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The World’s Most Popular Office Suite

Microsoft Office for Windows® 95 does more than remove the barriers between programs. It makes your software more accessible and intuitive, so you can get more work done in less time with less effort.

The Microsoft Windows 95 operating system introduced new ways of thinking 
and communicating with your personal computer. Now Microsoft Office for 
Windows 95 takes that usability to the next level. It isn’t about new buttons and features. It’s about software that helps you achieve your full potential. So you can perform new tasks as if they’re already familiar. Accomplish everyday tasks in record time. Spend more time thinking about your work and less time thinking 
about how your software works.

IntelliSenseTM technology makes everyday tasks such as entering text easier. Spell-checking and formatting happen automatically, on the fly. And built-in wizards walk you through more complex tasks step by step. So activities such as building a relational database from scratch, setting up a meeting, and building a presentation aren’t complex the first time. And if you have questions as you go along, you can ask them of the Answer Wizard in your own words, such as “How do I print this page sideways?”



The programs in Microsoft Office work together and work alike. So you can manage key contacts in Microsoft Schedule+ and drop their addresses into Microsoft Word with the click 
of a button. Use a wizard to turn reports into PowerPoint® presentations. Convert a customer list in Microsoft Excel into 
a relational database in Microsoft Access. And more. Put the best tool to work on each job without the hassle of having to learn new software.

You can use the Office Binder to create a single document 
(a business plan, perhaps) that uses files from several Office programs. Combine a cover letter, financial projections, and professional-looking charts and presentations quickly into one file that you can save, share, and print as one. Open it to get easy access to all the programs it uses. You spend less time going back and forth between programs. Less time trying to figure out the rules. More time focusing on your business.

After all, isn’t that why you got a computer in the first place?

Microsoft Office. More intuitive. More discoverable.

Make the most of Windows 95.

Microsoft Office works hand in hand with the Windows 95 operating system, delivering improved performance, long filenames, and a long list of usability enhancements. Together, Microsoft Office and Windows 95 make computing fundamentally easier.



· Long filenames: Name your document “November Status Report,” “Letter to Susan,” or anything else up to 250 characters.

· Fewer interruptions: Every Microsoft Office product is full 32-bit—giving you true preemptive multitasking and better system resource management—so there’s nothing to slow you down.

· Easy access: Tight integration with the Windows 95 interface allows you to create, open, and view files and documents from the Windows 95 desktop.

· Less waiting: Multithreading and other 32-bit improvements speed up printing, PowerPoint slide sorting, and queries in Microsoft Access. Recalculation and PivotTable® dynamic views in Microsoft Excel, and repagination in Word, are all up to 50 percent faster.

Product Highlights

Focus on your work, not your software.

Microsoft Office has IntelliSense technology, which senses your intent and delivers the desired result. It makes complex tasks easy and routine tasks automatic.



· Enhanced AutoCorrect: Your computer fixes common typos automatically as you type in Microsoft Excel, Microsoft Access, Microsoft Word, Microsoft PowerPoint, or Microsoft Project (available separately). Word even notices when you acci-
dentally turn on Caps Lock and turns it off for you.

· Answer Wizard: To get help in any program, just type a question in your own words, and the Answer Wizard gives you the information you need.

· TipWizard® assistant: As you work, Microsoft Excel and Word sense what you’re trying to achieve and suggest faster ways to accomplish the task.

· Spell-It: Microsoft Word identifies misspellings and marks them as you type. To fix a word, just click the right mouse button on a marked word and choose from the alternative spellings that appear.



· Multilevel Undo: Undo up to 99 changes in Microsoft Word and the PowerPoint presentation graphics program.

· Filter By Selection/Form: To search for all cases of an item in Microsoft Access, just select an item (such as a word or letter) and click the Filter By Selection button. Or perform more complex AND/OR searches by selecting from a drop-down list using Filter By Form.

· Database Wizard: Starting with any of 20 customizable database templates, Microsoft Access automatically creates full-featured applications from scratch, including building all tables, queries, forms, and reports.

· Table Analyzer Wizard: If you have a flat-file list or spreadsheet, Microsoft Access can quickly transform this data into a powerful relational database.

· AutoCalculate: Select any combination of cells in a spreadsheet, and 
Microsoft Excel automatically displays a calculation on the status bar. 
Choose from average, sum, count, and more.

· AutoComplete: For repetitive entries, Microsoft Excel recognizes the item 
being typed and completes it for you.



· AutoFilter with Top 10: Microsoft Excel immediately filters through your informa-
tion and shows the top (or bottom) performers by percentage or number.

Share information easily between programs.



A shared appearance and shared technology among all programs in Microsoft Office make it easy to move information around freely and combine tools to get your work done fast. In many cases, wizards ask questions to guide you through tasks step by step.

· Task-specific integration: 

· Import and export data from Microsoft Excel to and from Microsoft Access.

· Analyze Microsoft Access data using a Microsoft Excel PivotTable.

· Insert addresses from your Schedule+ contact list into Word.

· Use Microsoft Access forms and reports in Microsoft Excel.

· Perform a mail merge in Microsoft Word using an address database in Microsoft Access.


· Import Microsoft Access tables into your Schedule+ contact list.

· Transform Word documents into PowerPoint presentations.

· Convert PowerPoint presentations into attractive, formatted audience handouts in Word.

· Have Microsoft Project set task reminders and add tasks to your To Do list 
in Schedule+.

· File New: Get access to 150 templates for all Office programs in one location, conveniently filed in tabbed folders with a preview area.



· File Open with Fast Find: Click the File Open button to open 
a document, even if you don’t know what you named it. Just 
type in a word or phrase, and Fast Find searches for files that meet your criteria and previews them for easy file management.

· Office Binder: Organize related files and then save, share, and print them as a single document, complete with consecutive page numbers.



· Office Shortcut Bar: Launch commonly used Office programs and files at the click of a button.

· OLE Drag and Drop: Drag and drop information from one program onto another using the Windows 95 taskbar.

Communicate well in a connected world.

Microsoft Office helps you and your networked organization share information with a host of new capabilities, including integrated electronic mail and group scheduling, group collaboration tools, and online communications support.

· Meeting Wizard: Set up meetings easily. Schedule+ takes care of everything, from suggesting an available time to preparing a preaddressed meeting request.

· Presentation Conferencing: Review or conduct presentations with others simultaneously over the network.



· Shared Lists: Microsoft Excel users can enter or edit data in the same file, such as a status report, at the same time.

· WordMail: Using the Microsoft Exchange Inbox, WordMail gives you the full power, functionality, and ease of use of Microsoft Word as your e-mail editor.

· File Send: Click this from any document to send the file to someone else. You can even attach routing slips.

· Online support: The MSNTM online service—accessible from any Office program for subscribing users—offers direct access to Microsoft online product forums.

· Briefcase Replication: Take Microsoft Access data on the road for sales calls and other needs, and have any changes to that data update automatically to the original database when you get back.



Use Office to create powerful solutions for your business.

Microsoft Office is also a powerful development platform, complete with an integrated programming language and full OLE support. Taking advantage of OLE objects and tight integration with the Microsoft BackOfficeTM family of server prod-
ucts, developers can deliver line-of-business, executive-information, and database systems, and other solutions with more power and functionality in less time.

· Visual Basic® for Applications: Based on the world’s most popular programming language for the Windows environment, this professional development language is available for custom application creation in Microsoft Access, Microsoft Excel, Microsoft Project, and the Visual Basic programming system itself.

OLE objects: All functionality in Office programs is exposed as programmable OLE objects. Developers can pick and choose Office objects, reusing Microsoft code in their own applications to deliver more powerful solutions faster.

· OLE Automation: Developers can combine OLE objects from one Office program with objects from another, using OLE Automation. This essentially breaks down the barriers between programs, making possible custom solutions that contain features from several Office programs.



· Integration with BackOffice: Together, Office and BackOffice help you create powerful client/server solutions for your business. Support for OLE, Open Database Connectivity (ODBC), and the messaging application programming interface (MAPI) makes it easy for developers to integrate Office-based solutions with BackOffice-based services.

· ODBC support makes Office programs flexible clients to a variety of corporate databases, including Microsoft SQL ServerTM, Oracle®, DECTM Rdb, IBM® AS/400®, and DB2®. Microsoft Access and Microsoft Excel also contain the Microsoft Jet database engine, making them fast data-access clients.

· OLE and MAPI provide a powerful interface for developing workgroup applications. Integrate Office with Microsoft Exchange, Microsoft Mail, and other messaging services to deliver routing applications, project scheduling applications, and more.

More of what you need to get your work done faster 
and better.







Communicate better. There’s only so much that e-mail in plain text can say. But WordMail gets your message across clearly, complete with subtle nuances or even bullets, tables, and charts, using all the formatting power in Microsoft Word.



Get right to work. Whether you’re preparing a presentation, building a database, or just writing a personal letter, go to File New to get started fast. You’ll find 150 templates organized in tabbed folders, complete with previews.

Or, if you’re looking for something you’ve already done, use File Open with Fast Find. It gets documents for you, from wherever you stored them, based on the word or phrase you type.

Bring presentations and reports alive with information. With Office Professional & Bookshelf®, one click on the Office Shortcut Bar gives you access to seven types of updated reference material.





Work with information quickly. To share information between programs, simply drag a selection from the active program to the icon of another program on the Windows 95 taskbar. The second program opens automatically so you can place the information where you need it.



Highlight cells in Microsoft Excel, and AutoCalculate instantly shows the sum, average, count, or other calculations.




Master time management. Schedule+ contains a tightly integrated calendar, To Do list, and Contact Manager to help you coordi-
nate meetings, manage action items, and keep track of phone numbers and addresses. You can even drop addresses into letters instantly from a button on the Word toolbar.

From any program, launch commonly used Office programs at the click of a button on the Office Shortcut Bar.

Create an Office Binder to keep your documents in one place with a single filename. So you can manage and share related files easily. Print them together, complete with consecutive page numbers. And use Office Binders with 
an increasing number of Office Compatible applications.



Find the information you need. Manage lots of data efficiently with powerful, 
easy-to-use custom applications in Microsoft Access. Or, use Filter By Form or Filter 
By Selection to quickly find the data that meets your criteria. Tight integration with Microsoft Excel helps you perform further analysis.



Be an expert from the start. Now you don’t need to know computerese to get help. Just type a question in your own words, and the Answer Wizard gives you the information you need.







Format like a pro. AutoFormat in Microsoft Word senses what you’re trying to achieve, adding bullets, formatting lists, or replacing the characters you type with specially formatted characters.



.



Spell better without spell-checking. Microsoft Word identifies misspell-
ings automatically, 
so you don’t have to.

Specifications

Microsoft Office for Windows 95, Standard Edition, includes four full-featured programs: Microsoft Word, Microsoft Excel, Microsoft PowerPoint, and Microsoft Schedule+. To use it, you need:

Personal computer with a 386DX or higher processor (486 recommended)

Microsoft Windows 95 operating system or Microsoft Windows NT® 
Workstation operating system version 3.51 or later (will not run on earlier versions of Windows)

8 MB of memory required to run two programs on Windows 95; 16 MB required to run two programs on Windows NT Workstation; more memory required to run additional programs simultaneously

Hard-disk space required: 28 MB compact; 55 MB typical; 89 MB custom (maximum)

One 3.5" high-density disk drive (or one CD-ROM drive for Office Standard 
CD-ROM edition)

VGA or higher-resolution video adapter (SVGA 256-color recommended)

Microsoft Mouse or compatible pointing device

Microsoft Office for Windows 95, Professional Edition, includes everything in the 
Standard Edition plus Microsoft Access. To use it, you need:

Personal computer with a 386DX or higher processor (486 recommended)

Microsoft Windows 95 operating system or Microsoft Windows NT 
Workstation operating system version 3.51 or later (will not run on earlier versions of Windows)

8 MB of memory required to run two programs other than Microsoft Access 
on Windows 95; 12 MB required to run Microsoft Access on Windows 95; 
16 MB required to run Microsoft Access or two other programs on Windows NT Workstation; more memory required to run additional programs simultaneously

Hard-disk space required: 40 MB compact; 87 MB typical; 126 MB custom (maximum)

One 3.5" high-density disk drive

VGA or higher-resolution video adapter (SVGA 256-color recommended)

Microsoft Mouse or compatible pointing device

Microsoft Office for Windows 95, Professional & Bookshelf Edition, includes everything in the Professional Edition (five programs) plus the Microsoft Bookshelf 95 CD-ROM reference library. To use it, you need:

Multimedia PC (includes 386DX or higher processor—486 recommended) 
or an equivalent PC with multimedia PC upgrade kit (includes CD-ROM drive, 
audio board, and headphones or speakers)

Microsoft Windows 95 operating system or Microsoft Windows NT 
Workstation operating system version 3.51 or later (will not run on earlier versions of Windows)

Microsoft MS-DOS® CD-ROM Extensions (MSCDEX) version 2.2 or later (provided with your CD-ROM drive)

8 MB of memory required to run two programs other than Microsoft Access 
on Windows 95; 16 MB to run Microsoft Access or two other programs on Windows NT Workstation; more memory required to run additional 
programs simultaneously

Hard-disk space required: 40 MB compact; 87 MB typical; 126 MB custom (maximum)

VGA or higher-resolution video adapter (SVGA 256-color recommended)

Microphone for voice annotation feature

Microsoft Mouse or compatible pointing device

To access text and graphics only, the audio board, headphones, speakers, and microphone are not necessary. The CD-ROM drive is still required for installation and reference.

Options:

Windows-compatible network required for workgroup functions and WordMail

Microsoft Exchange client required for work​-group functions and WordMail on Windows NT Workstation

Windows-compatible printer

2400 or higher-baud modem (9600 baud modem recommended)

Audio board with headphones or speakers

Unlimited no-charge support

Count on unlimited no-charge product support by phone (toll charges apply). One convenient number reaches Microsoft’s award-winning technical support services for all programs in Microsoft Office.

The Business Value of Upgrading from 
Microsoft Office Version 4.x

End User Productivity Report. According to 
a study done by Kelly Services, Microsoft Office 4.x users moving to Office for 
Windows 95 were:


37% faster at completing common tasks


35% more accurate with those tasks

Impact on Helpdesk Report. A Workgroup Technologies study reported that the average site will experience:


35% fewer help-desk calls


12% fewer on-site technician calls 

Learning Analysis. MASIE Center found 
that upgraders and switchers easily learn 
new features without formal training. Expect new users to require no more than 3 hours of formal training, followed by self-discovery.

Cost of Ownership. In a comprehensive study, IDC found that the reduced cost to use Office for Windows 95 combined with increased user productivity resulted in:


100-user upgrade payback in 5.3 months


1,000-user upgrade payback in 4.6 months

These studies are available online at http:
//www.microsoft.com/msoffice/

For more information

Visit the Microsoft Office forum on MSN, The Microsoft Network, for more informa-
tion on this product, chat sessions with other users, and more! The software to access MSN is a feature of Windows 95. Access to and use of MSN requires payment of a separate fee.





Like Microsoft Office, Microsoft Project and the Small Business Pack also help you manage your work better—from business projects to your own business. For more products that look and work like Microsoft Office, look for the Microsoft Office Compatible logo.

Support services vary outside the United States and Canada. For information on support in other locations, contact your local Microsoft subsidiary. Microsoft’s support services are subject to Microsoft’s then-current prices, terms, and conditions, which are subject to change without notice.

© 1995 Microsoft Corporation. All rights reserved.
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