Task 9. Forms, Validation, Protection, and Templates.

An online claim for is to be used for a travel claim, the spreadsheet is laid out like a form where the user fills in the answer to the standard questions.

Some answers the user inputs can be checked that they are valid. The data validation window allows a variety of checks. It displays an error message if the incorrect data has been input.

As we are creating a form it needs protecting from users’ errors or misuse.

We would also need to save the input form as a template. The template will have all the headings, formula and formatting, but no data. The user just opens the template instead of a new workbook.

Validation.
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1. Open the Task 9.xls worksheet.[image: image3.png]E[B]x]
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 Validate some of the input data, in B7 select (Menu > Tools > Validation), enter criteria, only allow a time after 7:00 am and before 4:00 pm, and in D7, only allow a time after 7:00 am and before 9:00 pm. Try creating an input message and an error alert.  An input message is an aid to the user, an error message can give help to get the data correct for inputting.

Travel claims cannot be backdated before 1/9/2003, an input message is not necessary but inserting an error alert would be helpful. Create some more data validation for data input cells. 

2.    Other expenses will be restricted to parking, taxis and telephone, the valid data will be selected from a list. First create a list in a different area of the worksheet. Select the three criteria, and give them a name in the name box.

Select the input cell for other expenses, (Menu > Data > Validation), select list in the allow box and enter the =’expenses’ in the allow box. On clicking in the box a drop down list is offered.

Protection 

3.    To protect the worksheet, the data entry (input) cells have to be unlocked, before protecting the worksheet. This is necessary to prevent the users from tampering with the rates or formulae. Go around each cell and unlock, by (Menu > Format > Cells > Protection) and UnLock. Select (Menu > Tools > Protection), and select protect sheet, all the cells are locked except the ones set to unlock. Do not set a password until you have finished any work you need to do. To do any editing select (Menu > Tools > Protection) and unprotect sheet. 
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4.    Hide the small table for other expenses by selecting (Menu > Format > Column or Row > Hide) in unprotected mode.

Template

5.    Save the file as a template file (.xlt), (this may not work on a network). It should save in the templates file in Excel. Open Excel > New, Task 7 appears as a template file. Open the file, pressing the Tab key highlights the user input cells only. Templates are necessary when a workbook is being used over and over again.
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