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How To Install and Use eXpresso Off-line for Excel®

eXpresso Off-line for Excel® is an add-in that gives you offline access to your online spreadsheets. It
combines the convenience of editing inside Excel® with the sharing and collaborative environment
offered by eXpresso. Truly the best of both worlds.

When your spreadsheets are opened in Excel using eXpresso Off-line, you will have access to all of the
features of Excel, even those that are not supported by the Microsoft Office Web Components, and are
therefore not available when working with the spreadsheet online in eXpresso.

This guide covers the following aspects of eXpresso Off-line:

Install eXpresso Off-line for Excel
Log In to eXpresso

Open a Spreadsheet

Save a Spreadsheet

Upload a Spreadsheet

. L]
1|Page e)presso

Excel is a registered trademark of Microsoft Corporation.



Installation

To begin, you will need to download the add-in from the eXpresso application or website. Simply log
into eXpresso and click the “Download Excel Plug-In" icon located on the lower left hand navigation

bar.
Y=o )

Launch Product
Tour

Feedback &
Suggestions

36 Download Excel Plug-In

When prompted, select “Run.”
File Download - Security Warning rz|

Do you want to run or save this file?
E Mame: eXpresso_Plug-in.exe

Type: Application
From: my.expressospreadshests.com

[ B || sae [ Concel |

i "-] ‘while files from the Intemet can be useful, this Flle type can
@ patentially ham your computer. |f you do not st the source, do not
= nun of save this software. What's the risk?

Depending on your security settings, you may have to verify that you want to “Run” the file.

Internet Explorer - Security Warning E

The publisher could not be verified. Are you sure you want to run this
software?

Name: eXpresso_Phug-in.exe
Publisher: Unknown Publisher

[ rn | [] oot |

This file does not have a valid digital signature that verifies its publisher, You
should only run software from publishers you trust, How can I decide what
?

software to run?
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Make sure that all of your Microsoft Office applications are closed, then click “Next” when prompted to
continue the installation.

eXpresso Plug-in - InstallShield Wizard En

You are about to install the eXpresso Plug-in for
Microsoft Excel®.

It iz shongly recommended that you close al Miciosoft
Qiffice® apphcations before you nstall tis Plugin. To
continue the installation, cick Nest.
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Click “Yes” to accept the license agreement.

eXpresso Plug-in - InstallShield Wizard D__(

License Agreement

E]
[) ™
Plesse read the folowing hiense agreement careful. exm
Speeadthuet Cormmunities

Press the PAGE DOWM key bo se= the rest of the agresment.

edpreszo Pugdn 1.0 ~
Master Service Agresment BETA 1.0 - é¥peessobaster Senvice Agresment BETA 1.0

THIS SOFTWARE AND THIS WEBSITE ARE IN BETAVERSION, AND ARE
SUBJECT TO CHANGES, BUG FIXES, UPDATES AND THE LIKE. THIS SOFTWARE
AND THIS WEBSITE ARE PROVIDED TO YOU IS ISI'WITHOUT ANY WARRANTY
OF ANY KIND. BY CLICKING THE "YES" BUTTON DISPLAYED , YOU AGREE TO
THE FOLLOWING TERMS AND CONDITIONS [THE "AGREEMENT") GOVERNING
*fOUR USE OF EXPRESS0S ONLINE SERVICE, INCLUDING OFFLINE
COMPONENTS (COLLECTIVELY, THE "SERVICE"] IF YOU ARE ENTERING INTO
THIS AGREEMENT ON BEHALF OF & COMPANY OR OTHER LEGAL ENTITY. YOU

To accept the tems of thes d continue Io instal the eXpresso
Phagrin, click Yes. If you do not accept the bems of this agreement, cick No
to esit the sstup.

| <Bak ves || Mo |

Click “Next” to install the Plug-In to the default folder.

eXpresso Plug-in - InstallShield Wizard

Choose Destination Location 2]
Sedect folder where setup wil nstall fles. ex -
presso..
‘. Inztall epressn Plugn to:
C:\Program Files\epressa
[ <Back Het> | | Canced |
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Click “Install” to continue with the installation.

eXpresso Plug-in - InstallShield Wizard

Ready to Install the Program

E
g = L) T
The wizard is ready to begin installation. exmm
Spreadshest Communities

Click Install to begin the installation.

If you wanit to review of change any of your installation settings, click Back. Click Cancel to exit
the wizard.

<Back || mstal ||| Cancel

Click “Finish” to complete the installation.

eXpresso Plug-in - InstallShield Wizard -

S . InstaliShield Wizard Complete

The InstallShield Wizard has successfully mstalled epressin
Phugin. Click Finish to st the wizard.

E|
eXpresso

Congratulations. Your installation is complete.
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Using eXpresso Off-line for Excel

Log In to eXpresso
Once you have installed the add-in, you will be able to access it from the Add-Ins tab in Microsoft Excel.

7 )= Bookl [Compatibility Mode] - Mia

@ -C-5)-
Home Insert Page Layout Formulas Data Review View Add-Ins
I eXpresso - expresso ~ [ Open [ Save X Close @@ Upload _3) Data

Contribute - Open In Contribute [ Publish To Website [55) Post To Blog

Menu Commands Custom Toolbars
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You can now log into eXpresso directly from your desktop Excel.

-

- - r~ .
o
Home Insert Page Layout
eXpresso = | eXpresso ~ [ Open ﬁ Sav
| Login | Contribute aP

Cus
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About

Enter the same email address and password that you used to create your eXpresso account.

Sign in to your eXpresso Account E
QE ™ _ _
|exm Click here to reqister

Your email | |

Password |

[ Remember me

0K | Cancel
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Open a Spreadsheet

Select “Open” to open spreadsheets that are already stored on eXpresso. Note: You will be able to
access all of the spreadsheets that you own unless they have been locked in eXpresso by another user.
You will only be able to access spreadsheets that have been shared with you if the owner gave you the
“Edit” privilege and did not limit your edit rights to a particular portion of the spreadsheet. If you would
like to work on a shared spreadsheet offline and you don’t see it in the list of spreadsheets displayed by
the add-in, contact the owner of the spreadsheet and request the unlimited Edit privilege.

Once you have opened the spreadsheet using the add-in, you can use every feature available in
Microsoft Excel. Although some features of Excel, like charts and graphs are not displayed when
working with the spreadsheet online in eXpresso, they are still saved as part of the spreadsheet and will
be displayed when the spreadsheet is opened using the Plug-in.

0, ) | = =D Quarterly Foreca
i
— Home Insert Page Layout Formulas Data Review View Add-Ins
eXpresso = eXpresso = [23 Open [ Save X Close @ Upload 733 DataView

Contribute - | [B Open In Contribute [ Publish To Website [ Post Ta Blag

Menu Commands Custom Toolbars
D17 - fe 2

A B C D E E G
1 Company XYZ
7 Quarterly Sales Forecast for Year 1
3 a1 Qz
4 1z 22
5 250 2,700 4,950
6 20 216 440
T 300 550
8 24 44
9 16% Maintenance Revenue 1.340 1.780 A7
10 Total: 4,580 774 5,534 6,505
i
12 Breakdown of US License Revenue
13 Kevin Dewhurst (North East 2 3 4
14 Glenn Scott (South East, 2 2 3
15 ‘eronica Ochoa (South Central) 5 12 z z
16 Gavin Harvett (Pacific NV o 1 2 2
%L John Howard t] 2 I 2 .I 2 2
18 Liz Torres 1 2 3 5
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Save a Spreadsheet
Once you have finished making your changes, select “Save” to save the changes on the eXpresso server.

Important Note: While you are working with the spreadsheet in eXpresso Off-line, it will be locked for
editing on the eXpresso server. This means, that if you have shared the spreadsheet with a contact,
he/she will be able to view, but will not be able to edit the spreadsheet while it is open off-line.

EgMew [EFfOpen goshare [sMovetow X Delete FTrackCells More 3 g Upload (@ Download «
} ] E|Go Reset
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Upload a Spreadsheet

You can create new spreadsheets in Excel or upload spreadsheets from your PC to eXpresso using the
Upload feature. (Hint: Use “Save” to save changes to a spreadsheet that already exists on the eXpresso
server, use “Upload” to add a spreadsheet to eXpresso.) Create a new spreadsheet or open one from
your PC, then click “Upload” and name your spreadsheet.

Please note: At this time eXpresso supports only files with an .xls extension. If you are using Office 2007,
you will need to first save your spreadsheet as an “Excel 97-2003 Workbook.”
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eXpresso

Contribute -
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Insert Page Layout Formulas Data Review View Add-lins
eXpresso * [ Open B save X Close @ Upload 3 DataView
B Open In Contribute [ Publish To Website 5] Post To Blog

Custom Toolbars

D14 - fe
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