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Sharing Excel Files

At times it is useful to "share" an Excel file with other users — there is a function in Excel that allows you to

do this with spreadsheets on a network. The option is located on the Review Tab and is called Share

Workbook:
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A dialog box comes up — you need to check the "Allow changes by more than one user..." The Advanced

Tab gives several more options.
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The way this works is that more than one person can be in at the same time, and you will know if a

Workbook is setup as Shared because the title on the window will indicated it:

Commonte

Additionally, you can go back to the Share Workbook button (on the Review Tab) and it will list those

users that currently have the file open:

By default, you will only be alerted that someone has made changes when you choose Save — then their

changes will appear! Enjoy!

M. Christie
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