
View and edit spreadsheets together 

Spreadsheets and documents have the same sharing interface. 

If you and another collaborator are editing the same spreadsheet at the same time, a box with the name 

of the collaborator appears at the top of the screen. Additional collaborators that join will also be listed in 

this box. 

 

Click the arrow to the right of the names to open a tab where you can chat with other editors within the 

spreadsheet. 

Note: A total of 50 people can edit a spreadsheet simultaneously. You can share a spreadsheet with 200 

collaborators and/or viewers. 

You can also send collaborators or those with viewing access a direct link to a sheet within your 

spreadsheet. This is useful if you have several sheets in a spreadsheet but want to direct viewers to a 

specific sheet of interest (i.e. the summary sheet instead of a sheet with all the data). 

You do not need to do anything special to generate a link to a sheet. Just navigate to the sheet you want 

to link to, copy the URL from your address bar, and send that link to someone who has access to your 

spreadsheet. The link should look like this, with the '#gid=' parameter at the end of it: 

https://spreadsheets.google.com/a/myschool.org/ccc?key=1234567890#gid=5 

Prevent others from editing the same cell 

If you have multiple collaborators on a spreadsheet at the same time, it is important to know where others 

are editing so you do not overwrite their data. 

With the cell-presence indicator, you and your collaborators can avoid editing a cell at the same time. Just 

look for a uniquely colored cell border: the cells that you are working in will continue to have a blue 

border, but the borders of the cells that your collaborators are working in will be marked by one of ten 

different colors. 



 

View and edit comments in cells 

Comments in spreadsheets are a helpful way to leave notes to other collaborators about your 

spreadsheet data. Comments can only be added to individual cells or to the document in whole. 

Both collaborators and viewers can see comments that have been added to a spreadsheet. Collaborators 

can edit or delete comments as well as view them, while viewers can only see comments. 

Chat with other collaborators 

The chat feature built into Google Sheets is a convenient way to see who else is viewing and editing a 

spreadsheet and quickly discuss changes that are being made in real-time. 

Note: The chats are not saved and do not interrupt the content of the spreadsheet. 

Prevent others from editing specific sheets 

If you want to restrict your collaborators from editing specific sheets of your spreadsheet, you can protect 

those sheets in your workbook. 

This feature is useful if you have a spreadsheet with information on sheets divided for different classes 

and you want only those in a class to edit their specific spreadsheet. You can then protect the sheets 

from the wrong people making changes. The same can be done for any spreadsheet in which you want to 

control who has access to which sheets. 

To protect a sheet: 

1. Click the sheet's tab at the bottom of your spreadsheet (next to the Add sheet button). 

2. Select Protect sheet… 



3.  

4. Select an entire Sheet or a Range of cells. 

5. Click Set permissions. 

6.  

7. On the window that appears, select one of these options: 

○ Owner 

○ Anyone invited as a collaborator 

8.  

Only owners can set editing permissions for individual sheets. Your collaborators and viewers will still be 

able to view the data on the protected sheet, but depending on the permission you set for each sheet, 

they will not be able to make any changes or delete a protected sheet. 

Stay informed when others modify a spreadsheet 



You can set notifications and choose how often you would like to be notified, to find out when your 

collaborators have modified your spreadsheets, and learn what sheets or cells they have modified. View 

Notifications by clicking the Comments button. 

To enable notifications: 

1. Click Tools from the top menu and select Notification rules… 

2.  

3. In the window that appears, select when and how often you want to receive notifications: 

○ When changes are made to the entire spreadsheet, sheet, or cell 

○ When changes are made to forms 

○ By daily digest or right away 

4.  

5. Click Save. 

Note: Notifications are really helpful if students leave questions or are waiting for feedback from the 

teacher or a peer, then a user will know that it is time to return to the sheet. 

 


