













































































































































































































































































































































































determines how old changes can be before they start sliding off into irrelevance. The
theory behind this feature is that you'll stop caring about changes that are older
than the date that you set in the Track Changes area. (Tracking changes forever can
bloat a file’s size, too.)

Once you've prepared your workbook, distribute it via email or network. Ask your
colleagues to make comments and changes and then return their copies of the spread-
sheet to you (within the time limit you specified as described in the previous para-
graph). Collect all of the copies into one place. (You may need to rename the work-
books to avoid replacing one with another—they can’t occupy the same folder if
they have the same names.)

Now open a copy of the shared workbook; choose Tools—Merge Workbooks, which
brings up an Open dialog box. Choose the file you want to merge into the open
workbook, and then click the OK button. You have to repeat this process for every
workbook you want to merge.

Workbooks and
Worksheets

Workbooks and select the first
worksheet that you want to
merge into the currently open
worksheet.

Track changes
@) Keep change history for:
) Don't keep change history

days

Figure 14-5: = Select File to Merge Info Current Workbook=———
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merge W’thin the time limit that @ Waorld domination budget 2 x|s Today
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ared.

Back: Once you're ready to —— — Share Workbook

bring everything together,

choose Tools—Merge [/ Editing \ /" advarced \

Update changes
@ when file is saved
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151 Save my changes and see others' changes

I Just see other users’ changes
Conflicting changes between users ————
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