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Introduction

O ffice Live is Microsoft’s first true foray into Software as a Service (SaaS).
And who knows what features are going to be added or modified over

the course of the next several years? The cool thing is that you’ll be able to
grow right along with Office Live because you’ll be receiving those changes
immediately — without having to invest more money in upgrading. And
because Microsoft is banking that many people are willing to give Office Live
a try, you get a deal that you basically can’t refuse.

The other exciting facet of Office Live is the capability to share your data
online without having to fork over thousands of dollars for hardware, soft-
ware, and IT consultants. Just sign on the dotted line, and your employees
and customers have immediate online access to the information you want
them to have. For many businesses, having the company data online repre-
sents a whole new way of doing business. Remote workers can access infor-
mation from a variety of locations rather than having to waste time driving to
the office. Road warriors find traveling a bit easier, knowing that they can get
to the needed data anywhere, at any time.

There’s another reason for excitement as well. The Office Live feature set is
designed to save you time and help make you more efficient in the bargain.
Accomplishing more in less time is an exciting thought — it allows you to
quit work earlier. With Office Live it’s easy to get up and running in a very
short time. You’ll be amazed not only at how easily you can set up a business
but also at how quickly you can get back to work rather than spending time
tinkering on your computer.

About This Book
Office Live For Dummies is a reference book. As such, you can read each
chapter independently and in the order you want. Each chapter focuses on a
specific topic, so you can dive right in, heading straight for the chapter that
interests you most. Having said that, however, I’ve put the chapters in a logi-
cal sequence; if you’re new to Office Live, you can just follow from chapter to
chapter. If you’re more experienced with Office Live, use the Table of Contents
and the index to navigate from topic to topic as needed.
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Essentially, this book is a nuts-and-bolts how-to guide for accomplishing vari-
ous tasks. However, I also draw on many of my own experiences as a full-time
consultant — and provide include specific situations that should give you a
feeling for the full power of Office Live.

Conventions Used in This Book
As with most Windows-based software programs, you often have several dif-
ferent ways to accomplish a task in Office Live.

For the most part, I show you ways to perform a function by using the Office
Live menus. When an instruction reads Choose File➪Open, you access the
File menu (located at the top of the Office Live screen) by clicking it with the
left mouse button and then choosing the Open option from the subsequent
menu that appears. In most cases, you can access these commands from any-
where within Office Live, although I generally advise new users to always
start a task from the home page, which is the first page you see when Office
Live opens. If you must be in a particular area to complete a task, I tell you
where you need to go.

I also present you with keyboard shortcuts here and there. Generally, Office
Live shortcuts are triggered by simultaneously pressing the Alt key and
another key on the keyboard.

When you need to access a hidden menu, click an appropriate area of the
screen with the right mouse button and then choose from the contextual
menu that appears. In these instances, I’ll simply say right-click when you
need to right-click.

What You Should Read
Of course, I hope you’re going to sit down and read this entire book from
cover to cover. But then again, this book isn’t The Great American Novel.
And, come to think of it, the whole reason why you bought this book in the
first place is to get organized as quickly as possible because you’re probably
finding yourself with too much to do and too little time in which to do it.

For the time being, I’m going to let you get away with reading just the parts
that interest you most. I’ll let you read the last chapter first and the first
chapter last if you like because this book is designed to allow you to read
each chapter independently. However, when you find yourself floating in a
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swimming pool, soaking up the sun, and wondering what to do with all your
spare time, you might want to go back and read some of those chapters you
skipped. You just might discover something!

What You Don’t Have to Read
This book is intended for both new and existing computer users. Most of the
instructions apply to both groups of readers. Once in a while, I include some
information that might be of special interest to more advanced readers.
Newbies, feel free to skip these sections! Also, any information tagged with a
Technical Stuff icon is there for the truly technically inclined; everyone else
can just skip that info.

Foolish Assumptions
One of our least favorite words in the English language is the word assume,
but I’ve got to admit that I’ve made a few foolish — albeit necessary —
assumptions when writing this book. First of all, I assume you own a
Windows-based computer — and that Internet Explorer is installed on it.
Secondly, I assume you have a basic knowledge of how to use your computer,
keyboard, and mouse, and that Office Live isn’t the very first application
you’re trying to master.

I’m also going to assume that you have a high-speed Internet connection; you
won’t be able to use Office Live without Internet connectivity. And, although
you can probably get away with using a dial-up connection, its speed will
probably be too slow to be practical.

I assume you have a genuine desire to organize your personal life or busi-
ness, and are intrigued by all that Office Live has to offer.

Finally (and I feel quite comfortable with this assumption), I assume you’ll
grow to love the whole concept of Office Live as much as I do!

How This Book Is Organized
I organized this book in five parts. Here’s a brief description of each part, with
chapter references directing you where to go for particular information:
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Part I: Discovering This Thing 
Called Office Live
In Part I, you get an introduction to the concept SaaS (Software as a Service)
and why Office Live is such a popular choice for computer users (Chapter 1).
In this part, you also read about the three flavors of Office Live (Chapter 2)
and how to sign up and start using the service (Chapter 3).

Part II: Getting Down to Basics 
with Office Live Basics
As its name implies, Part II focuses on the basics — including using e-mail
(Chapter 4) and creating a Web site (Chapters 5). I even show you how to
gauge the success of your site by using Site Reports (Chapter 6).

You also find out how to organize your day through the use of the Office Live
calendar (Chapter 7). 

Part III: Adding a Few Essentials
When you add Essentials into the mix, you get an online version of Business
Contact Manager (Chapter 8) to help you keep track of your contacts. You
also add the ability to set up Shared Sites that can be accessed by your
employees and/or your customers (Chapter 9). If you travel a lot, check this
out: You can synch Office Live to Outlook or your PDA (Chapter 10).

If you have a new business — or have been trying to conduct your business
without the assistance of accounting software — you discover how to use
Office Accounting Express 2007 with Office Live (Chapter 11). 

Part IV: Getting Premium Service
A product name like “Premium” leads you to expect a lot — and Office Live
doesn’t disappoint. Chapter 12 shows you how to work with the different
business applications that come with Office Live. You can keep a company
calendar and schedule resources with Time Manager (Chapter 13). You can
manage major projects and share the data with both your employees and
customers (Chapter 14). You find out how Office Live takes you through
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every step of the sales process — from designing a marketing campaign and
distributing collateral to creating estimates and taking orders (Chapter 15). You
have a whole arsenal of human-resources tools at your disposal (Chapter 16)
and have a bird’s eye view of the state of your entire business (Chapter 17).

Part V: The Part of Tens
With apologies to David Letterman, Part V gives you three of my Top Ten Office
Live lists. If you have a business — or are considering starting one — I list
some ways that using Office Live can help grow your business (Chapter 18). 
I move on to a list of the types of people I think can most benefit from Office
Live (Chapter 19). Finally, I give you a closer look at the whole idea behind
Office Live: Software as a Service (Chapter 20).

Icons Used in This Book
A Tip icon indicates a special time-saving tip or a related thought that might
help you use Office Live to its full advantage. Try it — you might like it!

This icon alerts you to the danger of proceeding without caution. Do not
attempt to try doing anything that you are warned not to do!

These icons alert you to important pieces of information that you don’t want
to forget.

A Technical Stuff icon indicates tidbits of advanced knowledge that might be
of interest to IT specialists but might just bore the heck out of the average
reader. Skip these at will.

Where to Go from Here
If you’ve already dabbled a bit in Office Live, you might want to at least skim
the entire contents of this book before hunkering down to read the sections
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that seem the most relevant to you. Office Live has a lot to offer — and you
might have missed some of its functionality along the way!

For the Office Live newbie, I recommend heading straight for Part I, where
you can acquaint yourself with Office Live before moving on to other parts of
the book and the Office Live program.
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Part I
Discovering this

Thing Called
Office Live
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In this part . . .

I know you’re excited about all the possibilities that
Office Live has to offer, and want to dive into the 

program as soon as possible. Here’s where you find an
overview of some of the cool features you find in Office
Live. You become familiar with the concept of Software 
as a Service. Then, like a little kid in the ice cream shop,
you get to pick your favorite flavor of Office Live. After
you have those basic concepts down, you go on a whirl-
wind tour designed to getting you up and running on
Office Live in a jiffy.
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