

Once this is done only those who know the correct password for a particular worksheet 
can actually use it.  Sure anyone can VIEW the sheet but if one goes to use and/or 
change it in anyway they will have to provide the correct password first. 

 
A very important fact to remember is that once a person has provided the correct 
password for a sheet and has used it they MUST RE-PROTECT the sheet with their 

password BEFORE they quit and save the WORKBOOK.  If they DO NOT RE-PROTECT 
the sheet and then save the WORKBOOK anyone who opens it from then on in will have 
total access to all the pages of the Workbook. 

 
You can also take this concept a step further by using the HIDE and PROTECT 
Worksheet option. 

 
The term HIDE in this example does not mean that ALL the contents of the protected 

sheet are hidden from view.  Only the specific Cell FUNCTIONS are hidden from view by 
those who do not have the correct password. 
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Un-Hidden Hidden 

  
 

 
To hide the functions of a given cell or a highlighted group of cells click the FORMAT 
menu and select CELLS and then the PROTECTION tab. 

 

                                                
 
Check the checkbox marked HIDDEN and then click the OK button. 

 

 
 

From here you can then PROTECT the sheet like we've already done.  But again, once a 
sheet is UN-PROTECTED and then changed it must then be RE-PROTECTED before 
closing and saving the Workbook. 

 
And there ya go . . . Happy Protecting! 


