Sharing a locked Excel sheet on a Moodle page

You may find a situation where you want to share a spreadsheet with others on a Moodle page but not allow

them to edit it.

1. Let’s start by working with the Excel sheet. If you are using Office 365 on the web to access the Excel
sheet, add mail.hanover.edu to the URL field in a browser and hit enter. After you authenticate, you'll
see a waffle or 9 white dot icon in the upper left corner of the screen. Click on this and a menu of Office

365 software appears. We'll click on Excel.
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2. Click on the Excel sheet that you want to use

— (% 8 https//vaww.office.com/launch/excel?auth

Budget for the Big Event

All  Myrecent Shared
m —
o |
r the small event
&
o
Book 2
N
LS
- courses
@i
] - Book 1
Budget-for-the-Big-Event
™ B Reitey Noe's iles
I Eden Rubnic
, Reiley Noe's Files

Rnanl

S IR R i 4 i

sribmetienpinn® W
L search

Your browser supports setting Outlook

3 Mark all as read

P
=} Inbox

ﬁ Dustin Bailey > R studle
# Dustin Bailey » R stucke
t Eric Dedge RE: videc
e Winam Pittenger 3] Rz CL&-I
o Algjandra Juno Rodriguer Villar {wia Mo.. 5P 318
e Miriam Pittenger RE: CLAAI
t Eric Dodge RE: video
E -

W Search

Budget for the small event

Kahoot Scores

ege-my.sharep. henovercollege-my share,

Modified Shared by
32m ago
1h ag
W esterday a Uschi
at A
at A
e £ -

Activity




3. After opening the Excel sheet, click on Open in Desktop App. This will allow you to protect the cells
from editing easier.
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4. The page grays out. In Chrome, you’ll want to click on the Open Excel button.
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5. Click on file
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6. Click on the Info link.
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7. Click on the Protect Workbook icon.
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8. Click on Protect Current Sheet.
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9. Keep the ‘Protect Worksheet and contents...." Tick box ticked but uncheck all of the others. Don’t worry
about a password.
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10. Click the Share button.
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11. This popup appears. Make sure that ‘Anyone with the link can view’ is visible. Next, click on the copy

link icon.
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13. Now navigate to the course page and click on the link to Add a Resource or Activity.
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14. Click on URL to add the link.
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15. Add atitle or name for the link. Paste in the sheet’s URL from the clipboard. Add a description if you'd
like and tick the box if you want it to appear on the course page.
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17. Click on the link .
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18. And here is the page. You won’t necessarily see the popup unless you try to hit some of the cells that
are protected in this worksheet. But if you try to change the values on the sheet, you cannot
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