Worksheet Protection
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1 Worksheet Protection —
2 Currency Value Currency  Full name Protect Sheet X"
- Vehicle Operating Cost AFA Aghanlstan Af%ha-nl Protect worksheet and contents of locked cells
4 CNY Chinese Renminbi ; .
. E t tect £
5 Activities Cost KGS Kyrgyzstan Sum LEAS L BUE IS S
6 KZT Kazakhstan Tenge
7 Total MAT Azerbaijan Manat Allow all users of this worksheet to:
8 MGT Mongolia Tugrids [l select locked cells -
i || Select unlocked cells
9 PKR Pakistan Rupee [ |Format cells
10 TKS Tajikistan Soumoni || Format columns =
. || Format rows
11 | _I T™MT Turkmenistan Manat | Insert columns
12 usbD US Dollar [ | nsert rows
13 uzs Uzbekistan Som L |Insert hyperlinks
|| Delete columns

14 || Delete rows v
15
16 0K l I Cancel
17 “
12

Go to Main Tool Bar and select ‘Review’.

Click on ‘Protect Sheet

Enter ‘cpmm’ as password in the Data
Window. (no need capitalize password)



Worksheet Protection

Protect Sheet -;§] X

Protect worksheet and contents of locked cells

1 9.

Confirm Password

A=)

Reenter password to proceed.

Caution: If you lose or forget the password, it cannot be
recovered. 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

Lo

elete rows

| 0K | | Cancel |

In another Data
Window, re-enter the
same password.

10. Press OK.

11. You will return to the
worksheet.

Note : You must
remember your password,
and enter the same
password twice.



Error Message

v | £

_ A B G D E F G H J
1 Worksheet Protection
2 Currency Value Currency Full name
3 Vehicle Operating Cost AFA Aghanistan Afghani
4 CNY Chinese Renminbi
5 Activities Cost. KGS Kurouzstan Sum .
6 Microsoft Office Excel &
7 Total
3 The cell or chart that you are trying to change is protected and therefore read-only.
9 5 ! To modify a protected cell or chart, first remove protection using the Unprotect Sheet command (Review tab, Changes group). You
10 may be prompted for a password.
11
12 L
13 Uzs Uzbekistan Som
14

Excel will disallow any user to enter values into
protected cells.

An error message will appear as above.
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Unprotect Worksheets

c11 v £l
A B C D G H J K '
1 Worksheet Protection ¥
2 Currenc Y Val Currency Full name
3 Vehicle Operating Cost AFA Aghanistan Afghani
4 CNY Chinese Renminbi
5 Activities Cost KGS Kyrgyzstan Sum
6 KZT Kazakhstan Tenge
7 Total MAT Azerbaijan Manat Unprotect Sheet | 7 .
8 MGT Mongolia Tugrids
9 PKR Pakistan Rupee password: |
10 TKS Tajikistan Soumoni [ - l | —— |
11 | _I TMT Turkmenistan Manat
12 UsD US Dollar
13 uzs Uzbekistan Som
14

To unprotect a worksheet, simply go to ‘Data’ on

Main Tool Bar, and select ‘Unprotect Worksheet'.

You need to enter the correct password. Once
done, you can edit the entire worksheet.
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Creating Charts

Perishables

Cost Analysis
‘ Perishables No TIR
30.00 37%
503 |
50.3 No
Chart 2: SWD 502 a47% . Yes ¢‘
50.2 V 53%
| § w01
50.1
11.56 $00
50.0

m Activities Cost (USS/500km)

[ ] icle Operating Cost (USS,/500km)

New Excel Template displays vital information by
aggregating the separate TCDs worksheets.
Known as a dashboard, it uses Excel Charts to
show the results.



Types of Charts

MS Office Excel 2007 offers many types of charts.
In our dashboard, the charts used are as follow :

Chart 1 : SWOD Cost Analysis Perishables

5030

30.00 i

5015

Yes
53%

A Pie Chart

so10
A Gauge Chart s00s |

sg00 = -
B Activities Cost (USS/500km)

B Vehicle Operating Cost (USS,/500km)

A Column Chart



Creating a Gauge Chart

Speed (km/h) A gauge chart is very
useful in showing
changes of a reading.

The chart on the left

shows the speedometer
40 on a vehicle.

Note : A gauge chart is not available on MS
Excel 2007. You can create it from a pie
chart.




Gauge Chart

K5 - | Fe
A B C D E F G H

1 Creating a Speedometer Gauge
2
3 Speed (km/h) 40 (Enter the speed here, the speed should be between 0 to 100)
4
5 Speed (km/h)
b 20
7 30
3 50
9

1. In Cell B3, enter a value for speed. (It
must be between 0 to 100. Decimals are
acceptable.



Gauge Chart

Speed (km/h)

20|=min(b3,100)/2
30|=B8-B6
50

2. For the Table (A6 to A8), follow the
formula on the right and enter those
formula into the respective cells on the
left. For the last cell A8, simply enter ‘50’.
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Gauge Chart

PivotTable Table Picture Clip Shapes SmartArt | Column  Line

View

> 4

&y )

Area Scatter Other || Hyperlink

Art Charts -
Tables llustrations 2-D Pie | E Links
K8 - {:. p - — _
A B C D e[| 9 \9‘ Xf‘l" H
Creating a Speedometer Gauge
Speed (km/h) 40 (Enter the speed here, the s N 100)

Speed (km/h)

20

30

50

=min(b3,100)/2
=BE-Bo

3-D Pie

. ‘: Q::|
L

3. Highlight Cells A5 to AS8.
4

i AN chart Types...

Go to Main Tool Bar ‘Insert’, Select ‘Pie
chart and select the standard ‘2D Pie
Chart’.
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Gauge Chart

Speed (km/h) | 5

Speed (km/h)

Click on the
‘Legends Box’ on
the right and
delete It.

Click on the
Green Slice of the
pie chart.

Right click and
select ‘Format
Data Series’.
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Format Data Series

Gauge Chart
WX

[ Series Options ]

Fill

Series Options
Angle of first slice

Border Color Mo Rotation | J Full Rotation
Border Styles 270 \
Shadows Fie Explosion
3-D Format Together |_J Separate
0%
Plot Series On
Primary A
Secondan

8. On ‘Series
Options’, Enter

———— ‘270" in the ‘Angle

of first slice’
option.
9. Press ‘Close’.

Note : We will only show
the upper half of the pie
chart, to display a

gauge. This is to turn

the pie chart into

position. 13



Gauge Chart

Speed (km/h)

10.You should now see the
chart on the left, where
the green area is at the
bottom half.

11.Click on the green slice.
12.Right click and select
‘Format Data Series’.
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Format Data Point

Gauge Chart

/13 Click on ‘Fill’.

14.Select ‘No Fill'.
15.Click on ‘Border

Automatic

Series options | | Fil < 
Fil @) Mo fill
Border Col Solid fill
Border Styl Gradient fill
Picture or texture fill
Shadow

| Vary colors by slice

Colour’.
16.Select ‘No Line’.

These steps will cause
the bottom half of the
pie chart (green slide) to
disappear.
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Gauge Chart

7" Home Insert Page Layout Formulas Data Review View

G B e B8P ® ol e Sl Q@ Al 4 S Q

PivotTable Table Picture Clip Shapes Smartart | Column  Line Pie Bar  Area Scatter Other | Hyperlink | Text |Header Wordart Signature Object Symbol

Art Charts ~ Box ~ & Footer  ~ Line ~
Tables Tlustrations Charts I Links Horizontal Text Box |
N12 v '::J' F | Vertical Text Box -
. h Draw Horizontal Text Box
A B C D E B G H | J K .
1 Creatin_g a Speedometer Gauge Insert a text box into the document. F
2
3 Speed (km/h) 40 (Enter the speed here
4. Speed (km/h)
5 Speed (km/h)
6 20{=min(b3,100)/2
7 30|=B8-Bb
8 50
9
10
11
12 I _I
13
14
15
16
17
18

17.Go to Main Tool Bar and select ‘Insert’.
18. Select ‘Text Box’ and Choose
‘Horizontal Text Box'. 16



Gauge Chart

B3 v kv f|=s8s3 <
A B C D E J K L

1 Creatin_gaSpeedometer auge
2
3 Speed (km/h) E:::::::éﬁ)}{Enter the speed here
4 Speed (km/h)
5 Speed (km/h)
6
7
8

20 |=min(b3,100)/2
30|=B8-B6
50
9
10
11
Cr

12
13

: /E
i e
19.Create a Text Box at the bottom of Gauge.
20. Go to the ‘Formula Bar’ and enter ‘=
21. Click on Cell B3.

22. Press Enter.

L]
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Gauge Chart

23. Resize the font to
‘24’ or larger.

| 24. Right click on the

| TextBox and

select ‘Format

Shape’.

25. Select ‘Line

Line Style () solid line

aaaaaaaaaaa

() Gradient line

Colour’.

26. Select ‘No Line’.
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Gauge Chart

Ready

Chart 4 v £ |
A B C D H L M N 0
1 Creating a Speedometer Gauge
2 Z2-v
3 Speed (km/h) 40 (Enter the speed here] s= 1=
4. Speed (km/h)
5 Speed(km/h) | % | cut
6 20|=min(b3,100)/2 82 | copy
7 30|=B8-B6 a paste
8 50 |-
g ) &9 Resetto Match Style
10 A | Font..
11 ill  Change Chart Type...
12 & | Select Data..
= [is] | move Chart...
14
15 )
b
16 :
17 4 | Bring to Front 4
18 4% | sendto Back 4
19 Assign Macro...
M 4 » ¥ | Name Cels ~'Name Arrays  Data Validation _ Protection | Gauge 1 %2 |I_- sen veee
i & Eormat Chart Area... )

27. Click on the Chart Area.
28. Select ‘Format Chart Area’.
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Format Chart Area

Gauge Chart

SEN X

[ Fill

Shadow

3-D Format

Border Color

Border Styles

l

Fill /
@ Mo fil

() Solid fill

(") Gradient fill

() Picture or texture fill
{ | Automatic

H
(=]
i)
i ]

- 29. Select ‘Fill’.

30. Click on ‘No Fill’.
31. Select ‘Border Colour’
32. Click on ‘No Line’.
33. Press ‘Close’.

20



A B C D E F G H
1 Creating a Speedometer Gauge

Gauge Chart — Completed!

2

3 Speed (km/h) 40 (Enter the speed here, the speed should be between 0 to 100)
a

5 Speed (km/h)

6 20|=min(b3,100)/2 Speed (km/h)
7 30(=B8-B6

8 50

9

10

11

12

13

14
15 40
1R

Congratulations! You have created your first
gauge chart!

Reposition the chart in the worksheet as
you like.
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Column Charts

18 - I |
A B L
1 Creating a Column Chart
2
3 Cost Analysis Cost (USD)
4 Vehicle Operating Cost 250
5 Activities Cost 550
b
2 Home Insert Page Layout Formulas Data Review View
I E= T LRV = B TR TR e R
PivotTable Table Picture Clip Shapes Smartart  |[Column| Line Pie Bar Area Scatter Other | Hy
2 Art > i - & 5 > - Charts -
Tables Hlustrations 2.D Column I
B3 v f| Costan
| L
A B Lu_ﬂ Bﬂ‘ B_i‘ G
1 Creating a Column Chart
2 3-D Column
3 Cost Analysis C @& g
4 Vehicle Operating Cost Jﬂﬂ l@' ”" 1ﬂ| ”‘ -@m
5 Activities Cost S Stacked Column in 3-D
Compare the contribution of each
g ‘ = l \faluepto a total across categories
M R and display stacked columns in 3-D
8 _"U“} L |3 furrnat.F|
9 Cone
10
11 J A 156 lﬂ Al A
13 Pyramid
14
z Ab| s8] DY) W
17 _’ﬂ'l All Chart Types...
12

1.

o B

Enter the costs
In Cells C4 and
Cb.

Highlight the
entire
table.(Cell B3 to
Cell C5).

Go to Main Tool
Bar.

Select ‘Insert’.
Select
‘Column’.
Choose
‘Stacked
Column in 3D".*




Column Charts

Cost (USD)

600 -

so0 -

400 ,
300
200 ’
w00

Delete

&  Resetto Match Style
il Change Series Chart Type...
—1 Select Data...

) 3-D Rotation...

Vehicle Operating Cost

Select Data Source

Activities Co

Add Data Labels

#F  Format Data Series...

Chart data range: | SESsIiRF FRR0:5]

l f] Switch Rowy/Column l

Legend Entries (Series)

Switch All Vaiueskgor‘f] Axis Labels

EETIETEE

l & Edit ‘

Cost (USD) Vehicle Operating Cost
Activities Cost
=
Hidden and Empty Cells oK l ’ Cancel ]

/. Click on any
column.

Right click
‘Select Data’.

In the New Data
Window, select
‘Switch
Row/Column’.

10.Press OK.
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Column Charts

7" Home Insert Page Layout Formulas Data Review View Design Layout Format @ -
g, = B : o
- i 1 o 4 o o -

Change Save As Switch Select Eﬂ Eﬂ‘ ______ = T ——= / o ——i / T ——i S/ T ——i / T ——J / T ——i J_ || Move
Chart Type Template || Row/Column Data - - Chart

Type Data Chart Layouts Chart Styles Location

Chart 12 v #x | =SERIES(Column!$ tyout 3 imn!$SCS3,Column!$CS4,1)

A B C D E E G H J K L M N
1 Creating a Column Chart
2
3 |Cost Analysis Cost (USLT)
4 \ehicle Operating Cost 2
5 Activities Cost 5/§
6
800 - g

7
2 700 17
g 600 | |
10 | s00 7 B Activities Cost :
11 | 400 7 A H Vehicle Operating Cost |
12 300 7
13 200
14 100 1~ -
15 0 .
S Cost (USD)
17
18

11.Under ‘Layoﬁt’, select ‘Dmesign 3.

Note : This will move the legend to the bottom, giving
more space for the column chart. 25



Column Chart

Chart Title | Chart Title

S 800 < -
so0 ~ i 600 -
600 ; | N | 400 A -
a0 7 g 7 200~ _~
200 a s P 7 0
0 Cost (USD)
Cost (USD)

m Vehicle Operating Cost

W Vehicle Operating Cost M Activities Cost
ehicle Operating Cos WILIES s m Activities Cost

12.Re-size the chart into a thinner one.
13. Click on the ‘Chart Title’ textbox and link it
to the Cell B3 (Cost Analysis).

26



Column Chart — Completed!

Cost Analysis

800 -~ -
600
| 400 7

200 ©
0 fll  Change Series Chart Type...

e
Cost (Us & °%

m Vehicle Oper Add Data Labels

B Activities Co

After step 16, you
should the two costs In
the column chart. You
can change the colour
to white if necessary.

14.Click on the red portion
of the column.

15.Right click and select
‘Add Data Labels’.

16.Repeat the step 15 for
the blue portion of the
column.

Cost Analysis

800 < -
600 - -
200 - A
> | 200 7 -

0 <
Cost (USD)

m Vehicle Operating Cost

M Activities Cost

27
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Pie Chart

Review View

K1U - Jx |
A B

1 |Creating a Pie Chart

2

3 Perishables Number

4 Yes 16

5 No 14

6

"%/ Home | msert | Pagelayout Formulas  Data

EREIE R AR = B

Picture

Pivi

otTable Table

Clip  Shapes Smartart | Column Line
Art - -

@Syl ) @
== p = o)
Pie Bar Area Scatter Other | H

yperlink
~  Charts -

Tables Tllustrations
A3 - fa'c| Perishables
A B C D

1 Creating a Pie Chart
2
3 |Perishables Number
4 |Yes 16
5 [No 14
6
7
8
9
10
11
12

[ury
w

il | ANl chart Ty

2-D Pie Links

Q\

A

Tex
Box

o 0 b

~

Exploded pie in 3-D

Display the contribution of each
value to a total while emphasizing
individual values.

Consider using a 3-D pie chart, and
explode individual values instead.

Enter the
values in Cells
B4 and B5.
Highlight the
entire
table.(Cell B3 to
Cell C5).

Go to Main Tool
Bar.

Select ‘Insert’.
Select ‘Pie’.
Choose
‘Exploded Pie
in 3D’.
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Pie Chart

igmbise 7. Click on the
‘Legends Box’
and delete it.

Number 8. nght click on
the blue portion.

9. Select ‘Add
Data Labels’.

Delete
& Resetto Match Style

il Change Series Chart Type...
Eﬁ Select Data..

[ 3-D Rotation...

I Add Data Labels

n  Protection < Gauge - Column | Pie /%3 ¢ | &' Format Data Series.. -

30



Pie Chart

Format Data Labels

7 -

[ Label Opt'rons]
Humber
Fill
Border Color
Border Styles
Shadow
3-D Format

Alignment

Label Options

Label Contains
|:| Series Name
|:| Value

Percentage
|:| Show Leader Lines

l Reset Label Text

Label Position
Center
{ ) Inside End
() outside End
@ Best Fit

] nclude legend key in label

Separator |, E‘

Close

10. In ‘Label Options’,
check the ‘Category
Name’, and
‘Percentage’.

11. In the ‘Label
Position’, check the
‘Best Fit’ option.

12. In the ‘Fill' option,
select ‘No Fill’.

13. In the ‘Border
Colour’ option, select
‘No Line’.
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Pie Chart — Completed!

Perishables <

14. Link the
Title Box In the
Chart to Cell A3
(Perishables).

Congratulations! You have created your pie

chart.

32



Contents

1 Naming Cells and Arrays
2 Data Validation

3 Worksheet Protection

4 Creating a Gauge Chart

5 Creating a Column Chart

6 Creating a Pie Chart

Summary / Discussion



Validation vs. Protection

Validation Protection
« Enforce entry of valid « Disallow entry of values
values Into certain parts or cells

of a worksheet

 Source is containedina  * Needs to mark locked or
list unlocked from ‘Format
Cells’.

Lock and Unlock the
Cells, depending on your
primary objective.

o 3 Types of Error Alerts
and Controls

34



Quality in Data Entry

Accuracy

Productivity

Validation

T Protection

35



Final Note

You are NOT expected to make structural
changes to the CPMM Excel Template.

Do discuss with Andy or Max whenever
yvou have a feedback.

The tools given here are to assist you In
understanding and analyzing your own
data. You can also apply them in your
workplace. %



Thank you

Max Ee

Supply Chain Consultant
SCM Analytics Pte Ltd
Contact : +65 8138 8700

Email: satica@pacific.net.sg
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