
Index

• Special Characters •
+ (Addition) operator, 181
: (colon), 184
& (Concatenation) operator, 181
/ (Division) operator, 181
= (equals sign), 182, 188
= (Equal to) operator, 181
^ (Exponentiation) operator, 180
> (Greater than) operator, 181
>= (Greater than or equal to) operator, 181
< (Less than) operator, 181
<= (Less than or equal to) operator, 181
* (Multiplication) operator, 180
<> (Not equal to) operator, 181
% (Percent) operator, 180
– (Subtraction) operator, 181

• A •
About Google Chrome option, 34
About Internet Explorer option, 34
About Mozilla Firefox option, 34
About Safari option, 34
Accept All Changes option, 156
Accept All Cookies setting, 41
Accept button, 106, 156
Accept Cookies from Sites check box, 40
Accept Third-Party Cookies check box, 

40, 273
Accounting format, 168
active cells, 165
Add a Comment box, 118
Add As Friend button, 106
Add Bookmark option, 46
Add Document link, 128
Add Documents window, 86, 100
Add Files link, 100
Add Linked ID link, 90
Add People link, 107

Add Slide button, 216
Add to Favorites option, 46
“Added you as a friend on Windows Live” 

message, 106
Addition (+) operator, 181
add-on programs, 16
Address text box, 59
administrators, 126
Advanced Search link, 206
Align Left option, 55, 152
Align Right option, 55, 152
Align Text Left button, 173, 222
Align Text Right button, 173, 222
aligning text

in columns and rows, 152, 173–174
overview, 54–55
in PowerPoint presentations, 222

Alignment button, 152
All These Words text box, 206
Allow all cookies option, 40
Allow All Sites to Run JavaScript option 

button, 43
alternative text, 68
Alt-Text button, 68
Always option button, 42
Apple Safari. See Safari
Apply Styles dialog box, 148
arguments, 187
arithmetic operators, 180
arrows, 29
artwork

decorating fi les with, 66–68
inserting, 64–66
picture fi le formats

bitmap graphics, 62–63
choosing, 63–64
resolutions, 63
vector graphics, 62–63

resizing, 68
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artwork (continued)

SmartArt
adding shapes, 71–72
appearance of, 72–73
creating, 69–71
direction of, 74–75
removing shapes, 71–72
shapes hierarchy, 73–74
text, 71

ascending sort, 191
Authors icon, 231, 269
Average column, 180
AVERAGE function, 187

• B •
back command, 276
backing up fi les, 11
bitmap graphics, 62–63
Block All Third-Party Cookies Without 

Exception check box, 42
Block third-party cookies option, 40
blocking paragraphs, 154
boldface text, 53
Bookmark button, 46
Bookmark This Page option, 45
bookmarking

fi les, 45–46, 275–276
in Firefox, 45–47
folders, 45–46
going to bookmarked folders or fi les, 46–47
in Internet Explorer, 46–47
in Safari, 46–47

Borders button, 176
Bottom Align button, 174
browsers

bookmarking
folders or fi les, 45–46
going to bookmarked folders or fi les, 

46–47
Chrome

bookmarking in, 46–47
cookies, 42, 273
enabling JavaScript in, 43, 272
installing Silverlight in, 17
updating, 38
updating Silverlight in, 18
versions of, 34
zooming in, 274

compatibility of, 15–16
cookies

overview, 38–39
third-party, 39–40

downloading, 36
Firefox

advantages of, 36
bookmarking in, 45–47
cookies, 40, 273
enabling JavaScript in, 43, 272
installing Silverlight in, 16
spell-checking in, 36, 58
updating, 37
updating Silverlight in, 18
versions of, 34
zooming in, 274

installing, 36
Internet Explorer

bookmarking in, 46–47
cookies, 40–41, 273
enabling JavaScript in, 43, 272
installing Silverlight in, 16
updating, 37–38
updating Silverlight in, 18
versions of, 34
zooming in, 274

JavaScript, 42–43
overview, 15–16, 33
running Offi ce Web Apps through, 260
Safari

bookmarking in, 46–47
cookies, 41–42, 273
enabling JavaScript in, 43, 272
installing Silverlight in, 17
updating, 38
updating Silverlight in, 18
versions of, 34
zooming in, 274

screen space, 43–45
versions of, 33–36

bullet points, 207–208
bulleted lists

creating, 224
nested, 224–225
overview, 56
removing, 224
sublists, 224–225

buttons, 29
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279279 Index

• C •
Can View Files option, 112
cells

active, 165
addresses of, 165–166
borders of, 176
copying formulas from, 185–186
defi ned, 164
entering cell ranges, 184–185
entering cell references, 183–184
formulas referring to, 178–179
overview, 167
selecting, 150, 171

Center button, 55, 173, 222
centered text, 54, 174
Change Colors button, 72
Change link, 85
change marks, 156
Change Your View icon, 65
character styles, 146–147
Check for Updates option, 37
checking spelling

in Firefox, 36, 58
foreign-language text, 57–58
one word at a time, 57

Chrome
bookmarking in, 46–47
cookies

enabling, 273
handling, 42

enabling JavaScript in, 43, 272
Silverlight

installing, 17
updating, 18

updating, 38
versions of, 34
zooming in, 274

Clear All button, 148
Clear Filter From option, 196
Clip Art button, 67
clip-art images, 66–68
coauthoring

OneNote 2010
identifying coauthors, 255
overview, 254
synchronizing notebooks, 255–256

OneNote Web App
identifying coauthors, 253
overview, 253
unmerged notes, 253–254

PowerPoint 2010
identifying coauthors, 121
identifying collaborators, 132

PowerPoint Web App, 231
SharePoint

identifying coauthors, 132–133
overview, 130
parameters for, 130–132

SkyDrive
identifying coauthors, 121
locking out of shared fi les, 121–123
requirements for, 119–121

Word Web App
communicating with coauthors, 157
identifying coauthors, 152–153
revisiting earlier versions, 155–157
synchronizing documents, 153–154

collaborators, identifying
Excel Web App, 132
PowerPoint 2010, 132
sharing fi les, 268–269

colon (:), 184
colors

in PowerPoint presentations, 207
text, 54

columns
adjusting width of, 175–176
aligning numbers and text in, 173–174
aligning text in, 152
deleting, 151, 174–175
inserting, 151, 174–175
overview, 165–166
selecting, 151

Compare button, 157
Concatenation (&) operator, 181
Connect To dialog box, 127
constants, 179
content frames, 215–216
content placeholder frames, 215
context-sensitive tabs, 28
Continue button, 100
conventions used in book, 3
Convert button, 269
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cookies
allowing, 272–273
Chrome

enabling, 273
handling, 42

Firefox
enabling, 273
handling, 40

Internet Explorer
enabling, 273
handling, 40–41

overview, 38–39
Safari

enabling, 273
handling, 41–42

third-party, 39–40
Copy button, 185, 218
copyright laws, 64
COUNT function, 187
Create a Folder window, 85–87
Create Link button, 117
Create Table dialog box, 190, 191
Currency format, 168
Custom Filter dialog box, 193–194

• D •
Date Filters option, 193
decimal places, 170–171
Decrease Decimal button, 171
Decrease Indent option, 243
Decrease List Level button, 225
Delete Table button, 151
deleting

columns, 151, 174–175
pages, 243
rows, 151, 174–175
sections, 243
SkyDrive fi les, 101
SkyDrive folders, 89–90
slide text, 222
slides, 226
subpages, 243
tables, 151
worksheet data, 172

Demote button, 74
Department URL, 127
descending sort, 191
Details view, 22
diagrams. See artwork
discussions, via SharePoint, 134
Display Text box, 59
Division (/) operator, 181
documents. See Word Web App
Documents link, 114
Don’t Require Sign-In to View This Folder 

check box, 115, 117
dots per inch (dpi), 63
double-underline text, 53
downloading

browsers, 36
fi les from SkyDrive to computers, 101
Silverlight add-on, 16–17

dpi (dots per inch), 63
dragging fi les, 100
Duplicate Slide button, 218

• E •
Edit in Excel option, 129
Edit in Microsoft Word option, 129
Edit in OneNote option, 129
Edit in PowerPoint option, 129
Edit Permissions option, 111
Edit Text button, 72
Editing view, 50, 143, 249
e-mail invitations, 104, 114–115
Embed option, 117
Enable Editing button, 95
Enable JavaScript check box, 43, 272
Enable option button, 43
Encrypt Document dialog box, 270
Encrypt with Password option, 270
Equal to (=) operator, 181
equals sign (=), 182, 188
Excel Web App

cell addresses, 165–166
columns, 165–166
Excel 2010 versus, 162–164
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281281 Index

formulas
copying from cell to cell, 185–186
entering, 182–183
entering cell ranges, 184–185
entering cell references, 183–184
operators in, 180–182
overview, 177
referring to cells in, 178–179
referring to formula results in, 179–180

functions
using arguments in, 187
writing formulas with, 188

identifying coauthors, 121
identifying collaborators, 132
overview, 164–165
rows, 165–166
tables

creating, 190–191
entering data, 150
fi ltering, 189
fi ltering by criteria, 193–196
fi ltering by exclusions, 192–193
presenting data for fi ltering, 189–190
sorting, 189, 191–192
unfi ltering, 196

text
aligning, 173–174
entering, 167
formats, 173

workbooks
creating, 161–162
overview, 166

worksheets
adjusting height of rows, 175
adjusting width of columns, 175–176
aligning numbers and text in columns 

and rows, 173–174
cell borders, 176
copying data, 172
data formats, 168–170
decimal places, 170–171
deleting data, 172
deleting rows and columns, 174–175
displaying data, 167
editing entries, 171
entering data, 166–167
inserting rows and columns, 174–175

moving data, 172
navigating, 172–173
overview, 166
selecting cells, 171
text formats, 173

Excel Workbook option, 92
Expand button, 157
Exponentiation (^) operator, 180

• F •
File In Use message box, 123
File tab, 26
File Upload dialog box, 65
File window taskbar, 99
fi les

backing up, 11
bookmarking, 45–47, 275–276
closing, 25
creating, 20–22
Offi ce 2010

editing, 94–98
opening, 94–98, 262

Offi ce Web Apps
creating, 91–92
editing, 92–94
opening, 92–94
sharing, 265–267

online storage of, 11–12, 260–261
opening, 25
SharePoint

coauthoring, 130–133
opening, 24, 129–130
sharing, 266

sharing
Excel Web App, 267
identifying collaborators, 268–269
Offi ce Web Apps, 261
OneNote 2010, 267–268
OneNote Web Apps, 265–267
password-protected, 269–270
PowerPoint 2010, 267–268
public and shared folders, 266–267
SharePoint 2010, 266
Windows Live, 266
Word 2010, 267–268
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fi les (continued)

SkyDrive
coauthoring, 119–123
copying, 101
creating, 80–81, 91–92
deleting, 101
downloading to computers, 101
editing, 80–81, 92–98
moving, 101
opening, 92–98
Properties window, 98–100
renaming, 101
retrieving earlier versions of, 94
storing, 80–81
uploading to folders, 100–101
writing comments and descriptions, 

118–119
Windows Live

opening, 22–24
sharing, 266

fi ltering
data, 189
tables

by criteria, 193–196
by exclusions, 192–193
unfi ltering, 196

Find command, 173
Firefox

advantages of, 36
bookmarking in, 45–47
cookies

enabling, 273
handling, 40

enabling JavaScript in, 43, 272
Silverlight

installing, 16
updating, 18

spell-checking in, 36, 58
updating, 37
versions of, 34
zooming in, 274

fi rst-party cookies, 39
folders

bookmarking, 45–47
deleting, 89–90
determining type of, 108–110
examining contents of, 89

linked, 108
moving, 89–90
navigating, 87–89
overview, 84–85
private, 108, 112
public, 110, 266–267
renaming, 89–90
share with permissions, 111–112
shared

e-mail invitations, 114–115
with friends on Windows Live, 113–114
overview, 103–104, 266–267
posting hyperlinks on Internet, 116–118
tasks, 110

subfolders, 86–87
top-level, 85–86
types of, 107–108
uploading fi les to, 100–101
URL links of, 116–117

fonts
overview, 52–53
size of, 53
styles of, 53–54

foreign-language text, 57–58
Formula bar, 165
formulas

copying from cell to cell, 185–186
entering, 182–183
entering cell ranges, 184–185
entering cell references, 183–184
operators in, 180–182
overview, 177
referring to cells in, 178–179
referring to formula results in, 179–180
writing with functions, 188

forward command, 276
Fraction format, 169
friends, Windows Live

fi elding invitations, 105–106
inviting, 107
sharing with, 113–114
types of, 105

Full Screen option, 275
functions

using arguments in, 187
writing formulas with, 188
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283283 Index

• G •
galleries, 29–30
General format, 168
Get a Link window, 116
GIF fi les, 64
Google Chrome. See Chrome
graphics

decorating fi les with, 66–68
inserting, 64–66
picture fi le formats

bitmap graphics, 62–63
choosing, 63–64
resolutions, 63
vector graphics, 62–63

resizing, 68
SmartArt

adding shapes, 71–72
appearance of, 72–73
creating, 69–71
direction of, 74–75
removing shapes, 71–72
shapes hierarchy, 73–74
text, 71

Greater than (>) operator, 181
Greater than or equal to (>=) operator, 181
groups, 29
Grow button, 68

• H •
header row, 189
Help on This Function link, 188
Hide Authors button, 121
Hide Confl ict Pages option, 254
Hide Slide button, 226
history command, 276
Hotmail accounts, 19
HTML code, 117–118
hybrid buttons, 29
hyperlinks

creating, 58–59
editing, 60

posting on Internet
obtaining HTML code, 117–118
obtaining URL links, 116–117
sharing folders, 104

• I •
icons used in book, 4
images. See artwork
Increase Decimal button, 170
Increase List Level button, 225
Information About window, 152, 155, 157
InPrivate Browsing option, 39
Insert button, 59
Insert Clip Art dialog box, 67
Insert Picture dialog box, 65, 66
Insert tab, 241
Installed Plug-Ins option, 17
Internet. See also browsers; SkyDrive

posting hyperlinks on
obtaining HTML code, 117–118
obtaining URL links, 116–117
overview, 104, 116–118
sharing folders, 104

storing fi les on, 11–12, 260–261
Internet Explorer

bookmarking in, 46–47
cookies

enabling, 273
handling, 40–41

enabling JavaScript in, 43, 272
Silverlight

installing, 16
updating, 18

updating, 37–38
versions of, 34
zooming in, 274

Internet Options dialog box, 41
invitations, Windows Live

fi elding, 105–106
sending, 104

Invite button, 107
italics, 53
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284 Offi ce 2010 Web Apps For Dummies 

• J •
JavaScript, enabling

in Chrome, 43, 272
in Firefox, 43, 272
in Internet Explorer, 43, 272
in Safari, 43, 272

JPEG images, 64
Just Me option, 86

• K •
keyboard shortcuts

for documents, 141–142
overview, 14
for tables, 150
for worksheets, 172

• L •
Language dialog box, 57
left-aligned text, 54, 174
Less than (<) operator, 181
Less than or equal to (<=) operator, 181
Libraries section, 128
Limit the Access This Person Has to My 

Stuff and My Info check box, 106
Limited option, 83
limited-access friends, 105
Link button, 59
Link dialog box, 60
linked folders, 108
Linked IDs link, 90
linked styles, 146–147
linking Windows Live IDs, 90
lists

bulleted
creating, 224
nested, 224–225
overview, 56
removing, 224
sublists, 224–225

numbered
creating, 224
nested, 224–225
overview, 56
removing, 224
sublists, 224–225

overview, 55–56
SharePoint collaboration, 134

locking out of shared fi les, 121–123
Long Date format, 169
Low setting, 41

• M •
Manage Add-Ons dialog box, 16
MAX function, 187
Maximize the Ribbon button, 30
Microsoft Internet Explorer. See Internet 

Explorer
Microsoft PowerPoint option, 206
Middle Align button, 174
MIN function, 187
Minimize the Ribbon button, 30–31
missing item message, 90
More button, 29, 30, 99
More Tags option, 251
Mozilla Firefox. See Firefox
Multiplication (*) operator, 180
My Table Has Headers check box, 191

• N •
#NAME? message, 188
Navigation bar, OneNote

displaying and hiding pages, 248–249
overview, 239–241
rearranging section names in, 249

nested lists, 55–56, 224–225
New button, 21
New Incognito Window option, 39
New link, 138
New Microsoft Excel Workbook 

window, 161
New Microsoft Word Document 

window, 138
New Page button, 241
New Section button, 241
New Slide dialog box, 214, 216
Next slide button, 220
No Border option, 176
No Thanks button, 106
Not equal to (<>) operator, 181
notebooks, 236
notes. See OneNote Web App
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285285 Index

Notes pane, 202, 203
Number Filters option, 193
Number Format button, 170
number formats, 168
numbered lists

creating, 224
overview, 56
removing, 224
sublists or nested lists, 224–225

• O •
Offi ce link, 91
Offi ce 2010

creating fi les, 91–92
editing fi les, 94–98
opening fi les, 25, 94–98, 129–130, 262
overview, 12–13

Offi ce Web Apps
creating fi les, 91–92
editing fi les, 92–94
opening fi les, 92–94, 129–130
sharing fi les, 265–266
Silverlight, 273

OneNote 2010
coauthoring

identifying coauthors, 255
overview, 254
synchronizing notebooks, 255–256

OneNote Web App versus, 236–239
sharing fi les in, 267–268

OneNote Web App
coauthoring

identifying coauthors, 253
overview, 253
unmerged notes, 253–254

Navigation bar, 239–241, 248–249
notebooks, creating, 236
notes

arranging, 244
formatting text in, 244–246
resizing, 244
writing, 243–244

OneNote 2010 versus, 236–239
overview, 235–236
for PowerPoint presentations, 227–228
seeing authors of, 250–251
sharing fi les, 26, 267

storage units
deleting sections, pages, and 

subpages, 243
displaying pages, 248–249
navigating sections and pages, 247–248
overview, 240–241
pages, 241–242
rearranging section names, 249
renaming sections, pages, and 

subpages, 243
sections, 241
subpages, 242

tagging, 251–252
views, changing, 249–250
writing, 243–244

one-slide-per-minute rule, 208
online applications, 8
online storage, 11–12, 260–261. See also 

SkyDrive
Only from Sites I Visit option button, 42
Open dialog box, 100
Open In button, 25, 95
Open In OneNote button, 237
Open in PowerPoint button, 25, 210
Open Link in New Tab option, 94, 275
Open Link in New Window option, 94, 275
operators, 180–182
Or Use Your Own E-Mail Address link, 19
order of precedence, 182

• P •
Page Bookmarked dialog box, 45
page tabs, 241
Page Versions button, 245
pages, OneNote Web App

deleting, 243
displaying, 248–249
hiding, 248–249
navigating, 247–248
overview, 241–242
renaming, 243
restoring earlier versions of, 245

paragraph styles, 146–147
password-protected fi les, 26, 269–270
Paste button, 172
Paste Formulas option, 186
Paste Values option, 172
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pasting text, 51
People Currently Editing area, 157
Percent (%) operator, 180
Percentage format, 169
Permissions window, 110
Picture button, 65
Picture Libraries, 134
Picture with Caption layout, 215
pictures. See artwork
pixels per inch (ppi), 63
placeholder frames, 215
Plugin Check Web site, 18
plug-ins, 16
points, 53
Pop-Out button, 30, 31
PowerPoint Presentation option, 92
PowerPoint 2010

coauthoring
identifying coauthors, 121
identifying collaborators, 132

PowerPoint Web App versus, 210–212
sharing fi les in, 267–268

PowerPoint Web App
bulleted and numbered lists

creating, 224
nested, 224–225
removing, 224
sublists, 224–225

coauthoring, 231
delivery

anticipating questions from audience, 229
changing slides, 230
connecting with audience, 229
ending presentations, 231
rehearsing, 228
starting presentations, 230
taking control, 229

language of, 200–201
notes

entering, 227
reading, 227–228

PowerPoint 2010 versus, 210–212
presentation guidelines

assembling, 205
bullet points, 207–208
colors, 207

considering audience, 207
consistency of, 207
main topic, 204
one-slide-per-minute rule, 208
overview, 199–200
personalizing, 204
simplicity, 205–206
starting from conclusion, 204
storytelling, 205
titles, 208–209
visuals, 209
writing text, 204

screens, 202
sharing fi les, 267–268
slides

adding, 216
content frames, 215–216
copying, 218
deleting, 226
duplicating, 216–218
layout, 214
moving, 226
selecting, 225

text
aligning, 222–223
copying, 222
deleting, 222
moving, 222
selecting, 221
text frames, 215–216

views
changing, 218–220
editing, 220
proofreading slides, 220
slide shows, 221

ppi (pixels per inch), 63
presentations. See PowerPoint Web App
Previous slide button, 220
Print Layout view, 153
printing, 60
privacy options, 82–83
Privacy Options page, 83
Privacy Settings link, 83
Privacy tab, 40, 41
Private Browsing option, 39
private folders, 108, 112
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Private option, 83
PRODUCT function, 186, 187
Profi le link, 83, 107, 113
Profi le page, 82
Promote button, 74
proofreading slides, 220
Properties window, 98–100
Protect button, 270
public folders

sharing
e-mail invitations, 114–115
with friends on Windows Live, 113–114
overview, 266–267
posting hyperlinks on Internet, 116–118

tasks, 110
Public option, 83

• Q •
Quick Access toolbar, 26–27

• R •
Reading view, 50, 143, 249
Recent Documents folder, 87
Recent Documents option, 92
Redo button, 27, 50
Refresh button, 25–26
rehearsing PowerPoint presentations, 228
Reject button, 156
Remove Tag option, 252
renaming

fi les, 101
folders, 89–90
pages, 243
sections, 243
subpages, 243

Require Check Out option, 132
Require Recipients to Sign In with 

Windows Live ID check box, 115
resolution, 63
Restore button, 157
Restore link, 94
restoring earlier versions of pages, 245
Ribbon, 27

Right to Left button, 75
right-aligned text, 54, 174
right-clicks, 14
rows

adjusting height of, 175
aligning numbers and text in, 173–174
deleting, 151, 174–175
header, 189
inserting, 151, 174–175
overview, 165–166
selecting, 151
total, 189

• S •
Safari

bookmarking in, 46–47
cookies

enabling, 273
handling, 41–42

enabling JavaScript in, 43, 272
Silverlight

installing, 17
updating, 18

updating, 38
versions of, 34
zooming in, 274

Save and Edit a Copy of the File option, 123
Save & Send option, 129
Save & Send window, 96–97
Save As dialog box, 129
Save button, 25–27
Save File option button, 101
Save to SharePoint option, 129
Scale text box, 68
Scientifi c format, 169
screens

getting more space on, 43–45, 275
PowerPoint Web App, 202
size of, 30–31
Word Web App, 141

Scroll Back button, 100
scroll bars, 141, 172
Scroll Forward button, 100
scroll wheel, 172
Search box, 67, 127–128
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sections, OneNote
deleting, 243
navigating, 247–248
overview, 241
rearranging names, 249
renaming, 243

Select Column button, 151
Select Row button, 151
Select Table button, 151
Send a Link window, 115
Set Proofi ng Language option, 57
shapes

adding, 71–72
hierarchy of, 73–74
removing, 71–72
text on, 71

Share link, 115, 117
share with permissions, 111–112
Share With slider, 85
Shared Documents option, 129
Shared Notebook Synchronization dialog 

box, 256
SharePoint

accessing, 126
coauthoring fi les

identifying coauthors, 132–133
overview, 130
parameters for, 130–132

collaborating through, 134
navigating, 127–128
opening fi les, 24, 129–130
overview, 125
running Offi ce Web Apps on, 262–263
sharing fi les, 266
signing up with, 19–20
uploading documents, 128–129
visiting sites, 127

sharing
fi les

Excel Web App, 267
identifying collaborators, 268–269
Offi ce Web Apps, 261
OneNote 2010, 267–268
OneNote Web Apps, 265–267
overview, 26
password-protected, 269–270
PowerPoint 2010, 267–268
public and shared folders, 266–267

SharePoint 2010, 266
Windows Live, 266
Word 2010, 267–268

folders, 103–104, 266–267
tasks, 110
via public or shared folders

e-mail invitations, 114–115
with friends on Windows Live, 113–114
posting hyperlinks on Internet, 116–118

Short Date format, 169
shortcut keys

for documents, 141–142
overview, 14
for tables, 150
for worksheets, 172

Show Authors button, 121, 250–255
Show Items Where option, 194
Show Markup button, 156
Show Versions option, 245
Shrink button, 68
Sign Out link, 82
Silverlight

Chrome
installing, 17
updating, 18

downloading, 16–17
Firefox

installing, 16
updating, 18

Internet Explorer
installing, 16
updating, 18

recommended for Offi ce Web Apps, 273
Safari

installing, 17
updating, 18

updating version of, 18
Sites window, 134
SkyDrive

fi les
coauthoring, 119–123
copying, 101
creating, 80–81, 91–92
deleting, 101
downloading to computers, 101
editing, 80–81, 92–98
moving, 101
opening, 92–98
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Properties window, 98–100
renaming, 101
storing, 80–81
uploading to folders, 100–101
writing comments and descriptions, 

118–119
folders

deleting, 89–90
determining type of, 108–110
examining contents of, 89
moving, 89–90
navigating among, 87–89
overview, 84–85
renaming, 89–90
share with permissions, 111–112
sharing, 103–104, 113–118
subfolders, 86–87
tasks, 110
top-level, 85–86
types of, 107–108

privacy options, 82–83
SkyDrive window, 83–84
Windows Live

fi elding invitations, 105–106
inviting friends, 107
overview, 104–105
sharing with friends, 113–114
signing in to, 81–82
types of friends, 105

Slide Menu button, 220
Slide window, 202
slides, PowerPoint Web App

adding, 216
copying, 218
deleting, 226
duplicating, 216–218
frames, 215–216
layout, 214
moving, 226
notes

entering, 227
overview, 227
reading, 227–228

presenting, 230
proofreading, 220
selecting, 225
slide shows, 221

text
copying, 222
deleting, 222
moving, 222
selecting, 221

SmartArt
adding and removing shapes, 71–72
appearance of, 72–73
creating, 69–71
direction of, 74–75
removing shapes, 71–72
shapes hierarchy, 73–74
text on shapes, 71

Sort Ascending option, 191
Sort By link, 89
Sort Descending option, 191
sorting

folders, 89
tables, 189, 191–192

spell-checking
in Firefox, 36, 58
foreign-language text, 57–58
one word at a time, 57

spreadsheets. See Excel Web App
Start Private Browsing option, 39
STDEV function, 187
STDEVP function, 187
storage units, OneNote Web App

overview, 240–241
pages

deleting, 243
displaying, 248–249
hiding, 248–249
navigating, 247–248
overview, 241–242
renaming, 243
restoring earlier versions of, 245

sections
deleting, 243
navigating, 247–248
overview, 241
rearranging names, 249
renaming, 243

subpages
deleting, 243
overview, 242
renaming, 243
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strikethrough, 53
styles, Word Web App

applying, 147–148
determining, 148
templates, 147
types of, 146

Styles gallery, 147, 246
subfolders, 86–87
sublists, 55, 224–225
subpages, OneNote Web App

deleting, 243
overview, 242
renaming, 243

subscripted letters, 53
Subtraction (–) operator, 181
SUM function, 186, 187
superscripted letters, 53
surveys, 134
Sync Automatically Whenever There Are 

Changes option, 256
Sync icon, 255
Sync This Notebook Now option, 255
synchronizing notes, 255–256

• T •
Table button, 190, 246
tables

Excel Web App
creating, 190–191
fi ltering by criteria, 193–196
fi ltering by exclusions, 192–193
presenting data for fi ltering, 189–190
sorting, 189, 191–192

unfi ltering, 196
Word Web App

aligning text in columns, 152
creating, 149–150
deleting, 151
entering text and numbers, 150
inserting and deleting columns and 

rows, 151
keyboard shortcuts for, 150
selecting, 151
selecting parts of, 150–151

tabs
buttons, 29
context-sensitive, 28
galleries, 29–30
groups, 29

Tag button, 251
tagging notes, 251–252
templates, 147
text

aligning
in columns and rows, 152, 173–174
overview, 54–55
in PowerPoint presentations, 222

alternative, 68
boldface, 53
centered, 54, 174
colors, 54
double-underline, 53
Excel Web App, 150, 167, 173
OneNote Web App, 244–246
PowerPoint Web App

aligning, 222–223
copying, 222
deleting, 222
moving, 222
selecting, 221
text frames, 215–216
writing, 204

right-aligned, 54, 174
selecting, 145
SmartArt, 71
spell-checking

in Firefox, 36, 58
foreign-language text, 57–58
one word at a time, 57

underline, 53
wrapped, 167, 174

Text Filters option, 193
Text format, 169
text frames

aligning text in, 222–223
overview, 215–216

Text Highlight Color button, 54
themes, PowerPoint Web App, 200
third-party cookies, 39–40
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Time format, 169
Title bar, 202
Toggle Header Row option, 191
Top Align button, 174
top-level folders, 85–86
total row, 189
Totals column, 180

• U •
unblocking paragraphs, 154
underline text, 53
Undo button, 27, 50
unfi ltering tables, 196
unmerged notes, 253–254
Unsynchronized page, 253–254
updating

Chrome, 38
Firefox, 37
Internet Explorer, 37–38
Safari, 38
Silverlight, 18

Upload Document button, 128
Upload Multiple Documents option, 129
URL links, 116–117

• V •
VAR function, 187
VARP function, 187
vector graphics, 62–63
Version History link, 94
Versioning Settings page, 132
versions

of browsers, 33–36
of Silverlight add-on, 18
of Word documents, revisiting, 155–157

Versions area, 155
vertical alignment, 174
View a Read-Only Copy option, 123
View Folder button, 114
View in Browser option, 24, 129
View link, 89
views

changing, 49–50
OneNote Web App, 249–250

PowerPoint Web App
changing, 218–220
editing, 220
proofreading slides, 220
slide shows, 221

Word Web App, 142–143

• W •
Web Address box, 100, 117
Web browsers. See browsers
Who Can Access slider, 111
Windows Live. See also SkyDrive

friends
fi elding invitations, 105–106
inviting, 107
sharing with, 113–114
types of, 105

opening fi les stored in, 22–24
required for sharing fi les, 266
running Offi ce Web Apps on, 262–263
signing in to, 81–82
signing up with, 18–19

Windows Update option, 38
Word Document option, 91, 138
Word 2010

identifying coauthors in, 121
identifying collaborators in, 132
sharing fi les in, 267–268
Word Web App versus, 138–140

Word Web App
change marks, 156
coauthoring

communicating with coauthors, 157
identifying coauthors, 152–153
revisiting earlier versions of documents, 

155–157
synchronizing documents, 153–154

creating documents, 137–138
keyboard shortcuts, 141–142
overview, 141–142
screens, 141
selecting text, 145
styles

applying, 147–148
determining, 148
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Word Web App (continued)

templates, 147
types of, 146

tables
aligning text in columns, 152
creating, 149–150
deleting columns and rows, 151
entering text and numbers, 150
inserting columns and rows, 151
selecting parts of, 150–151

uploading to SharePoint, 128–129
views, 142–143
Word 2010 versus, 138–140

Work Offl ine – Sync Only When I Click 
“Sync Now” option, 256

workbooks
creating, 161–162
overview, 166

worksheets. See Excel Web App
Wrap Text button, 167, 174
wrapped text, 167, 174

• Y •
Your Documents folder, 87
Your Friends link, 106, 107

• Z •
zooming

in Chrome, 274
in Firefox, 274
in Internet Explorer, 274
in Safari, 274
Zoom commands, 50
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