Contents at a Glance

JOEFOAUCEION «eeeeaaeaaeeeeeeeeeennnaaeaeeeeeeeennnnnsaseeeeeeennnnnaes |

Part I: Getting Acquainted with the Office Web Apps .... 5

Chapter 1: Introducing Office Web APPS .....ccccevciiriiniiniininieieeeieeie ettt 7
Chapter 2: Getting Started with the Office Web APpPS .....ccccovvviieiirviencienienieceeeeeen 15
Chapter 3: Making Your Browser Work Better with the Office Web Apps............... 33
Chapter 4: Doing Common TasKS .........cccceeueeieiieiieieiiri e oo see e sseeve s 49
Chapter 5: Handling Artwork and Diagrams..............ccceeeeee a5 fieiineeeeneesieseesesseeennens 61
Part 1I: Sharing Files and Col Iabomti::q with Others .... 77
Chapter 6: All about SKYDIIVE .......cocviriiiiiiniiiiienie e et re et saeesaeeeees 79
Chapter 7: Collaborating, or Coauthoring, with hers on SkyDrive..........cceeuennn. 103
Chapter 8: Sharing Files in SharePoint........co. e 125
part III: word web App 4€e¢ " ‘@i cdceCEEEqcdCaCececCacCcqccccccccaaqaac ’35
Chapter 9: Up and Running with Word Web App ......cooevvivviiniiniiiniecieieeceeeee 137
Chapter 10: Advanced Word Wei App Techniques......ooveecvevvieieeiencienienieneeee 145
Part [U: Excel Web App...........ceeeeceeeeeaieeicaceneecaceeeees 159
Chapter 11: Entering the Data......ccccieciieciieiecieeceeeeeee e sae e 161
Chapter 12: Crunching che NUMDETS.........ccooiiviiiiiiieeeeceeeeeee e 177
part V: Pawerpoint Web AppIlllllIl.lllllIl.lllllll.lllllll.lll ’97
Chapter 13: Getting Acquainted with PowerPoint Web App........cccoceviiniininnnnns 199
Chapter 14: Constructing and Delivering a Presentation ..........cccccceeevevvieniineennnns 213
Part UL: OneNote Web App..........cceeeceeeeceeeiceneaaenese 233
Chapter 15: Writing and Storing NOtES .........cccceciivieieriininieeeeeeeee e 235
Chapter 16: Organizing YOUY NOTES........ccoccveeieiieiiieseeeeie et eesanesve s 247
Part VlIl: The Part of Tens..........ccccoueccueeaeeaceecaeeeacenes 257
Chapter 17: Ten Things Everyone Should Know about the Office Web Apps ....... 259
Chapter 18: Ten Things to Know about File Sharing.........c.cccoccevveeciincinvenieneenennns 265
Chapter 19: Ten Things to Know about Browsers and the Office Web Apps ........ 271

JRACK «......aaaaaaaaaaeaeeeeeeeeeneeenenennnnannnnnnnnsncccasascascases 207






Table of Contents

JOEPOAUCEION a.aeeeeeeeeeeenaaaeaeeeeeeeennnnnssaeeeeeessnnnnsaseeees ]

What'’s in This BOOK, ANYWAY?......ccceiiriiiriiirienienienteneesieesieesieesseesseesesnnens 1
What Makes This Book Different ...........cccocevvierieniiiniinienieineeeeieeieeene 2
Easy-to-look-up information ...........cccceevevvieriiiniiniiineinicieceeeeeeeene 2
A task-oriented approach ..........cccceeviiiciieiiicceee e, 2
Meaningful screen ShotsS .........ccccecveeiiiciiciecieseeeeeee e 3
FOOlisSh ASSUMPIONS.....cc.ceiiiiiieiieieciece ettt ettt et be e sene e 3
Conventions Used in This BoOK.........ccccoecveviinievic e, 3
Icons Used in This BOOK .......cccccocvvvivnienieenieninnn Mot eeereeeeeneeesenssensensreens 4

Part I: Getting Acquainted with the (flice Web Apps ..... 5

Chapter 1: Introducing Office Web Anis . . ........................ 7
What Are the Office Web AppPS, iafiyWay? . .cccveeverienieeieneecieeereeieeveeveennens 7
Introducing Web appiiCations.......ccocceeeviirnieiniieeniieeiie e 8
Meeting the Office Vel APDPS ....cocvviiriiniinieieeciecieeiesie e 9
Storing Files on the Inteinet......c.cocveeiiiiiiiiiniiiceeeeen 11
Sharing Files on the JatCrnet .........cocveeiieiiiieneeeceeeeeee e 11
The Office Web Appe and Office 2010.....c.coeeieiinienenirieieeeeeeeeeeenen 12
Office Web Aoz 'The Big Picture .......ccoceecveeciieciieiieiececieceeeeeeen 13
Going without Right-Clicks and Shortcut Keys..........ccccccevcviniinienveneennen. 14
Chapter 2: Fiaiting Started with the Office Web Apps.............. 15
Making Sure You Have the Right Browser..........ccccccoevievvienciincieneeneeneennen. 15
Installing Microsoft Silverlight..........cccoccovviiriiniiiiniineeeeceeen 16
Finding out whether Silverlight is installed............cccccoccevenininnnne. 16
Downloading and installing Silverlight............cccccceevieviiiiniinienene. 17
Getting an up-to-date version of Silverlight ..............ccoovenvninnnnene 18
Signing Up with Windows LiVe........ccccoceiiiniinieiieieieeecteeeceeeeeen 18
Signing Up with SharePoint .........ccccecevciiniiniinieiccececeee e 19
Creating a New File.......cccoviiiiiniiiiicieccceceeeeeeest e 20
Opening and Closing Files ..........ccccoviiniininiiniiiienieeteteteeeeeeee e 22
Opening a file stored in Windows Live.........cccceeeeeieciiecieecienieenenne, 22
Opening a file in SharePoint 2010 ..........cccocooveeiiieieneereee e 24
Opening a file in Office 2010 .......ccceeeeerieiieieeeeee e 25

CloSING @ flE....c.viciieiiieiieieeeeee e 25



(/iii Office 2010 Web Apps For Dummies

A Tour of Office Web App Oddities.......cccceevevienieiieieeeeeeeeeeeee 25
Knowing Your Way around the Office Web Apps Interface..................... 26
The File tab ..ot 26
The Quick ACCESS tOOIDAY .......cccuvviiieiiiiieieie e 26
The Ribbon and its tabs.......cccceccevviiriiiniieniiiecceee e 27
Context-sensitive tabs........ccoceviiriinieniieceee e 28
The anatomy of @ tab.......ccccveciieiiiecieeeeeeeee e 28
Getting More Room in Office Web App Screens........coccoceevevevienieneeeennne 30
Chapter 3: Making Your Browser Work Better
with the Office Web Apps. ... 33
Installing the Right BrOWSET ...........ooviiiiiiieiieeeceeeeeeeeee e 33
Finding out which browser version you have.............c.ccccceevennnee. 34
Downloading and installing Firefox, Internet “xplorer,

Safari, and CRhIOME.........cooovvviiiiiiieieieeee e ettt 36
Updating Firefox, Internet Explorer, Safari, and Chrome................ 36
What is @ COOKIE? ......ooviiriiiiiiiiiet e ettt 39
Problems with third-party cookies... ........ccceveerieeeecieciccieeieene 39
Handling cookies in Firefox, Inte:net Explorer,

Safari, aNd CRIOIME. ...t ettt e e e e e e eessnaes 40
Getting Right with JavaScript....! ..o 42
Getting More Room to Work It .o..coiiiiiiiiiieeeeteeeeeee 43
Bookmarking Files and FOIGSrs....uuviiiiiriiececeeeceee e 45

Bookmarking a folderor file.........cccccoevveeieiiiniecieececeeeeee 45
Going to a foldexr oy file you bookmarked..........ccccceeciveiieienneennnnnne. 46
Chapter 4: Doing Common Tasks..................coiiiinans. 49
Changing VIBWS ... .couiiieieieieeeeet ettt sttt sbe sttt 49
SEIECHING T e cuiiiiiiieeteeeeeeete ettt ettt et e re e s e aeste e beeseesneneas 51
Cutting, Copying, and Pasting TeXt.........cccoveveeieviiniiniciceeeeeseeeeeens 51
Changing the Appearance of TeXt ......cccoovevvirviiriieriiiniienieniesteeeeeeeen 51
Choosing fonts fOr tEXt.......cecvviririereieieeeceeeeee e 52
Changing the font size of teXt.......ccccoveeievieiieiieeeeeeeeeee e, 53
Applying font styles to teXt ......cccecievieveecieeciieieceeseceee e 53
Changing the color of teXt .........ccoeveiecieciicieeeeeeeee e 54
ALIGNING TEXL 1vititieeeieeceee ettt e be e re e sbe s e ssestesreeseenseneas 54
Lists, Lists, and MOYE LIStS......cooovveiiiiiieiiiieeeeceieeeeeeeeeesereeeeeieeesssnnessennns 55
Spell-Checking YOUTr WOTK........ccoccveieiererenieieteieieseeeeeeeeee e 56
Spell-checking one word at a time...........ccocceveeeieceeciiecieceeeeee, 57
Spell-checking foreign-language text..........ccocevevvieiieneneneneneeiens 57

All about HyperlinKs.........cocveeeiecieeiieieiecieeeeiestesee et neneas 58
Creating a hyperlink ..........ccooeveeieieiecieeeceeeeeeeeeee e 58
Editing hyperlinks........ccccoviiviiiiniiiierieeicnteeeececese e 60

Printing YOUr WOTK .....ccccociiiiiiniiiieceee et 60



Table of Contents i X

Chapter 5: Handling Artwork and Diagrams . ..................... 61
All about Picture File FOrmats .........ccoccoceeieiiiiinineniniiceeeececeeeen 61
Bitmap and vector graphics ........cccoceevieeieniiiniinieeceeeeeeeeeeee 62
RESOIULION ...ttt 63
Choosing file formats for graphics .......ccccocevververienninninienieneene, 63
Inserting a Picture on a Page, Slide, or Note.........cccoceeevveecvieieereeiereene, 64
Decorating Files with Clip-Art Images.......c.ccceeeveneninenieeeneceeeeeeneen 66
What iS CHP @rt? .ocveeieciecieceeeeeeeeeete ettt ees 66
Finding and inserting a clip-art image.........cccoccevveeveeverciesieniennenne, 67
Changing the Size of a GraphicC........cccoecevvieviiniiniiiiieen 68
Making a SmartArt Diagram .......ccccocceeveeneniiinieniienienteetesteteeee e 69
The basics: Creating a diagram...........ccceecveveeneereeneenieeeeeeeee e 69
Creating the initial diagram.........c.ccocceeevirinienieieceeeeeeeee 70
Handling the text on diagram shapes..........foiiieeiiecieerieeieeee, 71
Adding and removing diagram shapes...........ieceecevienieneeneenennenns 71
Changing a diagram’s overall appearance...........cccceevervierivervennenne 72
Promoting and demoting shapes in ¢ aiagram’s hierarchy ........... 73
Changing a diagram’s direction ..... ...c..ccceveeceeceecieecieeeeeeeeeee 74

Part I1: Sharing Files and Collatorating with Others ..... 77

Chapter 6: All about SkyDrive .............ccoiiiiiiiiiiiinnns, 19
The Big Picture: Storing, Creating, and Editing Files at SkyDrive ........... 80
Doing the set-iif: dANCEe........covueevieriiirieeienterteeeeeeee et 80
Working witt: tolders and files in SkyDrive..........ccoccecevererervenennn. 80
Signing In t0 WiNWOWS LIVE .....ccoviiiiiiiiieeeeeeeeee e 81
Choosing Privacy OPtiONS.......cceeceeiiieiieiieiecieeie ettt seee e 82
Navigatitig *o the SkyDrive Window..........cccceveevieniienieeienieeieeeeeeeneeeen 83
ManagIng YOUr FOIAETS....c.ovviiriiiiiiiiiieiceiceiese ettt 84
A'word about organizing your folders ...........ccceeveeviiniininnennennnnnns 85
Creating @ folder.........coovieieiiiciecieeeeee e 85
Going from folder to folder in SKyDrive...........coceeervieveneniencrienenes 87
Examining a folder’s contents..........cccoceecvevienienieneecieeceeeeeeeeee 89
Deleting, moving, and renaming folders ..........ccecceeveeviirvierienciennenne. 89
Creating an Office File in SKyDIive ........cccevevviiiiiniiiniinienieneeeeeeeen 91
Opening and Editing Office Files Stored on SkyDrive.........ccccccocvvvvenennen. 92
Opening and editing a file in an Office Web App ......cccccceeveeuvennee. 92
Opening and editing a SkyDrive file in an Office 2010 program.....94
Managing Your Files on SKyDIivVe........cccoooievieviiiiiecieeieciecieceeeeeeeeeeen 98
Making use of the Properties window..........cccceeeeecieeciinciencieniennenne. 98
Uploading files to a folder on SkyDrive.........ccccoeceevercercieniienceennnen. 100
Downloading files from SkyDrive to your computer..................... 101

Moving, copying, renaming, and deleting files............cccccevueeeencen. 101



X

Office 2010 Web Apps For Dummies

Chapter 7: Collaborating, or Coauthoring,

with Otherson SkyDrive...............cc i 103
Ways of Sharing FOIArs .........coceviviriiieeeee e 103
Making Friends on Windows LiVe..........cccccecieviieiiiniieeiieciecieceeeeeseesieene 104

The two types of friends ........ccccoevevieveiicieeeeeee e 105
Fielding an invitation to be someone’s friend.........c..ccccccevenenne 105
Inviting someone to be your friend ..........cccccovveviivenvinieniiencenen. 107
Understanding the Folder Types.......cccccoeeviireiicciieeceeee e, 107
Types of fOlAErsS .......cocoviiiiiriiieeeee e 107
Knowing what kind of folder you’re dealing with.......................... 108
Public and shared folder tasks.........c.ccocoevemieniinininininiiienencnene 110
Establishing a Folder’s Share With Permissions .........cccceccevvvivviencienennns 111
Sharing on a Public or Shared Folder ...........cocoviviiiinninniniiniinicens 113
Sharing with friends on Windows Live......... ..o 113
Sending out e-mail inVitations..........cccoco e 114
Posting hyperlinks on the Internet..........c.ccoooiiiiiiniiiniiinieeene 116
Writing File Comments and Descriptions “........ccccoceeveevievinciencienciennnn. 118
Coauthoring Files Shared on SKyDIrive ..ot 119
When you can and can’t Coautns .. ...evceviirieniericececceeeeen 119
Finding out who your coautiisrs are.........ccceeeeeeeeeecieeecieeeiee e 121
Getting locked out of a shared file.......cocoovieiiiieiinineeeeee, 121

Chapter 8: Sharing Files in SiazePoint ......................... 125
Getting Equipped and Getiing Started........ocoocvvieveneninenieeieeeee 126
Visiting a SharePoint Web Site.........ccccvvivviinvieniinieeeeeeeeee e 127
Getting from Place to Place on the Web Site........cccoocveeiiniiniiniencenens 127
Uploading Dacuirents to the SharePoint Library ......c..ccccececeevencncnene 128
Opening Office riles in a SharePoint Site.........ccoccovvevieniiiniiiniiiniiieene 129
Coauthoring Files on a SharePoint Site.........ccccoeevievieeiieeieniiiiecieeeeeene 130

Wielr you can and can’t co-author.........cccoccvevieeiecieneenceceeeee, 130
Finding out who your collaborators are..........ccccceeceecvecieecieevennnnn. 132
Other Ways to Collaborate at a SharePoint Site..........c.ccecevviinvieneenenns 134

Part [II: Word Web App...........cccceuceeeccencceccecneecnee 135

Chapter 9: Up and Running with Word Web App................. 137
Creating Documents with Word Web App .......cceceveneninieieeeeee, 137
Comparing Word Web App to Word 2010 ........ccceevveeieecienienieeeeeeeseenne 138
Introducing the Word Web App SCreen.........ccccoceevieeiieecieniienienieseeneenne 141
Getting Around in DOCUMENS ........ccceeriiirieriiieiienienienieeeeneeseeseesee e 141

Changing VIEWS......cccueviiriiiienietciteeetete sttt sttt esae e 142



Table of Contents

Chapter 10: Advanced Word Web App Techniques............... 145
SEIECHING TEXt .cuvieuiiiieriieiierieeie et ete et e st e steesteesteesteebeeaesseesseessnenseenes 145
All aDOUL SEYIES ..ccuviiiieieieeieeeeeee ettt ettt e saesaa s 146

TYPES Of STYIES ..ottt 146
Styles and templates ........ccccooeeveriiiiiieniiiniee e 147
ApPPlying @ Style......oooeiieiieeeee e 147
Determining which style is in use......cc.ccocceveiviiniinninninceieene 148
All about TabIes.....cccuoiiiiiiiieeeee et 149
Creating @ table ......c.cociviieiiiieiieeeeeeeeeee e 149
Entering the text and numMbErs ..........cccceevveriiniinienencieeeeeiee 150
Selecting different parts of a table..........ccocoviiniininiiniinieiee 150
Inserting and deleting columns and rOws..........cccccceeeveecieecieeeennnen. 151
Changing the width of columns and the table ............ccccccennene. 152
Aligning text in COIUMNS .......cccoviviiiiiiieiccees Cet e 152
Coauthoring Word Documents............cccceveeveeessetitinienienieseeseeseeseenne 152
Seeing who your coauthors are .............c..iveevieneenencenienieeieene 152
Synchronizing a Word document ..........cccocooiecieninenceeieieneseeene 153
Revisiting an earlier version of a V/ora document........................ 155
Communicating with a coauthor ..., 157

Part IU: Excel Web App........ coueeceeeeaeneaceeeaseeneaneeees 159

Chapter 11: Enteringthe Rata............... ...t 161
Creating Workbooks with Excel Web App......ccooovviiniiniiiniiniiieceeee 161
Comparing Exce! Web App to Excel 2010.......ccoccveeieeieeieiieeieceeeeeeene 162
Getting Acquainted with the Excel Web App......cocveieeiiieieieieeeee, 164

Rows;.columns, and cell addresses........ooovevvveveveivccveeeiiineeeecnneenn. 165
Wezkhooks and worksheets .......o.ooeveeiiiiniciinininiiiccnencnee 166
Entering Data in @ Worksheet .......coocoviiniiniiniiniiiccceceeeceeeee 166
The basics of entering data ........c.ccocevvieniiniininnieneneereeeene 166
How data displays in worksheet cells..........ccccoeeiviviiencienciecene 167
Formatting numbers, dates, and other values...........ccccceeeueeennnn. 168
Editing Worksheet Data .........ccccvevieeieniinienieeeeeeeieeee et 171
Editing data entries........cccoovevieiiiniiiiieciecieeee e 171
Selecting cells in a worksheet ..........ccoceeiiniiniiniinincineeiee 171
Deleting, copying, and moving data .........ccccceeceeveeverviervieniienieennn. 172
Moving around in a worksheet............cccooovieeoiinciieciiee e 172
Making a Worksheet Easier to Read and Understand............ccccceeccenennee 173
Experimenting with text formats .........ccccccevvierviiniienniiicieeceee 173
Aligning numbers and text in columns and rows ...........ccccueeuuenee. 173

Inserting and deleting rows and columns.........c.ccccceevevrvierienvennnen. 174

xi



Xii Office 2010 Web Apps For Dummies

Changing the size of columns and rOwWs ........c.cccceeeeecieecieecieceennnen, 175
Slapping borders on worksheet cells..........c.cccccevinininiinninenenenns 176
Chapter 12: Crunching the Numbers............................ 1717
How Formulas Work.........coccooviiiiinieeeeeeeceeeeeceeeeseeieee 177
Referring to cells in formulas ...........cccoceevverienieneeneeceeeeeeieeene 178
Referring to formula results in formulas.........cccccceeverviriiincienceennnnn. 179
Operators in formulas ...........ccceeevieeeiiiciiecieeeeecee e 180

The Basics of Entering a Formula..........ccoccoovieviiiiiiinniniiniiiieienceeee 182
Speed Techniques for Entering Formulas ..........c.ccccoeoeeiieeciniiniecieneene 183
Clicking cells to enter cell references ...........ccceeceveveecenienienennenne. 183
Entering a Cell range.........covevveeeieeciiicieeieeieceeceeseese e ere e eae e 184
Copying formulas from cell to cell..........ccceoveverveevinciniinieeie, 185
Working with Functions..........cccoceevenvinviniinnennn o N crtestesieestessteestees 186
Using arguments in functions.........c.cceccee. 205 v 187
Writing a formula with a function........... e, 188
Sorting and Filtering Data..........coceveeieienc ot e 188
Understanding what sorting and filtering are.........cccceceevveevennenn. 189
Presenting data for the table.........occcooeeviiniiniiiee, 189
Creating the table ...t it 190
Sorting @ table .......ooiiviiicc ol fie e 191
Filtering a table .........c.. oo iieeieceeeeeeee e 192

Part U: PowerPoint Web App.........cceeeeeeeeeeeeeennnnnnnnaae 197

Chapter 13: Getting Acquainted with PowerPoint Web App....... 199
Creating a PovrerPoint Presentation.........ccccoccevvevvieniencieniienienienceneene 199
Talking POwerPoint LiNGO.....c..coovereiiiiiiinininireccicrencrececececneene 200
A Brief Geography LESSOMN .....cc.vccvieiieieciecieeeeeeeeee ettt 202
Advice for Building Persuasive Presentations..........cccccoceeviieciiecieevennnn. 202

Start by writing the teXt ......ccceeieeiiiiiieceeeeee 204
Make clear what the presentation is about.........cccccecervvircreneennn. 204
Start from the conclusion ...........coccovvervieriiiniiiniieniceeeee 204
Personalize the presentation ...........c.ccccceevieeviiicciicccieeceeeee e, 204
Tell @ STOTY ittt be e sae b e e e e beeaaeeneeas 205
Assemble the content............ccceecieiieiieciicciiccceeeee e, 205
Designing Your Presentation ..........ccccecevieiieneesiienieesieeciecieeieeeeseeseenne 205
Keep it SIMPLE.....ccviciicieieiiciceeeeeeeee et 205
Be consistent from slide to slide ..........ccccevvieviiniininiiniinieniee 207
Choose colors that help communicate your message.................. 207
When fashioning a design, consider the audience......................... 207
Beware the bullet point...........coocooviiiinniniinieeeeene 207

Observe the one-slide-per-minute rule ...........ccccceeveeviirciencrenvennnen. 208



Table of Contents

Make like @ NEWSPAPET .......ccccueeeiieeiieeieerie et eete et e e seeesseeeeseneeens 208

Use visuals, not only words, to make your point .......c..ccccceeenee. 209
Comparing PowerPoint Web App to PowerPoint 2010.............cccceeunnnne 210
Chapter 14: Constructing and Delivering a Presentation ... ....... 213
Understanding How Slides Are Constructed............cccceevveecverieneenceenenns 214
SHAE LAYOULS ..c.eeeeiiiiiiieiieieeeee ettt ettt besnesane s 214

Text frames and content frames.........cceceevveevvieneenenseniensienienens 215
Creating New Slides for a Presentation ........c..ccocceeveeiieniieniiiniiniencnnene 216
Adding a new Slide.........ccoeeiieeiiieiiieeceeeeee e 216
Creating a duplicate slide .........ccoceverininiieieeeeeeeeee 216
CoPYING @ SHAE.....cciieiieieciecieceeeeeeeeee et 218
Getting a Better View of Your WorK..........ccccevevviiiiiniiniieniinieneenceneene 218
Changing VIEWS ........coceevevviienieniienienienreneenee s N eoreeereensensrenssnesnnens 220
Editing View: Moving from slide to slide . e 220
Reading View: Proofreading slides .............occeroiincieeieeee e, 220

Slide Show view: Giving a presentation «.......ccceecevverveereerienenenene 221
Entering and Editing Text on Slides ....... ... 221
Selecting text on @ SHAE .......cccciticieiinieeieccecccecee e 221
Deleting tEXt.....cuvviiriiriiies ittt 222
Moving and coOpYing teXt.. ... fiviiriirieiieeeeeeeee e 222
Aligning Text in Text Frames ... .....ccccoceeviieiiieniiieceeeeeeeeee e 222
Handling Bulleted and Numuvered ListS.......ccooveeieiiieiieecieciecieceeeeeeene 223
Creating a bulleted ornumbered list .........ccooveeveevieiinciieieeienn, 224
Removing bullets and numbers from a list.........ccccceeveviircienciennnn. 224
Making sublists, or nested lists........cccocevveeriinervieriinienieeieeieene 224
Selecting, Moving, aiid Deleting SHAES ........cccecvvveeierieninenieieereseeeene 225
SeleCtiNg SIS .....vicieeiieiieieeeee ettt e ae e 225
MOVING SHAES....eciieiieiecieeeetece ettt e 226
Deleting SIHAES ..ottt 226
Hidden Siides for All Contingencies...........oocveeeevieesieenieecieniieeienieseeneenne 226
Scribbling Notes to Help with Presentations...........ccccecevviviiniiinicinenns 227
ENtering @ NOte ......coveviiiiiiniiiieeieeieeeetetetet et 227
Reading NOtES........coccuiiiieeieceeeeeteeee e 227
Advice for Delivering a Presentation ..........ccccecevienieniecieciecieeiecieeen, 228
Rehearse, and rehearse SOmMe MOYE........ccueeeveveeeiieiveeeeeieeeeeineeenn. 228
Connect with the audience...........ccoocevevrieniininnieciiceeeeeee 229
Anticipate questions from the audience...............ccccccoveevrreenneennnn. 229

Take control from the start ........cccocevvieniiiniiiniiniineeee 229
Giving Your Presentation ...........cccooieviieieeciieciieiecieceeeeecee et 229
Starting a presentation............coccecerierenininieeneeee e 230
Going from slide to Slide.........ccceviereeiieniieieeeeeeee e 230
Ending a presentation .........cccccocceeciivieriieniienienieneeeeieeeeeeeneeeenn 231

Coauthoring a PowerPoint Presentation..........ccccoccevvienciiniiiniinniienicenenns 231

XI



Xi(/ Office 2010 Web Apps For Dummies

Part Ul: OneNote Web App.............cccccccueececeeecacneneee 233

Chapter 15: Writing and Storing Notes. ......................... 235
Introducing OneNote Web APP.....ccccceeiiiiinienieiieieesieeieete et 235
Creating Notebooks with OneNote Web App.......ccccoeevevcienienienieneenennne 236
Comparing OneNote Web App to OneNote 2010.........ccccevveeveereeneenennne 236

OneNote Web App: A Geography Lesson ........cocceevevvievienieneenncen. 239
Creating Storage Units for NOtes ........cccceceeviieciiiciiccieciecieceecee e 239
Units for organizing Notes..........cococevevininienieneneneeeeee e 240
Creating @ SECHION ......c.cccveeieciicieeeeccceeee et 241
Creating @ PAge.....ccccevvierierienienieneeseeseete et steesaeesaestestessesanesanens 241
Creating @ SUDPAZE ......ovveviiriiiieieeeeet ettt 242
Renaming and deleting sections, pages, and.subpages................ 243
Entering and Arranging Notes..........ccceevevueeerree i \ AT 243
WItING @ NOLE....oocuiiceiieiiecieceeeeieeeeee e et 243
Arranging and resizing NOtES ............iiiiveveeieeieneeneese e e esae e 244
Formatting the Text in NOtES ......cocevveee ottt 244

Chapter 16: Organizing YourNotes. . ................cccovvunnnn. 247
Going from Section to Section and Page to Page..........ccccecvevvevverierennenee. 247
Making the Navigation Bar. We.rk for YOU.....coccovvvirvieniieniiiniiieieccee 248

Displaying and hiding Dages......ccocvvvervierienienienecieeeeeeeeeeeeene 248
Rearranging section 1:ames in the Navigation bar......................... 249
Changing Your View in CneNote Web APD ....cccccvevieeieeienienieceeeeeeene 249
Seeing Who Wrote a NOte......cccivieeeieieieieeeeceeteee e 250
Tagging Notes fOor-FOlloOW-UP ......ccoeeeeieierienieneeececieiee e 251
Some Housekeeping Chores........cocoeieviinienienenieeieeieeieeeeseeseeseesieenne 252
Coauthorirnig Notebooks with Others ........c.cccoccevviiiiniiniiniiiiiieceeee 252
Ceawtlioring in OneNote Web ApPD ....cccoocevieieienienececceeeee 253
Coaathoring in OneNote 2010 .........cceeeeeeeecievieeeceeeeeeeeeeerne 254

Part Vll: The Part of Tens ..........cccceeceecceeeiceesaeeeseeass 257

Chapter 17: Ten Things Everyone Should

Know about the Office Web Apps................ccoviiiinits. 259
There Are Four Office Web APPS....ccoouveeiieiiieeiieceeeeeeee e 259
TREY'TE FTEE! ...t e 260
You Run Office Web Apps through a Browser...........cccccveciieciiecieenennnn. 260
Your Files Are Stored Online............cccceecueeieeiienienienieseeseecie e ecre e 260
The Main Purpose of Office Web Apps Is to Share Files..............c..c....... 261
Office Web Apps Are Pale Imitations of Office Programs....................... 261

You Can Open Files in Office 2010.........cccoeiiiiiieiiieieeeeeeecee e 262



Table of Contents ¢/

Office Web Apps Are Companion Programs to Office 2010 ................... 262
You Run Office Web Apps on Windows Live or SharePoint................... 262
You Need to Think about Privacy ISSues..........cccccevvveveeveeciiecieecieniennnnne 263
Chapter 18: Ten Things to Know about File Sharing .............. 265
The Office Web Apps Are All about Sharing ..........cccecceevvevvieeviencienceenennns 265
You Need a Windows Live Account or SharePoint 2010 ....................... 266
Share Files in Public and Shared Folders ...........cccccoeevvieeiieiiieniieiieen. 266
What Sharing Means Is Different in Public and Shared Folders ............ 267
In an Excel and OneNote Web App, Two People
Can Work on the Same File..........cccoooovieeiiiiiiiiiececeeceeeeeeeee e 267
You Can Also Share Files in Word, PowerPoint, and OneNote 2010.....267
Except for OneNote, You Can’t use Office 2010 Programs
With Others ..o s N veeeeenrneeisnnesaessnnes 268
You Can See Who Your Collaborators Are........ .5 v 268
Sorry, but You Can’t Share Password-Protectec Files..........cccccueeuvenennne 269

Chapter 19: Ten Things to Know about Browwsers

and the Office Web Apps .......... oo 2n
The Office Web Apps Favor Four .2 "GWSers .........coceecvveecieecveecieeereeen, 271
JavaScript Must Be Enabled... i 272
Cookies Must Be AlloWed i ittt 272
Microsoft Recommends Irisvailing Silverlight ........ccccceevveniiiiinciicienenns 273
Zoom Using Browser COMmMANAS ........ccccevverienieneeneeneenieeieeiessvesnesnens 274
Open a Second File with the New Window or New Tab Command....... 274
Get More ROOm 0:ithe SCreemn .......cocviviiiviiiiiiienienieeteeeeste st 275
BOOKMATK YOUT FTIES c.euvieieiieieiieiesieecetetete sttt ettt sae e eessesaesnene 275
Make Use of the Back, Forward, and History Commands....................... 276
Beware of Rignt-Clicks and Shortcut Keys .........ccccccveveevieecieiiencieneenenns 276

JOACK «eeeeeeeeeeeeeeeeeeeeeeeeeeaeeeaaeaaaeeaaannannnnnnsssnsssseeeeeeeeees 2070



X(/[ Office 2010 Web Apps For Dummies




