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Protecting, Hiding & Grouping 

Protecting, validating, hiding and grouping parts of a model are all tools and techniques that 

you could use to restrict what people put into your model and restrict how they use your 

model. 

There are a couple of different options within Excel for protection. Firstly, you can protect 

the file itself so that people can’t open up the file without a password. Secondly, they can 

protect the structure of the model so you can't unhide or remove parts of certain sheets. 

Lastly, you can lock cells and protect them so that you can only enter data into particular 

cells. Let's have a look at a couple of those options.  

I imagine you are all aware of how to create a data validation drop down box. What you 

need to do is to go into data validation. In this case what we want to do is to create a drop 

down box so that it will choose from each of those pre-determined locations. Go to A2, go 

to data validation and select allow a list. The source will be one of those. We are allowing 

the user to select from one of those there. What we want it to do is to automatically pick up 

the currency, for the location or the region for which we've selected. The easiest way to do 

that is to do a VLOOKUP formula which is what I am going to include in here. Create a 

VLOOKUP and the criteria we are looking for is cell A2, the array is the whole range here, fix 

your range and now firstly it's going to be the second column because we want to pick up 

the currency, so put in 2 and it's an exact match so put in zero.  

We've picked the location for Europe and the currency for that is going to be the Euro. You 

can see that it automatically picks up the currency that shows the price there. So now we 

need to pick up the corresponding price. We will copy that across to here and we know that 
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has not picked that up because it is picking up C2. We can just easily change that to A and 

instead of looking at column 2, we can just change that to 3. We often reuse our formulas. 

Rather than creating it all over from scratch we just copy the formula across and just change 

a couple of the inputs. 0.66 is the exchange rate and then we can just take the exchange 

rate, take the 500 and divide that by the currency amount there. We can see there that 500 

euro translates into $748 Australian dollars. I can add my currency there because it's always 

going to be shown in Australian dollars. With the euro, you could put some conditional 

formatting so that it will automatically change to which one you have selected but because I 

have got it showing here, I don't think that is necessary. Let's test it now. If I were to change 

this to Canada, it automatically calculates the amount in Canadian dollars. Select United 

States and you can see there that it automatically changes the price in Australian dollars. 

This is a way of restricting it so that people cannot enter something that is invalid in here. If I 

tried to enter in something that wasn't a valid option, it would not allow me to do that. You 

can see here that I have put in a warning check, so I've done that using data validation and 

error alert.  

Let's have a look at another example. If you did the introduction course, this example would 

look quite familiar to you. We had created a warning here and we did that using a data 

validation and that was using an input message. We also put in an error alert as well so that 

if somebody tried to put in 1.5 head count for example, it will give us an error message. It's 

saying that you can't put in a fraction of a person, you need to put in the head count in 

whole numbers. You put in one person at 240,000 and multiply that. Then we just copy it 

down like that.  

What we are going to do here is to populate our budget. We want to automatically calculate 

based on the date that they start, how much it is going to cost us in our budget. Let's go in 

here and say IF, this date here is greater than or equal to the start date, the value of true 

will be the staff costs divided by twelve, otherwise zero. We should be able to copy this 

across and all the way down and it will automatically calculate what our budget is going to 

be. Let's just put in our totals here, copy it all the way across and down.  
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Here we have got a budget that's going to be quite easy for somebody to change. They can 

change the salary, they can change the head count and they can change the start date. So if 

somebody puts in a start date way out into the future or if they might think that they will 

start that person on the 15th. They might think that by doing that it's only going to pick up 

half a month's worth of salary. We know that the way that we've calculated this salary is not 

as clever as that, is it? It's really only calculating an entire month so we don't want them to 

be able to do that. We want to be able to restrict the entry so that the only dates they can 

add in there are ones that are included in our budget. To do that, we are going to use the 

data validation; we will use a list and the source is going to be the data all the way across. 

That way we stop people from entering anything other than what's in the range there. I 

didn't apply that to the whole range so I will just do that again and say yes and apply it all 

the way across. Now, they can go in and make a change. If somebody tried to put in the 

15th it would not allow them to do that. That way you've got a much more robust budget 

and stops people from entering something that's invalid.   

The other thing I would like to do is to say the date. I would like for it to automatically say 

when it has been calculated. In fact, I want people to enter the date that they updated it. 

That would be really useful. I need to know exactly when they've entered it. I imagine you 

know how to use an equals today formula. It's always going to come up with today's date. If 

I get people to put something in the past or something in the future, you can restrict what 

they enter so you can go into data validations just like we did before. We want to make sure 

that they don't enter anything into the future. We only want to let them enter historical 

dates into the cell, so I can restrict what they put here. I can say the start date needs to be 

less than or equal to today's date. If I tried to enter something in the future, it will not allow 

me to do that because it's restricting it to a date that must only be in the past. That is a way 

of stopping people from trying to future date something in their financial model.  

The other thing I would like to do is, I don't want to put people's salaries out on display, it is 

a bit sensitive. They can work out what the salaries are but I want to be discrete. I can go in 

and hide those two columns there and that will make it a bit more discrete. You can do it 

like that but it's not very good practice. There are lots of well documented situations where 

some massive errors have been made in financial models because people don't realise that 



Financial Modelling in Excel                                      
 

Copyright Plum Solutions Pty Ltd 

there's hidden rows or columns in the model. The only way I can see that is by looking at the 

columns and seeing that they are not sequential.  

It would be much better practice, to group instead. Go into the data tab and go into group 

and you can see here that a plus and minus appears. You can use a one or a two to group 

and un-group. That is just a much better practice way of hiding parts of a financial model. 

People can still work out what a person earns but if you wanted to be more discrete about 

it, you can do it like that.  

Alternatively, you could have it on another page. Let's get rid of the grouping here. We 

could take the entire thing, cut and paste over to another page. It is quite easy, if you have 

already created your formulas, if you just cut and paste (don't copy and paste) from one 

part of the model to another part. You can see there that has automatically calculated in like 

that and I can go in and delete the cells here. You can then go to the page, right hand click 

and hide and that will mean that you can't easily get into it. Makes it a little more discrete 

and then of course and you can go in and review, protect workbook and if you protect the 

structure of the model, it's not that easy un-hiding it. If you have got the formula it is always 

easy, you can always figure it out. Go back and unhide. 

If I wanted to stop people from entering things in any other cell, I can right hand click, 

format cells, go into the protection, unlock and okay. When I protect my sheet, I will then 

not be able to make any changes to that cell there but I will be able to make changes to 

these here. 

Those are just a couple of options on protection, validation and hiding parts of a financial 

model.  

 


