
• A •
About Us page for Web site, 67
accepting invitation from accountant, 

207
accessing

Business Application template, 221
Business Contact Manager, 136
calendar, 117
Company Administration applications,

282
document, 268
Document Manager, 266
Employee Directory, 287
Estimates, 248
hidden menu, 2
Jobs and Hiring application, 290
Project Manager, 236
Sales application, 247
site reports, 100–101
Task List, 124
workspace, 169–172, 181–182

account. See also Basics account; e-mail
account; Essentials account; Premium
account

creating new, 27–31
Passport (Microsoft), 129, 202
user, modifying, 39–40

account information (Home page), 33
account record (Business Contact

Manager)
adding on the fly, 141–142
creating new, 137–141
description of, 137
viewing, 155–156

Account Settings dialog box, 191–192
accountant

accepting invitation from, 207
adding new client, 206
information for, 205–207
sharing information with, 202
transferring review file to, 203–204

Accountant view of Office Accounting
Express 2007, 205–206, 207

Accounts–New Item page, 138–141
activity, adding to calendar, 119–122
Ad Settings page, 108–109
Ad Summary page, 110, 114–115
adCenter (Microsoft), 105
Add Columns from Site Columns page,

218–219
Add Existing Product page, 146, 147
Add User page, 34–35
Add Web Parts page, 180, 181
adding

Account record on the fly, 141–142
activity to calendar, 119–122
bandwidth, 25
change alert to Business Contact

Manager, 152–153
column to Business Applications, 217–219
contact to address book, 61
data to datasheet, 159–161
data to workspace, 183–186
document to Business Contact Manager,

150–152
e-mail account, 44–46
expense to Expense Report, 288–289
file to Document Manager, 266–267
holiday to Holiday list, 232–233
hyperlink to Web site, 77–78
image to Web site, 81–83
module to Web site, 86–87
name to Employee Directory, 287
page to Web site, 73–74
page to workspace, 175–176
resource, 230–231
tab to application, 214–217
user to Basics account, 34–37
user to Essentials or Premium account,

37–39
Web Part to dashboard, 179–181
workspace to Navigation bar, 173–174
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address book
adding contact from incoming e-mail

message, 61
contacts, 59
entering contacts manually, 60
group of contacts, creating, 63
importing contact, 60–61
printing contact information, 62
removing or changing contact, 62

adManager
creating ad in, 110–114
description of, 21, 105–106, 307
settings, 108–110

adManager Account Creation Wizard,
106–108

administrative staff, benefits to, 313
Administrator permission

description of, 14, 36
workspace, 170

Administrator Recycle Bin, 200
advertising. See also adManager

content for ad, 111
e-mail, using for, 304–305
on Home page, 34
job opening, 290–292
pay-per-click, 105, 113, 307
on Web site, 16
Web site, using for, 306
writing, 113

alert for Business Contact Manager
receiving, 152–153
removing, 154

allowed sender, 59
American Greetings, 127
Announcements tab, 215
application, definition of, 17
application developer, 11
application service provider (ASP), 318
application suite, 11
appointment, making private, 132
Approve/Reject page, 276
approving Pending document, 276
arrow, double-pointing, in calendar, 118
ASP (application service provider), 318
Asset Request–New Item page, 285, 286
Asset Requests tab (Company Assets),

285–286

Assets tab (Company Assets), 283–284
Assets–New Item page, 283, 284
attendance, tracking, 298–300

• B •
backup

checking status of, 198
Microsoft, 13
restoring copy of data, 198–199

bandwidth, adding, 25
Basic Meeting Workspace template, 165
Basics account

adding user to, 34–37
e-mail contacts, managing, 59–63
features of, 21–22
user account, modifying, 39–40

blocked sender, 59
blog template, 165
.bmp file, 81
Browsers report, 102
budget, benefits to, 314–315
Business Applications. See also Business

Contact Manager; Company
Administration applications;
Document Manager; Sales applications;
workspace

columns, adding to, 217–219
default, 212–213
description of, 211
field, modifying, 220
Library page, 267
modifying existing, 214–220
Project Manager, 213, 235–244
tab, adding to, 214–217
templates, 221–222
Time Manager, 213, 223–233
workspaces compared to, 212

Business Applications–Create page, 165
Business Contact Manager

Accounts area, 137–142
alerts, receiving, 152–154
areas of, 137
Contacts area, 142–144
dashboard, 136
datasheets, working with, 158–162
deleting record, 158
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description of, 23, 213
Documents area, 150–152
editing record, 156–157
Opportunities area, 145–148
Products area, 148–149
viewing Accounts list, 155–156

Business Contact Manager Accounts list,
137–138

business owner, benefits to, 312
business persona, improving, 304–305

• C •
calendar

for company, creating, 225–228
day view, 117, 118, 123
editing activity, 122–123
meeting, scheduling, 118–122
Navigation bar, 117–118
Notes, 126–127
printing list, 127–128
sharing, 128–132
Task List, 124–125
views, 123

Calendar–Options Wizard, 129–130
Candidate Feedback tab (Jobs and Hiring),

294–295
Candidate Feedback–New Item page, 295
Candidates tab (Jobs and Hiring), 292–294
Candidates–New Item page, 293, 294
CEO, benefits to, 311
Change Password Reset Information page,

49–50
Change Who Can View Your Calendar page,

131, 132
changing order of pages in Web site, 74–75
checking status of backup, 198
Check-Out option (versioning), 274–275
Choose Page Properties page, 74, 76
choosing

domain name, 29
keywords, 95–96
level of service, 19–20
password, 30–31

closing Site Designer, 71
club, benefits to, 316
color for Web site, 70

column
adding to Business Applications, 217–219
definition of, 213

Comments tab
Accounts–New Item page, 140
Contacts–New Item page, 144
Opportunities–New Item page, 147

Communicate tab
Accounts–New Item page, 139
Contacts–New Item page, 143

Communications tab (Business
Applications), 215

Company Administration applications
Company Assets, 282–286
dashboard, 282
description of, 213, 281
Employee Directory, 286–287
Expense Reports, 287–289
Jobs and Hiring, 290–295
Training Courses, 296–300

Company Assets application
Asset Requests tab, 285–286
Assets tab, 283–284
description of, 282–283

Company Information dialog box, 203
Competition Tracker application

Competition tab, 258–260
description of, 258
News Intelligence tab, 261–262
Product Information tab, 263–264

configuring Outlook with Office Live
accounts, 189–191

connecting
to office remotely, 307–308
Outlook and Office Live Mail, 187–193,

308–309
contact (address book)

adding from incoming e-mail message, 61
entering manually, 60
group, creating, 63
importing, 60–61
overview of, 59
printing list of, 62
removing or changing, 62

contact manager, 11, 135–136. See also
Business Contact Manager
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Contact record (Business Contact
Manager)

creating new, 143–144
description of, 137, 142–143

Contact Us page for Web site, 68
Contacts tab

Accounts–New Item page, 139, 140
Contacts–New Item page, 143

content approval, 279
content for ad, 111
content for Web site

creating, 71–72
reciprocal links, 99
updating, 90–91

Contribute permission, 278
Conversion Points report, 102
Conversion Referrers report, 102
conveying message in Web site, 71–72
copying and pasting data into datasheet,

161
copyrighted image, 81
Create E-mail Account page, 39
Create Login Information screen

(adManager Account Creation Wizard),
107, 108

Create New E-mail Account page, 44–45
Create page, 175
Create Table page, 79
Create Your Ad page, 111, 112
credibility and Web site, 66
credit card information, security of, 25–26
customer

interacting with using Web site, 306
sending invitation to, 206–207

customer service and Web site, 66
Customer Support application

description of, 252
Knowledge Base tab, 256–258
Service Requests tab, 252–254
Support FAQs tab, 254–256

Customer Workspace template, 165
Customize Header page, 68, 69
Customize page

Document Manager, 271, 272
workspace, 177, 178

Customize the Left Navigation Bar page,
173, 174

Customize Your Footer page, 69, 70
Customize Your Inbox page, 51, 52

• D •
dashboard

Business Applications, 212
Company Administration, 282
customizing Personal View of, 182–183
definition of, 17
Document Manager, 266
Project Manager, 236
Time Manager, 224
of workspace, adding Web Parts to,

179–181
data

adding to workspace, 183–186
checking status of backup, 198
Microsoft, 13
protecting, 197–198
redundant system, 13, 197
restoring copy of, 198–199

datasheet
adding data to, 159–161
deleting data in, 162
editing data in, 161
editing list items using, 184–186
overview of, 158–159
viewing data in, 159

day view (calendar), 117, 118, 123
Decision Meeting Workspace template, 165,

166
default.aspx file, 89
default.htm Web page, 89
Delete Account page, 47
deleting

alert, 154
contact, 62
data in datasheet, 162
e-mail account, 46–47
image from Web site, 83
information, 13–14
item from workspace, 186
keyword, 112
Office Live account in Outlook, 191–192
page from workspace, 176–178
project item, 236
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record from Business Contact 
Manager, 158

workspace, 172–173
Design permission, 278
designing

training course, 296–298
Web site, 67–71

Details tab
Accounts–New Item page, 139
Contacts–New Item page, 144
Opportunities–New Item page, 147

Discussion Board tab, 215
disorganized person, benefits to, 313–314
document. See also Document Manager

adding to Business Contact Manager,
150–152

opening, 268
sending e-mail link, 270
tracking versions of, 270–279
uploading to Web site, 84–85
uploading to workspace, 168

Document Gallery page, 84
Document library, 215
Document Library tab (Document

Manager), 266
Document Library Versioning Settings

page, 272
Document Manager

accessing, 266
description of, 213, 265
folder, creating, 268–269
opening document, 268
sending files via e-mail, 269–270
uploading document to, 266–267
versioning, 270–279

Document Uploader page, 85
Document Workspace template, 166
domain name

canceling service, 26
picking, 29
registering, 21
registering additional, 24

Download Reports page, 104
downloading. See also uploading document

Outlook Connector, 189
Site Report, 104–105
Windows Live Messenger, 195–196

draft, 273

• E •
Edit Filter page, 57
Edit Photos page, 83
Edit User Information page, 170, 171
editing

activity in calendar, 122–123
contact in address book, 62
data in datasheet, 161
item in workspace, 186
list item using datasheet, 184–186
parent page, 75
project item, 236
record in Business Contact Manager, 158
size of graphic, 83
text on Web site, 71–72
workspace dashboard, 179–180

Editor permission
description of, 15, 36
workspace, 170

e-greeting card, sending, 127
e-mail. See also e-mail, organizing; e-mail,

sending
creating image for business via, 304–305
reading, 52–54
scheduling activity, 120, 121
spam filter for, 58–59

e-mail account
adding, 24–25, 44–46
Basics, 22
contacts, managing, 59–63
deleting, 46–47
Essentials, 23
logging into first time, 50–52
overview of, 43–44
Premium, 24
resetting password, 47–49

E-Mail Accounts page, 44
e-mail address, 305
e-mail, organizing

features for, 55
folders, creating, 56
moving automatically, 56–57

e-mail, sending
document link, 270
file, 269–270
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e-mail, sending (continued)
to group, 63
invitation to client, 206–207
invitation to user to access workspace,

171–172
from Office Live Mail account, 192–193
overview of, 54–55

Employee Directory application, 286–287
Employee Directory–Create page, 215
Employee–New Item page, 287
enabling versioning, 271–273
Engines report, 102
Entry Pages report, 102
Essentials account. See also Business

Applications
adding user to, 37–39
features of, 22–23
importing existing Web site, 88–90
Outlook Connector, 188

Estimates application
accessing, 248
Order Information tab, 250–252
Quotations tab, 248–250

Exit Pages report, 102
Expense Reports application

adding expenses to, 288–289
description of, 287–288

Expense Reports–New Item page, 288, 289
exporting list to Office Outlook 2007,

193–194

• F •
FAQ page, creating, 254–256
feedback on job candidate, posting,

294–295
field

creating new, 216–217
description of, 213
modifying, 220

file
adding to Document Manager, 266–267
default.aspx, 89
sending via e-mail, 269–270
sharing, 309

file formats for graphics, 81
Filters and Confirmation page, 58
folder

for documents, creating, 268–269
for e-mail, creating, 56
Junk E-Mail, 58–59
Shared, 89, 90
Web Site, 89–90

font for Web site, 70
footer for Web site, 69
form, adding information to workspace

using, 183–184
Form library, 215
forwarding message, 53–54
Full Control permission, 278

• G •
Gantt chart, 242
General Settings page, 179
Get Started on Office Live area

(Home page), 33
Getting Started Wizard, 27–28
.gif file, 81
Google Search engine, 97, 98
graphic

adding to Web site, 81–83
sending via e-mail, 269

group of contacts, creating, 63

• H •
hacking, 13
handheld device, synchronizing with, 15
header for Web site, 68–69
Help button, 17
help system

Home page, 33
options, 17–18

Help window, 18
hidden menu, accessing, 2
Holiday list, 232–233
Home page. See also Navigation bar

Office Live, 32–34
for Web site, 67
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hosting service, 11
Hotmail service (MSN), 44
hyperlink, adding to Web site, 77–78

• I •
image

adding to Web site, 81–83
sending via e-mail, 269

image for business, creating via e-mail,
304–305

Image Uploader, 82–83
Import Contacts page, 61
importing

contact, 60–61
existing Web site, 88–90

indexing of site, checking, 94–95, 307
Insert Link page, 77–78
inserting table into Web site, 78–80
installing Outlook Connector, 189
instant messaging

description of, 22
Windows Live Messenger, 194–196

intellectual property, 81
interacting with customer via Web site, 306
intranet, 11, 309
invitation

accepting, 207
sending to client, 206–207
sending to user, 171–172

Invite Attendees icon, 120, 121
Invite User page, 36–37, 171, 172

• J •
Jobs and Hiring application

Candidate Feedback tab, 294–295
Candidates tab, 292–294
description of, 289–290
opening, 290
Requisitions tab, 290–292
tabs, 290

.jpg or .jpeg file, 81
Junk E-Mail folder, 58–59

• K •
keyboard shortcut, 2
keyword metatag

bidding on, 105, 111–112, 114
deleting, 112
description of, 100
selecting, 95–96
submitting, 97–98

Keywords portion (Create Your Ad 
page), 112

Keywords report, 102
Knowledge Base tab (Customer Support),

256–258

• L •
layout for Web site, three zone, 71, 72
lazy person, benefits to, 314
Learning Center link, 18
level of permission

Administrator, 14, 36, 170
Editor, 15, 36, 170
Employee Directory, 287
Reader, 15, 170
versioning, 278–279
workspace, 169–172, 181–182

level of service, choosing, 19–20
library. See also Document Manager

exporting to Office Outlook 2007, 193–194
types of, 215

Library page, 267
limiting versions, 273
link

to document, e-mailing, 270
hyperlink, adding to Web site, 77–78
reciprocal, 98–99

Links tab, 216
list

definition of, 17
exporting to Office Outlook 2007, 193–194
restoring from Recycle Bin, 200–201
versioning, 271
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List General Settings page, 217, 218
Live Search engine (Microsoft), 10
logging in

to Office Live e-mail first time, 50–52
to Office Live first time, 49–50
to workspace, 181–182

logo for Web site, 69

• M •
maintaining Web site, 90–91
Major version, 271, 273
Manage Resources: New Resources

Group page, 231, 232
Manage Resources tab (Time Manager),

224, 230, 231–232
marketing with Web site, 65–66, 305
meeting, scheduling, 118–122
Member Center page and help, 18
metatag. See keyword metatag
Microsoft. See also Office Accounting

Express 2007; Office Live; Outlook
adCenter, 105
benefits of SaaS to, 320
Live Search engine, 10
Office, 10
Office Accounting 2007, 15, 201
Office Live Mail, 44, 187–193
Office Online, 10
Passport account, 129, 202
Windows Live Messenger, 194–196
Windows SharePoint Services, 168

Microsoft Office Outlook Connector
dialog box, 189–190

Microsoft Security Response Center
(MSRC), 13

Minor version, 271, 273
module, adding to Web site, 86–87
monthly view (calendar), 123
Most Requested Pages report, 102, 103
moving page in Web site, 75
MSN Hotmail service, 44
MSN Search engine, 97
MSRC (Microsoft Security Response

Center), 13

• N •
name, adding to Employee Directory, 287
Navigation bar (Home page)

adding workspace to, 173–174
Business Applications link, 212, 213
description of, 33

navigation for Web site, 70
Navigation page, 75
NetSuite, 317
networking, 98
New Alert page, 153
New Appointment page, 226
New Competition page, 259, 260
New Folder: Business Documents page,

150, 151
New Message page, 54, 55
New News Intelligence page, 262
New Note page, 126
New Order Information page, 251, 252
New Product Information page, 264
New Quotation page, 249, 250
New Service Request page, 253, 254
New Support FAQ page, 255, 256
New Task page, 124–125
New Web page, 176
New Wiki page, 257, 258
News Intelligence tab (Competition

Tracker), 261–262
Notes page, 126–127

• O •
Office Accounting 2007 (Microsoft), 15, 201
Office Accounting Express 2007 (Microsoft)

accepting invitation from accountant, 207
benefits of, 310
information for accountant, 205–207
overview of, 201–202
sharing information with accountant, 202
transferring review file to accountant,

203–204
Office Live Mail (Microsoft)

connecting Outlook, 187–193
plans for, 44
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Office Live Mail page, 52, 53
Office Live (Microsoft)

benefits of, 303–304
description of, 10–11
features, 11–12, 321–322
logging into first time, 49–50
signing in to, 31
Web site, 27, 28

Office (Microsoft), 10
Office Online (Microsoft), 10
opening

Business Application template, 221
Business Contact Manager, 136
calendar, 117
Company Administration 

applications, 282
document, 268
Document Manager, 266
Employee Directory, 287
Estimates, 248
hidden menu, 2
Jobs and Hiring application, 290
Project Manager, 236
Sales application, 247
site reports, 100–101
Task List, 124
workspace, 169–172, 181–182

Operating Systems report, 102
Opportunities–New Item page, 145–146
opportunity record

creating new, 145–148
description of, 145
editing, 156–157

Opportunity tab (Accounts–New Item
page), 141, 142

optimizing Web site
adManager, 105–115
reciprocal links, 98–99
search engines, 93–98
site reports, 99–105

Order Information tab (Estimates), 250–252
organization, benefits to, 316
organizing e-mail

features for, 55

folders, creating, 56
moving automatically, 56–57
spam filter, 58–59

Outlook Connector
description of, 187–188, 308
downloading, 189

Outlook (Microsoft)
connecting Office Live Mail, 187–193
exporting list to, 193–194
synchronizing with, 24

• P •
page. See also specific pages

adding to Web site, 73–74
adding to workspace, 175–176
deleting from workspace, 176–178
Web site, renaming, 76–77
workspace, renaming, 178–179

Page Editor module, 86–87
Page Editor page, 71–72
Page Manager page, 67
page view measurement, 100, 101
parent page, selecting or changing, 75
Passport account (Microsoft), 129, 202
password

choosing, 30–31
for e-mail, creating, 45
for e-mail, resetting, 47–49
importance of, 48

pasting data into datasheet, 161
pay-per-click advertising, 105, 113, 307
PDA (Personal Digital Assistant), 15
Pending state (versioning), 275–276
permission level

Administrator, 14, 36, 170
Editor, 15, 36, 170
Employee Directory, 287
Reader, 15, 170
versioning, 278–279
workspace, 169–172, 181–182

personal calendar
for company, creating, 225–228
day view, 117, 118, 123
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personal calendar (continued)
editing activity, 122–123
meeting, scheduling, 118–122
Navigation bar, 117–118
Notes, 126–127
printing list, 127–128
sharing, 128–132
Task List, 124–125
views, 123

Personal Digital Assistant (PDA), 15
Personal tab (Contacts–New Item 

page), 144
Personal View of dashboard, customizing,

182–183
phone support, 17
Pick an Image page, 81–82
Picture library, 215
Picture Library tab (Document 

Manager), 266
planning training course, 296–298
posting

feedback on job candidate, 294–295
job opening, 291–292

Premium account. See also Business
Applications

adding user to, 37–39
calendar in, 118
features of, 23–24
importing existing Web site, 88–90
Outlook Connector, 188

pricing, 20
Pricing portion (Create Your Ad page), 111
printing

calendar list, 127–128
contact information, 62

private, making appointment, 132
product, creating new, 148–149
Product Information tab (Competition

Tracker), 263–264
Products tab (Opportunities–New Item

page), 146
Products–New Item page, 149
Project Issues tab (Project Manager),

243–244
Project Issues–New Item page, 244, 245

Project Manager
accessing, 236
dashboard, 236
description of, 213
parts of, 235–236
project, creating, 237–239
Project Issues tab, 243–244
Project Milestones tab, 239–241
Project Tasks tab, 241–243

Project Milestones tab (Project Manager),
239–241

Project Milestones–New Item page, 240,
241

Project Tasks tab (Project Manager),
241–243

Project Tasks–New Item page, 242
Projects tab (Project Manager), 237–239
Projects–New Item page, 238, 239
promoting Web site, 305
properties for table, changing, 80
protecting data. See also backup

overview of, 197–198
redundant system, 13, 197

public, making calendar, 131–132
public support forum, 17

• Q •
Quotations tab (Estimates), 248–250

• R •
Read permission, 278
Reader permission

description of, 15
workspace, 170

reading e-mail, 52–54
receiving books, accountant, 207
reciprocal link, 98–99
recurring activity, scheduling, 121–122, 227
Recycle Bin, restoring from, 200–201
redundant system, 13, 197
Referring Domains report, 102
Referring Domains Types report, 102
Referring Pages report, 102, 103
Refresh button, 199
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registering domain name, 21, 24
rejecting Pending document, 276
Reminder area (calendar), 120, 125–126
removing

alert, 154
contact, 62
data in datasheet, 162
e-mail account, 46–47
image from Web site, 83
information, 13–14
item from workspace, 186
keyword, 112
Office Live account in Outlook, 191–192
page from workspace, 176–178
project item, 236
record from Business Contact 

Manager, 158
workspace, 172–173

renaming page
in Web site, 76–77
in workspace, 178–179

renewal fee, 26
Reply or Forward window, 53–54
replying to message, 53–54
requesting asset, 285–286
Requisitions tab (Jobs and Hiring), 290–292
Requisitions–New Item page, 291
Reset Account Password page, 48
resetting e-mail password, 47–49
resource

adding, 230–231
scheduling, 229–230

Resource Center (Home page), 33
Resources tab (Time Manager), 224,

229–231
Resources–New Resource page, 231
Restore Completed message, 199
Restore Your Site page, 198
restoring

backup copy of data, 198–199
from Recycle Bin, 200–201

review file, transferring to accountant,
203–204

road warrior, benefits to, 312
role, assigning to user, 36

• S •
SaaS (Software as a Service) technology

appeal of, 318
ASP compared to, 318
benefits of, to Microsoft, 320
cost of, 321
description of, 9–10
ease of using, 319
as economical, 319–320
examples of, 317
scalability of, 322

Sales applications
accessing, 247
Competition Tracker, 258–264
Customer Support, 252–258
description of, 213
Estimates, 248–252

sales staff, benefits to, 313
Salesforce.com, 317, 322
saving

document, 268
Web site design, 70

Schedule Activity page, 119–120
Schedule and Reservations tab (Time

Manager), 224, 225–228
scheduler, 11
scheduling

meeting, 118–122
recurring event, 227
resource, 229–230

Screen Resolutions report, 102
scrollitis, 73
search box (Home page), 33
search engine

choosing keywords, 95–96
overview of, 93
submitting keywords, 97–98
verifying site is indexed, 94–95

Search Engine Optimization tab, 95–96
Security Development Lifecycle, 12–13
security issues

credit card information, submitting, 25–26
versioning, 273
workspace, 168
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Select a Template page, 73
selecting

domain name, 29
keywords, 95–96
level of service, 19–20
parent page, 75
password, 30–31

Send Books dialog box, 204
Sending Books, 203
sending

e-greeting card, 127
Sharing Invitation, 129, 130

sending e-mail
document link, 270
file, 269–270
to group, 63
invitation to client, 206–207
invitation to user to access workspace,

171–172
from Office Live Mail account, 192–193
overview of, 54–55

service, 11
Service Requests tab (Customer Support),

252–254
Settings option (Workspace page), 177
Shared folder, 89, 90
shared workspace, creating, 167, 169–172
sharing calendar

with public, 131–132
with single user, 128–131

sharing information
with accountant, 202
files, 309
permissions, 14–15

Sharing page, 129, 130
signing in

Office Live, 31
accountants, 207

signing up for service, 25–26
site, definition of, 16
Site Designer, 68–71
Site Map page for Web site, 68
Site Reports

accessing, 100–101
Ad Summary page, 114–115
downloading, 104–105
overview of, 99–100
viewing, 101–103

size of graphic, editing, 83
smart phone, 15
Social Meeting Workspace template, 166
social networking, 98
software. See also specific software;

synchronizing
contact management, 11, 135–136
thumbnail, 81

Software as a Service (SaaS) technology
appeal of, 318
ASP compared to, 318
benefits of, to Microsoft, 320
cost of, 321
description of, 9–10
ease of using, 319
as economical, 319–320
examples of, 317
scalability of, 322

spam filter, 58–59
spamming, 25–26
storage space

adding, 25
Basic account, 22
Essentials account, 23
Premium account, 24
requirements for, 20

style for Web site, 70
submitting keywords, 97–98
support

Basic account, 22
Essentials account, 23
sources of, 17–18

Support FAQs tab (Customer Support),
254–256

Survey tab, 216
synchronizing

between Office Live and Outlook, 188
with Outlook, 24
software, 15

• T •
tab, adding to application, 214–217
table, creating for Web site, 78–80
Table Properties page, 80
Task List, 124–125
Team Workspace template, 167
technology, mastering, 303
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techno-phobic person, benefits to, 315
telecommuting, 307–308
template

Business Applications, 221–222
definition of, 16
workspace, 164, 165–167

text on Web site, editing, 71–72
theme for Web site, 69
thumbnail software, 81
Time Manager

company calendar, creating, 225–228
dashboard, 224
description of, 213, 223
Holiday list, 232–233
Resources and Manage Resources tabs,

229–232
tabs, 224
To-Do list, 228–229

To-Do tab (Time Manager), 224, 228–229
toolbar

Office Live Mail, 53
Site Designer, 68

tracking
assets, 283–284
course enrollment, 298–300

Tracking tab
Accounts–New Item page, 140–141
Business Applications, 216
Contacts–New Item page, 144
Opportunities–New Item page, 148

tracking versions of document. See
versioning

Training Courses application
description of, 296
planning and designing course, 296–297
taking attendance, 298–300

Training Courses–New Item page, 297, 298
Training Enrollments–New Item page, 299
transferring review file to accountant,

203–204
tweaking Business Applications, 214–220

• U •
updating Web site content, 90–91
Upload Document page, 151, 152, 266, 267

uploading document
to Document Manager, 266–267
to Web site, 84–85
to workspace, 168

user. See also user, adding
assigning role to, 36
sending invitation to, 171–172

user account, modifying, 39–40
user, adding

to Basics account, 34–37
to Essentials or Premium account, 37–39

User Alerts page, 154
User Permissions page, 35–36, 169, 170
Users & Accounts page, 38

• V •
verifying site indexing, 94–95
Version History page, 277
versioning

Check-Out option, 274–275
description of, 270
enabling, 271–273
Pending state, 275–276
permissions, 278–279
viewing all previous versions, 276–278

viewing
Accounts list, 155–156
all previous versions of document,

276–278
Candidate list, 293–294
data in datasheet, 159
project item, 236
site reports, 101–103

Views report, 102
visitor to Web site, 100, 101
Visitors report, 102

• W •
warning message

restoring data, 199
Use your own Web designer, 88, 89

Web hosting, 21
Web Part

adding to dashboard, 179–181
definition of, 17
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Web site. See also domain name; optimizing
Web site; Site Reports; Web sites

advertising on, 16
advertising using, 306
backups of, 13
benefits of, 65–66, 306
changing order of pages in, 74–75
content for, 71–72, 90–91, 99
conveying message in, 71–72
creating, 306–307
design of, 21, 67–71
hyperlink, adding to, 77–78
image, adding to, 81–83
importing existing, 88–90
indexing of, 94–95, 307
maintaining and updating, 90–91
module, adding to, 86–87
new page, adding to, 73–74
promoting, 305
renaming page, 76–77
reports on, 21
table, creating for, 78–80
three zone layout for, 71, 72
uploading document to, 84–85

Web Site folder, 89–90
Web Site Statistics Summary page,

100–101, 104
Web sites

Office Live, 27, 28
search engines, 97

weekly view (calendar), 123
Welcome screen (adManager Account

Creation Wizard), 106, 107
Welcome to Office Live Mail Welcome

page, 51

Wiki Workspace template, 167
Windows Live ID box, 30
Windows Live Messenger, 194–196
Windows SharePoint Services, 168
workspace

accessing, 181–182
adding to Navigation bar, 173–174
Business Applications compared to, 212
creating, 164–167
dashboard area of, adding Web Parts to,

179–181
data, adding to, 183–186
data, deleting from, 186
deleting, 172–173
deleting page from, 176–178
description of, 163, 213
Essentials account, 23
inviting people to visit, 168–172
Library page, 267
page, adding to, 175–176
Premium account, 24
renaming page, 178–179
security issues, 168
shared, creating, 167, 169–172
templates for, 164, 165–167
user view of, 182–183

Workspaces page, 164
writing ad, 113

• Y •
Yahoo Search engine, 97
yearly view (calendar), 123
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