Adding Comments to the Workspace Microsoft

€ ! Office Live Workspace, on the left navigation bar, click the name of the (2] L I Ve @ e d U

workspace where you want to add a comment.
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0 Type a comment in the dialog box, and then click Add Comment.

Office Live Workspace is a way to store and share documents with students and other faculty. As a Live@edu user,

o The comment will immediately appear beneath the Comments box. you get 5GB of free space. Get more online at http://workspace.officelive.com/.

Share v Comment Activity

To close the Comments, click Close. B (| S Create and Name a Workspace
These are final . . . .
approved documents.| ° I_og onto Mlcrosoft lee@edu W|th your L|Ve@edu My Workspaces A || My Workspaces ¥
. . . . Documents Documents
account at http://workspace.officelive.com/ and click P — c Fen ~ 5 A Domente. X peeee. K ot B2 cony. |
(3] New Workspace. shorcdwith e W A ][ B | o

Documents

Dept of Marketing - Marketir | Welcome to Office Live Workspace
Deleted Ttems Office Live Workspace is your online place to save, access, and
get started or:

e In the dialog box, select the type of workspace you want
to create or select Blank Workspace.
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choosing Rename.

Upload Files

€ !n Office Live Workspace click the name of the e +|
workspace to where you want to add a document. -

© On the toolbar, click Add Document, and in the e, . &
drop-down menu, click Single Document.

B} Install Office Live Update
Tip: To upload multiple documents at a time,
install Microsoft® Silverlight™. Once Silverlight
is installed, the toolbar button changes to Add
Documents. Uploading (1)

G ] Lecture questionnai... — Cancel 11

Name

Class List with Cont... 3/19/2009 2:58 PM

Class Notes 3/15/2008 2:58 PM  anna@singexchlabs... 1

=]

]

@)  Essay Outine 3/19/2009 2:58 PM  anna@singexchlabs... 65
F ImportantDates  3/19/2009 2:58 PM

oooooo

Syllabus 3/19/2009 2:58 PM  anna@singexchlabs... 78

o In the Choose File or File Upload dialog box, select the
file that you want to add to Office Live Workspace.
© 2009 Microsoft Corporation. All rights reserved. Click Open. Your document will be uploaded. A green

This information is provided “as is” without warranty of any kind, either expressed or implied, including but not limited status bar will show the progress of the upload.
to the implied warranties of merchantability and/or fitness for a particular purpose.




Share a Workspace

o In Office Live Workspace, on the left navigation bar, click
the name of the workspace you wish to share.

0 Click Share then Share Workspace.

0 You can share your workspace by sending an e-mail
invitation.

In the Editors dialog box, click the Address Book icon
and select contacts that can edit the contents of the
workspace.

Once finished, in the Viewers dialog box, click the
Address Book icon and select contacts that can view the
contents of the workspace.

@ You may include a message in your e-mail invitation.

@ !f you want your contacts to be able to view the
workspace without logging in, check the box next to Let
everyone view this without signing in.

o If you want to receive a copy of the invitation, check the
box next to Send me a copy of the sharing invitation.

0 Click Send. Your invitation will be sent to the recipients
by e-mail. The status bar above your workspace will
indicate how many editors and viewers are sharing your
workspace.

Stop Sharing a Workspace

° To stop sharing a workspace, go to the workspace.
Sharing details will be displayed in the status bar. Click
the View sharing details link.

0 Click the X symbol beside the person you want to stop
sharing the workspace.

0 To stop sharing the workspace with everyone click Stop
sharing.
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Edit a Document in the Workspace

o To edit a file, go to the workspace and click on the
filename.

Tip: You can mouse-over the filename to see
“quick edit” options such as View and Rename.

0 Your selected document will load in the main window.
Click Edit.

Note: If this is your first time using Microsoft®
Office Live, you will be prompted to install Office
Live Update. Click Continue and follow the
installation instructions.

© Your document will open in Microsoft® Word. You can
edit and save your document as you normally would.

o To save the updated document in the Office Live
workspace, click on the Office pearl in the top-left
corner and click Save to Office Live. You will see the
workspaces you have created.

Click on the workspace where you want to save your
document.

o The File Save window will appear and your selected
workspace will be displayed.

Save the document using the same filename if you want
to replace the existing file in the workspace.

Give the document a different name if you do not want
to replace the existing file.

Click Save.

© The most current document is now updated in the
workspace.
When you are finished working on the file, click Close.
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