Quick Guide

Sharing Spreadsheets in eXpresso

There are three ways to access the screen for sharing spreadsheets. From your list of spreadsheets you

can click on the link under “Shared With” as below:
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Or, if you have already opened the spreadsheet, you can click “Share”
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If you would like to share multiple spreadsheets at the same time, you can select them from your list of

spreadsheets and click “Share” from the top menu bar.
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All of these actions will open the sharing screen. From here, you can select people who are in your
contact list, by choosing them from the dropdown list and clicking Add. You can then assign their rights
by clicking the arrows under the “Rights” column and selecting the rights they should have.
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If the person you would like to share with is not an eXpresso user, or is not in your contact list, select
“Other Users” from the drop down box. You can then either type their email address in the box, or use
the “Add From My Address Book” icon to select email addresses from an existing address book, such as
Outlook or Yahoo. Once you have the email address in the address box, you will need to click “Add.”

You can then assign rights to the user(s).
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Once all of the users have been added and their rights assigned, you can add a message to be sent along
with the shared spreadsheet notification to your contacts. (This is not required.) Once this is complete,
click “Share.” Each user will now receive notification about the shared spreadsheet.
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Regional Sharing

You can also define a specific region of a spreadsheet that your contact will be allowed to edit.

Conversely, you can give allow your contact to edit everything except a particular region.

To enable regional sharing, follow the steps above and give your contact the right to Edit the
spreadsheet. Then click “Define Region” next to the contact name.
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To limit a user’s edit rights to a particular region, highlight the cells they will be allowed to edit and click
“Set.” Make sure that the dropdown box is set to “Edit this region.” In this example of a forecast
spreadsheet, | have given Liz the right to edit only her forecast. You can give the user the right to edit

several regions on the spreadsheet. When you have set all of your regions, click “Save.”
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To allow the user to edit everything, except a particular region, highlight the cells you do not want them
to edit, click “Set” and select “Lock this region” from the drop down box. You may lock several regions.

Once you have set all of the regions you which to lock, click “Save.” In this example, | have given Liz the
right to edit the entire sheet, except the headers.
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