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An Introduction to Microsoft Office for Windows 95

How to Use this Guide

This guide was created to assist software decision makers and MIS professionals in choosing Microsoft® Office for Windows® 95 as a corporate standard.  Here is a brief roadmap of what you’ll find in each section:

Section 1 ( Microsoft Office: A Strategic Business Investment.  This section explains how Microsoft’s experience, technological vision, attention to customer needs and leadership makes Microsoft Office for Windows 95 a safe investment for the long run.  

Section 2 ( A Closer Look at Microsoft Office for Windows 95.  This section is a product analysis of Microsoft Office for Windows 95, providing depth and understanding of the design goals and features that can help reduce your support burden while gaining end-user productivity and competitive advantage.   A brief insight into why each of the applications in Office for Windows 95 is a leader in its individual category is also included. 

Section 3 ( A Smooth Transition to Microsoft Office for Windows 95.  This section explains how Microsoft provides leadership and support beyond the moment of purchase.  Office for Windows 95 and Microsoft provide tools to facilitate the migration process and support your organization for the life of the product and beyond.

For detailed descriptions of the new features in Office for Windows 95, please consult the Microsoft Office for Windows 95 Product Enhancements Guide (Part #098-60436).

�Introducing Microsoft Office for Windows 95 

Since its introduction in 1988, more than 12 million users have purchased Microsoft Office, making it the world’s most popular office suite of business productivity applications.  Users have responded to the best-of-breed applications, use of innovative technology to automate common tasks, ability to share information among applications, and robust environment for custom solutions.

Microsoft offers two office suites (Office Standard and Office Professional) that are specifically designed for the Windows 95 operating system. (Both office suites also run on the Microsoft Windows NT™ Workstation operating system version 3.51, the newest update to the Windows NT platform.) 

Microsoft Office for Windows 95, Standard Edition.  Microsoft’s fifth-generation office suite includes the full 32-bit versions of Microsoft Excel, Word, PowerPoint®, and Microsoft Schedule+.

Microsoft Office for Windows 95, Professional Edition.  Includes the same applications as the Standard edition, plus Microsoft Access, our award-winning database management system. In addition, the CD-ROM version of Office Professional includes Microsoft Bookshelf® 95, the multimedia reference library that offers one-click access to eight best-selling reference books.

The Business Value of Microsoft Office

Microsoft Office for Windows 95 is designed to help users quickly and easily get their job done.  Often, the most meaningful evaluation of Microsoft Office is done outside of Microsoft by customers and analysts. Four independent studies evaluate the impact of Office 95 in key areas:  user productivity, training, support, and return on investment. The results of the studies agree: Office 95 offers a suite of easy-to-learn business applications that help increase user productivity.  Following is a sample of the results:

Users were 37% more productive with Office 95.�

Existing users do not need formal training to be effective with Office 95 applications.�

A 48% reduction of all Office 95 applications related help calls.�

Office 95 will pay for itself in about 5 months.�

�Microsoft Office:  A Strategic Business Investment

Evolution of the Office Suite

From a Value Package to a Fully Integrated Powerful Suite of Applications

When Microsoft Office was first introduced in 1988, it was designed to provide users with a cost-effective and convenient way to purchase a set of leading desktop applications. However, users cite the ability to easily share text, data, and graphics as the top reason why they decide to purchase an office suite product.� In response, Microsoft produced Office 4.x, which revolutionized the office suite category by providing customers with a tightly integrated, best-of-breed family of applications in a single box.

Microsoft Office 4.x introduced new technology standards in the following areas:

IntelliSense technology automates routine tasks and simplifies complex tasks.  Office 4.x introduced IntelliSense, which let you get more work done in less time. For example, features such as AutoCorrect, AutoFormat, AutoFilter, and AutoReport intelligently automated everyday tasks. Also, Wizards made even novice users more productive by simplifying complex tasks into a series of friendly, easy-to-follow steps.  The result: non-expert users could accomplish more advanced tasks, resulting in getting more done with less effort.

OfficeLinks and OLE 2.0 provide tight integration.  With the introduction of OfficeLinks, Office 4.x improved consistency across the Office applications by including common menus, toolbars, and dialog boxes—which reduced the learning curve and minimized training and support costs. Also, new built-in OfficeLinks tools such as Report It, Present It and Merge It made it easier to share information between individual applications. In addition, Office 4.x pioneered the use of OLE 2.0 technology, which enabled users to drag and drop objects (for example, a Microsoft Excel chart) between applications and edit those objects in place.  

Robust set of tools for custom solutions development.  Office 4.x introduced a powerful set of tools for a complete development environment, including Visual Basic for Applications — a robust programming language based on the popular Visual Basic programming language — and support for OLE Automation, the enabling technology for accessing and controlling reusable components.  This combination allowed end users and developers to create robust solutions that take advantage of the rich set of functionality available in Microsoft Office.

The Next Step: Microsoft Office for Windows 95

With the introduction of Office for Windows 95, Microsoft has built upon past experience and its vision of the future to bring you an office suite that allows you to access the full power of your tools. Expanding on the vision of Office 4.x, Microsoft focused on enhancing IntelliSense, providing greater integration with OfficeLinks, and furthering the development of business solutions. But Office for Windows 95 is more than just a fresh set of features on top of Office 4.x. The power of Office for Windows 95 has been extended by going beyond the Windows 95 requirements for a 32-bit application, resulting in a deep integration with the operating system. In addition, rich information exchange functionality has been added for greater collaboration and communication with your team and the ever-expanding connected world.

The Because Office is so easy to learn and easy to use, you don’t need to be a software expert to get your job done. Instead, you can focus on exploring the full range of flexible and versatile business tools, such as the new Answer Wizard and Office Binder. Here are just a few of the reasons why Office is the right choice for your organization: 

Takes advantage of the 32-bit Windows 95 operating system.  To help you enjoy the full potential of your PC, Office works hand-in-hand with Windows 95, the newest 32-bit Windows operating system. 

Makes it easier to focus on getting work done.  Second-generation IntelliSense™ technology now goes even further to anticipate what you want to do—making routine tasks automatic and complex tasks simple. 

Provides Office users with a more integrated environment.  One of the key benefits of Office is its “document-centric” approach—that is, a focus on a central document (such as a report or workbook) that integrates information provided by multiple applications. You concentrate on creating, modifying, and presenting the information—not on the applications that “serve” the document. In addition, new OfficeLinks tools let you share information more seamlessly among Office applications and Office Compatible applications. OfficeLinks has also been expanded to support second-generation OLE technology and new integration scenarios.  

Helps users communicate better in an increasingly connected world.  Microsoft Office for Windows 95 is designed to provide users with the tools and ability to exchange and access information regardless of where it resides, and to communicate with computer users everywhere.  Office for Windows 95 provides great networking and workgroup support via an e-mail editor, group scheduling, and online access.

Provides the building blocks for creating robust custom solutions.  Now it’s even easier to create better, faster, and more cost-effective custom solutions based on Office for Windows 95 applications.  For example, Office offers enhanced support for the Visual Basic® for Applications programming system, OLE, Data Access Objects (DAO) and Open Database Connectivity (ODBC).

Strategic Vision for Microsoft Office

The office suite decision is viewed as a strategic investment, which makes the vendor you choose critically important.  This section describes some issues to think about when choosing a software vendor: technology, vision and leadership, and financial stability.

Technological Innovation for the Long Term

We are at a very interesting juncture in the history of the personal computer.  Technologies that were once very separate ( online services, software administration, time management, workgroup processes ( are being driven by customer demand to be more of a single environment on the PC desktop.  Desktop applications play a crucial role since most end users will access the power of these technologies through the software they use every day.  How organizations implement these products today and in the future will determine their ability to use technology to their competitive advantage.  

Desktop application technology is evolving along 3 different dimensions.

User interface.  Since the early 1980s, PCs have moved from line entry to character entry to graphical user interface.  It’s not too far fetched to expect that 10 years from now you will be able to direct a computer through spoken words in natural sentences, much in the way that is depicted in science fiction.  With Office for Windows 95, you’ll see the first steps that we’ve made in getting computers to be interpretive.

Task-orientation.  The second change that’s taking place in applications is the evolution from single function computations to complete tasks or processes, enabled by the rapid expansion of power of the PC processor. In order for software to become more task-oriented, barriers between applications must be broken down, bringing different functions together into unified business processes.  Soon, most users may start their day by launching their “work” desktop rather than a blank word processor or spreadsheet.  Office for Windows 95 brings users a step closer to this vision with advances like the unified File Starter.

Communication.  If the second area of evolution is dependent on the power of the chip, the third area relies on the bandwidth of the network.  As PCs become networked or connected to the Internet, computing will transition from isolated PCs to a rich information environment. Imagine unlimited network bandwidth ( you could have the ability to access information whether it exists on your hard disk or across the world, and to communicate with anyone, anywhere.  

While there is still progress to be made in all three of these areas, Office for Windows 95 has taken significant steps forward to deliver this vision for desktop applications.

Vision and Leadership

A company making a strategic commitment to an office suite typically intends to remain with the suite through several upgrade cycles.  A software vendor’s long-term vision and development strategy guide the development of product upgrades and a company’s ability to produce valuable upgrades.  It is important to choose a vendor whose vision is consistent with your own.

Microsoft has been working toward the vision of Information At Your Fingertips for several years.  This a broad vision that will impact the way users work with computers in many areas, including the home, the school, and the workplace.  In the workplace, most users will experience the benefits of Information At Your Fingertips through:

Gaining easy access to information regardless of where it is stored and what form it is stored in.

Easily mixing various types of information and working with it without focusing on the division between the tools used to create the different data types.

Easily sharing and communicating information with others.

With the release of Windows, Microsoft introduced the first mass-market graphical user interface for the PC platform, then continued to improve it.  From the basic research and development necessary to offer 32-bit operating systems to the concurrent release of Windows 95 and the Microsoft Network, Microsoft has always displayed the vision and determination of an industry leader.

Financial Stability

Software development is very research and development intensive, requiring significant long-term investments in developing new technologies and applying them to user problems.  

Microsoft’s continued sales growth fuels R&D.  Over the past five years, Microsoft sales have experienced compound growth of about 50 percent, giving Microsoft the financial stability to devote considerable funding to this area.

Microsoft Net Revenue (in millions)���1990�1991�1992�1993�1994��$1,183�$1,843�$2,759�$3,753�$4,649��Increases in R&D spending deliver innovation.  The table below shows that over the past five years, both the growth rate and absolute amounts of Microsoft’s R&D investments continue to grow significantly.  The trends in this table also indicate that Microsoft’s commitment to intensive research and development will continue into the future, providing stability and innovation for years to come.

Microsoft R&D Spending (in millions)���1990�1991�1992�1993�1994��$181�$235�$352�$470�$610��A Development Philosophy of Research and User-Driven Design 

As computing becomes more far-reaching, the need for higher quality, user-friendly software also becomes more important.  Microsoft has an unparalleled development process that ensures our products are the highest quality and are designed with the user in mind.  The philosophy used to develop Office for Windows 95 combines a unique knowledge of technology with an understanding of users.

Understanding Technology

The applications division at Microsoft sits at the vortex of the industry, both contributing to and seeing new technology as it develops.  We understand the power of a set of diverse technologies such as on-line services, server services, administration, etc. and how it is important for people even trying to do simple tasks on their PCs.  Many of the developments of our applications division, such as right mouse-click shortcuts, OLE drag and drop, and tabbed dialog boxes end up as industry standards in the operating system.  Our expertise and ability enables us to bridge technologies and bring them to market more quickly than our competitors.  

User-Driven Development

But technology for its own sake is not good enough. Unless we understand the way users work, we can’t deliver the vision of how technology can help.  So the majority of our development process is spent with users and organizations to determine how to bend technology towards the needs of the organization or user.

The development process at Microsoft is a continuous cycle with three general areas of focus that include understanding how existing products are used, studying the potential of technology, and design and test of every product we ship to ensure quality and usability.

� EMBED Word.Picture.6  ���

Existing Usage Patterns Research: Each year, Microsoft gets feedback from thousands of Office users about their use, satisfaction and preferences for current products. Many of the features and improvements that have been developed over the years are a direct result of listening to users, and by getting feedback through PSS calls, WISH line requests, and Instrumented Versions of the products. In fact, 70% of people who called the product wish line got their wish with Office for Windows 95.

Understanding Technology Potential: Microsoft also looks to the future to find new, undiscovered ways to enable people to get their job done easier.: Activities-Based Planning (on-site visits by Microsoft teams who talk with users at their workplaces), Contextual Inquiry (a socio-anthropological user observance technique), and Research and Development.  Microsoft’s comprehensive, systematic research effort leads to consistent technological innovations (i.e. PivotTable® dynamic views, TipWizard® assistance, AutoCorrect, Answer Wizard, Binders) that customers can count on. 

Design and Test: To ensure that Office for Windows 95 works the way users work, Microsoft spent more than 14,000 hours testing new features and designs of all the Office applications in the scientist-staffed Microsoft Office Usability Lab– nearly twice as many hours than were spent in usability testing for Office 4.x. Similarly, Microsoft testers were reviewing feature designs before developers started to code in order to build in quality from the beginning.  The Microsoft Office benchmarking lab tested the performance of the applications throughout the development cycle.  The result is high performance, high quality software that works the way users expect it to.

�Product Analysis: A Closer Look at Microsoft Office for Windows 95

Taking Full Advantage of Windows 95

Microsoft Windows 95 may be the most significant thing ever to happen in the PC industry.  This exciting new operating system will make current PC tasks easier and new tasks possible because of the new Windows 32-bit architecture, enhanced user interface, and range of new technologies. Users have told Microsoft that they want applications that not only support Windows 95, but also go the extra mile to take full advantage of the enhanced Windows 95 environment. Because this is the second generation of 32-bit applications from Microsoft Office (Microsoft Excel and Word for Windows NT have been shipping since Fall 1994), users can benefit from Microsoft’s 32-bit experience.  Microsoft developers designed Office for Windows 95 to be a set of full 32-bit applications that push the envelope of Windows 95 technologies, allowing you to unlock the power of your PC. 

In addition, both Windows 95 and Office for Windows 95 can offer substantial benefits to organizations by helping to reduce support costs, increase control over the desktop, and improve user productivity. Taken together, these benefits represent a potential reduction in total cost of ownership for personal computers in an organization. In fact, independent industry analysts estimate that organizations currently using Windows version 3.1 can realize total cost-of-ownership savings so substantial that migration costs can be recouped within the first three to six months of implementation of Windows 95.� 

Reduced Support Costs

Support costs constitute a large portion of an organization’s cost for computer ownership.  Factors such as system reliability and usability have a significant impact on these costs. Both Windows 95 and Office for Windows 95 focus on reducing training and support costs for your organization. For example, Windows 95 includes: a user interface that makes the operating system easier to use, support for Plug and Play technology which simplifies device installation, 32-bit operating system architecture which enhances system reliability and performance, and built-in networking for easier and more stable connectivity to your existing networks. 

In addition, Office for Windows 95 includes only minimal user interface changes, so you’ll continue to feel at home in your desktop environment. In fact, all Office user interface changes were designed to reflect the advances of the Windows 95 user interface, or to help you focus on your work. Here are some examples:

The new File Starter and File Open dialog boxes have been redesigned for consistency with the Windows 95 Explorer. 

Long file names help you zero in on the file you’re looking for.  

Screen Tips and tabbed dialog boxes make Office easier to learn and easier to use.  

Right-clicking on a Microsoft Excel, Word, or PowerPoint file on the desktop gives you a Quick View of the document, even if the application is not resident on your computer.  

Because the Windows 95 shell is based on OLE technology, the object drag-and-drop integration that was a hallmark of Office 4.x now extends to the Windows 95 desktop.  Not only can you create a desktop shortcut to a specific file or document, but you can create a shortcut to a specific place in a document. (Just hold down the CTRL and SHIFT keys, press the right mouse button, and then drag a point in the document to the desktop.)

� EMBED Unknown  ���

This shortcut on the desktop launches Word, opens the correct file, scrolls through the file, and then places the insertion point in the desired paragraph.

Increased Control Over the Desktop

Control and security are important issues in system administration and management.  Problems with maintaining system control and enforcing system security can have costly repercussions within an organization.  Windows 95 provides solutions to system management problems, and gives administrators an operating system that greatly increases their control over the network.  For example, Windows 95 uses the Registry (a logical database of system values), integrated networking, and other capabilities to establish a more secure and controlled environment.

In addition, Office for Windows 95 offers these ways for administrators to maintain system control and enforce system security: 

If a network supports Universal Naming Conventions (UNC), any user can access information on that network (as long as the user has security rights to that network). Office has supported UNC names since Office 4.x. Office for Windows 95 improves this support to work better with Novell® NetWare® and other networking schemes that offer only partial support of UNC names.

Using the Network Installation Wizard, administrators can now choose which Office features to include in the “Typical” installation for their organization. Administrators can also specify whether a particular Office installation should run from the user’s local hard drive or from an applications server.  This will greatly improve the control an administrator will have over end user desktops.

Improved User Productivity and Increased Performance

By raising user productivity, administrators can potentially cut costs and boost revenue generation for their organizations. Faster computing when performing common actions such as saving and copying files, pre-emptive multi-tasking and multithreading of 32-bit applications, dial-up networking and file synchronization, and a built-in messaging system all provide users with faster and more convenient ways to focus on their everyday tasks.

Office for Windows 95 applications are full 32-bit applications that improve performance by taking advantage of the greater system resources, robustness, and multi-tasking capabilities of Windows 95.  For example, pre-emptive multi-tasking lets users conduct file searches, communicate online, or do other tasks—all while smoothly editing a document or a workbook.  Microsoft Office has also implemented multi-threading, which lets users perform multiple actions within the same application simultaneously. For example, multithreading speeds up operations such as printing in PowerPoint and Word, or database queries in Microsoft Access.

Application performance affects all areas of the product and dramatically impacts customer satisfaction. For example, users want improved application performance with minimal changes to their current hardware configurations. Users want PCs and applications that will allow them to run multiple applications, often simultaneously, without having to worry about running out of system resources. 

Having gained valuable experience from the previous releases of 32-bit Windows-based applications (Microsoft Excel for Windows NT and Word for Windows NT) the Office for Windows 95 developers have enhanced the Office code for increased performance.  As a result, users will experience faster performance in several of the most common functions throughout Office.  For example, opening or paging through documents is quicker. Also, the recalculation engine in Microsoft Excel has been redesigned for the 32-bit environment; on average, it can perform calculations 30 to 50 percent faster, making it Microsoft’s fastest spreadsheet application to date.



Key feature:

Office for Windows 95 Briefcase Support

Office for Windows 95 supports the Windows 95 Briefcase, making it an ideal office suite for users who move files between a desktop/network PC and notebook PC and who need to keep the most up-to-date files on the computer they’re using at the moment.  

Today, users commonly compare the date-stamps on files and manually copy them from one machine to another.  But that’s a tedious and error-prone process.  The Briefcase minimizes these headaches by synchronizing the different versions of a file whether they are on the same hard drive or on the network.  The user specifies which files and directories he or she wants to synchronize by moving the files into the Briefcase.  When the user reconnects the portable to the network or desktop PC, the Briefcase can be used to automatically update the new file with the master version.  

Microsoft Access for Windows 95 enables users to make changes to a database on the road and then synchronize the changes with the master database when they’re back in the office.  Microsoft Access 95 even takes it a step further by only updating records that have changes, and by managing the replication and conflict resolution of the record on the different versions of the database.  For example, multiple users can update the master database, thus updating each of the record by record changes checked in by several users for easier database management across multiple users.

�

Microsoft Access Replication via the Briefcase �� 

�Focus on Your Work, Not on Your Software

Software is used by a wider array of users for a broader range of projects on a more frequent basis.  Desktop applications need to be more flexible and adaptable to enable a wider spectrum of users to easily use the PC to complete tasks with a minimum of training and expertise.  While desktop software has become a more integral part of people’s jobs, those people haven’t increased their desire to become technical experts, they just want to use software to get their work done. While applications in the early 1990s made great strides in automation, integration and ease of use, desktop applications still are not as easy to use as users would like.  More than 28 percent of the entire U.S. population says it is still intimidated by computers.� 

With innovative technologies such as IntelliSense, Office for Windows 95 makes it easier and faster than ever before to get work done. IntelliSense technology senses user intent and then intelligently delivers the desired result. Routine tasks are made automatic while complex tasks are made simple. Users who upgrade from previous versions of Office applications will discover untapped potential in their software, while new users will be surprised at how simple Office makes complex tasks. Support and training costs are reduced as end users become more self reliant and as functionality becomes more discoverable.

Making Everyday Tasks Automatic

Office for Windows 95 has a bevy of new features that make every day tasks happen with a single click of a mouse button.  New and expanded “auto” features include:

AutoCorrect in Microsoft Excel, Word, PowerPoint and Microsoft Access( Previously available in Word 6.0, AutoCorrect fixes common typos on the fly (“teh” to “the”) and can expand custom shorthand acronyms (“ms” to “Microsoft”).

AutoCalculate in Microsoft Excel(Eliminating the need for temporary formulas and calculator work, the AutoCalculate box displays the sum, average, count, number count, minimum or maximum of user-selected cells.

AutoClipArt in PowerPoint(Forty-four percent of presentations include only text, and miss out on the added impact that images can provide.�  AutoClipArt selects appropriate clip art by scanning a presentation for relevant key words.

Spell-It in Word(Ninety-four percent of users spell check their documents, so Word 95 redefined this task by automatically spell-checking documents as users type.

Filter by Selection in Microsoft Access( Users no longer need to build a query to locate information quickly; Filter by Selection allows users to highlight the desired word or letter on a datasheet or form and click the Filter button.

As a result, users can spend more time focusing on their work, and less time on repetitive, mechanical tasks.  Saving precious seconds throughout the day just might give you an extra competitive edge, or at least let you go home on time!

Key features:

AutoFormat As You Type 

Microsoft research into formatting revealed that users like visual feedback on the formatting of their documents as they type, and that many users don’t know where or how to access formatting functionality (such as the numbering feature and borders features in Word) and thus they resort to standard typewriter defaults.  Word 95 automatically formats documents with lists, borders, symbols, fractions and headings as users type, creating formatted documents without requiring users to take their hands from the keyboard. 

Numbered lists are automatically created when the user types a number followed by a blank space and text.  

Bulleted lists are automatically created when a user types in a symbol such as *, o or > followed by a blank space and text.

Horizontal borders are automatically created when more than three of the common character substitutes are used on a single line (===, ---, ___ )

Proper ordinals (1st) and fractions (½) are automatically generated when the user types “1st” and “1/2.”   

Headings are created when the users types a short line without punctuation followed by two carriage returns.

Smart or “typographic” quotes are automatically created, and Word 95 is smart enough to properly handle quote marks, such as the mark used in the ’95. (HINT: ‘95 is incorrect).

AutoComplete 

In Microsoft Excel 5.0, users could create their own pre-defined lists to speed up data entry.  Customers asked for an even easier way to enter their own custom data, without having to set pre-defined lists.  In response, Microsoft provides AutoComplete in Microsoft Excel for Windows 95.  With AutoComplete, users simply type the first few letters of an entry into a cell, and Microsoft Excel for Windows 95 automatically completes the entry based on an intelligent evaluation of other entries already made in that column.  This provides a more intuitive way for users to enter repetitive data.  There’s no longer a need for “set up” or the limitation of staying within pre-defined boundaries.  

For users who feel more comfortable with the mouse, Microsoft Excel 95 also offers alternative quick data entry access from the Pick from List option on the shortcut menu.  Pick from List enables users to simply click Pick from List on the shortcut menu and select from the list of entry options based on what has been entered already.��

Making Applications More Discoverable, So Users Can Learn As They Go 

Office users rank “making applications easier to use” as one of the top requests.�  However, in many cases, users just haven’t the easiest way of accomplishing a task, or all of the more advanced features. For example, while 70 percent of Word 6.0 users create documents with bulleted lists, only 40 percent use Word’s AutoBullet feature.�  So, how should Microsoft make Office more “discoverable”—especially since most users rarely use software manuals and retain little information from training classes? For Office for Windows 95, Microsoft has completely overhauled the user assistance to provide the guidance that users need to discover features on their own. Here are some examples:

Use the TipWizard to discover how to work smarter ( The TipWizard observes the way you work and displays tips that can simplify and speed up your tasks. (In Office 4.x, the TipWizard was available for Microsoft Excel only; in Office for Windows 95, the TipWizard is now also available for Word.)

Use ScreenTips to find out what’s on the screen ( In Office 4.x, you could point to a toolbar button and see its name pop up in a ToolTip box. In Office for Windows 95, ToolTips have evolved into ScreenTips—brief explanations of toolbar buttons, commands, parts of dialog boxes, and screen areas such as scroll bars. For example, when you scroll through slides in PowerPoint, a ScreenTip now includes the title of the slide.

  

� EMBED Unknown  ���

Ask the Answer Wizard questions in your own words ( Developed by the Office User Assistance team, the Answer Wizard is perhaps the most revolutionary IntelliSense feature ever—and a direct result of our extensive natural language research (for details, see the following Key Feature section).

Get results quickly using the new “solutions” guide ( The Office manual, Getting Results with Microsoft Office for Windows 95, now focuses on common business solutions such as how to write a business plan, create a budget, or set up an inventory system. Instead of navigating a reference list of Office features, you can learn about features in the context of a specific user-defined task.

Get task-oriented online user assistance ( From an application’s Help menu or via the Answer Wizard, IntelliSense technology provides assistance based on the complexity and goal of the task. For example, more than 20 percent of Office for Windows 95 help topics are automated “interactive” answers that guide you through the steps of completing a given task. For tasks that require multiple steps, a concise step-by-step answer remains on the screen while you complete the task. Usability testing of Office for Windows 95 revealed that, on average, users completed tasks 25 percent faster with the Answer Wizard and the new expanded Office for Windows 95 Help system than with the previous Office 4.3 Help system.�



Key feature:

The Answer Wizard 

Microsoft  Office for Windows 95 features the latest advance in IntelliSense technology — the Answer Wizard — which is based on natural language and decision theory research. The Answer Wizard represents a new generation of human centered computing, allowing users to ask for assistance in their own words and then intelligently guiding them through task completion. 

Microsoft’s R&D group has invested a lot of resources in natural language research,  which is the idea that a computer should understand the content and structure of how humans speak.  Along those lines, the Answer Wizard can understand complete English sentences.  For example, in Microsoft Word, asking the Answer Wizard to “make it cool” will return suggestions and even demos of how to format and beautify a document, including information on large initial capital letters, character formatting, and templates available in Microsoft Word.

����Simplify Complex Tasks With Wizards 

Office provides wizards that guide you step by step through complex tasks such as creating a newsletter, presentation, or database. All you need to do is answer a few questions, and the wizard creates the end result for you. For example, you may recognize some of these wizards from Office 4.x: Chart Wizard, Word Document Wizards, PivotTable Wizard, AutoContent Wizard, and Database Table Wizard. Office for Windows 95 includes the following four new wizards:

Microsoft Access Database Wizard ( Want a fast and easy way to set up a database from scratch? Use the Database Wizard to create over 20 customizable business or personal databases, including databases for contact management, order entry, or even a music collection.

Microsoft Access Import/Export Wizards ( Need help in deciding what data to import or export? Use the Import/Export Wizards to target and preview the exact data you want.

PowerPoint Pack And Go Wizard ( Plan to take your electronic presentation on the road? Use the Pack And Go Wizard to compress and save all the essential files on  multiple disks.

Key feature:

Meeting Wizard 

Want to set up a meeting without the bother of endless rounds of phone tag and rescheduling? With Schedule+ 1.0, you could easily check your coworkers’ schedules and pick a time that was convenient for everyone. The new Meeting Wizard in Schedule+ for Windows 95 makes scheduling meetings even easier, because it walks you through the entire process one step at a time, including:

Choosing required and optional attendees

Choosing necessary resources, such as computers or audio-visual equipment

Selecting a meeting location

Specifying acceptable meeting times and days

Allowing travel time to and from the meeting

Once you’ve specified the ground rules, the Wizard selects the first available meeting time.  If this time isn’t convenient, the Wizard simply picks the next available time. The Wizard then helps you send a meeting request, and lets you include a file such as a meeting agenda or the sales projections you plan to discuss.��



�Share Information Easily Between Applications

Today, more than 60 percent of all word processors and spreadsheets are sold through office suite packages.  More specifically, in 1994, more than 75 percent of Microsoft Excel 5.0, PowerPoint 4.0, and Word 6.0 units were sold through Microsoft Office.�  The ability to easily share text, data, and graphics continues to be the top reason why users decide to purchase an office suite product.�  While Office 4.x pioneered consistency and tight integration in the suite category, users expect even more integration within Office for Windows 95, including integration with third-party products.

OfficeLinks is the Microsoft-exclusive technology that bridges applications and enables them to share information and tools. Microsoft is able to implement this major goal in Office for Windows 95 without making sweeping changes that force users to learn significantly new ways to work with the software.  That’s because consistency and seamless operation among applications was a key goal of Office 4.x, implemented through consistent menus, toolbars, and other interface elements.

Designed to Work Together as One

A consistent user interface—that is, menus, toolbars, dialog boxes, and so on—makes applications easier to learn, use, and support. 

More than 150 person-years of consistency work has already been done in Office 4.x. Office for Windows 95 expands this consistency work to the new Office applications as well as to the Office Compatible applications. For example, Microsoft Access has been revamped to provide even tighter consistency with the Office Family of products.

Share Information Easily Between Applications

Office for Windows 95 makes it easy to share information between applications, so users can focus more on their work and less on the specific tools they are using. Several new features highlight new OfficeLinks capabilities in Office for Windows 95:

Microsoft Office Shortcut Bar ( Formerly known as Microsoft Office Manager, the customizable Shortcut Bar provides instant access to shared Office technology (File Starter, File New), a launching point for the Answer Wizard, and multiple toolbar functionality for desktop wide support, third-party tools, and applications.

Microsoft Access Forms/Reports on Microsoft Excel Data ( Microsoft Excel 95 users can use the robust forms and reports in Microsoft Access to enter information into a database they are keeping in Microsoft Excel.  Using Microsoft Access Reports in Microsoft Excel lets users effortlessly create complex group reports, or even mailing labels from their Microsoft Excel lists or databases.

Write-Up in PowerPoint ( PowerPoint 95 integrates with Word 95 to automate the once laborious task of creating summary notes for slide presentations.  Using OfficeLinks technology and OLE automation, the Write-Up feature lets users automatically create a handout of slides and speaker’s notes within Word.

Key feature:

The Office Binder 

Based on an innovative extension to OLE 2.0, the new Office Binder goes beyond compound documents to provide a new type of application integration that works the way you do. Using the metaphor of a three-ring binder, the Office Binder lets you assemble and publish multiple document types together as a single document. Let’s say, for example, that you have a Word document, a Microsoft Excel worksheet, and PowerPoint slides that together make up a single report. By placing the documents in a binder, you can work with them together—for example, check spelling, apply a consistent style, add page numbers, and print the documents.

The Office Binder includes built-in templates that act as a “master copy” for a set of documents in a binder. For example, the Client Billing template provides a fax cover sheet, a cover letter, an invoice, a timecard, and a materials list.

You can share a binder with other people in your workgroup—for example, send or route the binder, or post it to a central location such as a Microsoft Exchange folder. For example, post a binder to a network location so coworkers can edit different sections of the binder. Or, coworkers can take copies of the binder home in their Windows 95 Briefcase;  when they update their Briefcase contents the next time they connect to the network, only the changed sections of the binder are updated.

����Shared Code Increases Efficiency

In addition to having applications that look alike, users also expect applications to work alike. Office for Windows 95 takes a dramatic step forward in better integration with a significant amount of shared resources and actual code.  

Microsoft now has a centralized Office development team that writes code that is shared across Office applications. Shared code, such as File Open and File Starter (formerly File New), is written once and used across Office. For example, users can use one dialog box, File Starter, to create any type of new document or launch one of the dozens of  available pre-designed templates. The result is a more consistent set of applications and better integration for more seamless use. 

Shared code also means that features can easily be shared across Office applications. For example, full content-indexing and searching (most requested by users of word processors) is very useful in other applications as well.  Users can now conduct full content index searching across all file types at once. Since this functionality is provided via shared code, all the Office applications have it and it operates the same way in each application.  

For example, add a word to your Spelling dictionary or AutoCorrect list when you’re working in Word, and the spelling checker or AutoCorrect will correct that same typo or misspelling when you make the error in a presentation in PowerPoint.  This is made possible by the shared office DLLs (for example, MSOFC95.dll) in Office for Windows 95 that house code for shared dialog boxes and functionality throughout Office for Windows 95.

In fact, over 20% of Office for Windows 95 represents code that is shared across the applications. Common tasks access the same code and behave in the same manner, regardless of application. 
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The shared components in Office for Windows 95 are OLE-based servers that go beyond the shared code described previously.  They are complete applications available from all parts of Office, and are available as well in third-party Office Compatible applications. The Office for Windows 95 shared components include:

Data Map — A robust tool that allows users the flexibility to analyze data geographically.  Users can now easily spot relationships and trends among different types of data.

Microsoft Imager ( Allows users to import, edit and manipulate images in each of the Office applications. Provides TWAIN image support for scanned images.

Microsoft Query ( Office for Windows 95 users can access information from a variety of sources—for example, you can import external address databases for a mail merge in Word.

Microsoft Graph — Provides a consistent way to create, edit, and manipulate graphs. 

ClipArt Gallery — A single location for viewing all of the available Office for Windows 95 clip art, which includes more than 1,000 images of animals, people, buildings, and scenic backgrounds.  Users can quickly preview thumbnail sketches and add images.

WordArt — Creates interesting text effects, such as 3-D and unusual alignments.

Equation Editor — Lets users add fractions, exponents, integrals, and other mathematical elements to a document.

The Office Compatible Program
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Office for Windows 95 also extends integration beyond its core components to encompass a broad family of Office Compatible applications. The Office Compatible program makes it easy for you to develop applications that look like Microsoft Office, and makes it easier for your users to learn and use a broad range of software.

Over 200 companies worldwide have enrolled in the Office Compatible program.  What’s more, the latest edition of the Office Compatible program offers new opportunities for third party software developers to more tightly integrate their applications with Office for Windows 95. For example, Office Compatible programs can now directly access Office code and tie directly into the latest Office innovations such as the Office Binder. Admission to the program is now free, and development tools have been enhanced through the creation of the Office Compatible Advanced Development Kit.  

�Communicate in a Connected World

As networking, client-server-based custom solutions, and online access continue to penetrate the PC desktop, users are increasingly looking to locate and access the full array of information available to them — whether that information is on a local server, wide area network or the World Wide Web.  According to the Office Usage Study, more than 51 percent of Office 4.x users in the workplace are connected to other computers through local area networks (LANs).�  Not only are people connected within local groups, but also across the far-reaching Internet.  International Data Corp. (IDC) estimates that roughly 500,000 new Internet users are coming online every month and it expects the Internet will experience a 93 percent annual growth rate, amounting to 128 million users by 1997.� Desktop applications must provide tools and support a variety of industry standards that make it easy to locate, share, edit and manage information regardless of where the information resides. Office for Windows 95 helps users navigate this changing world with a host of new communications capabilities, including group scheduling, workgroup capabilities, and on-line communications.

Facilitating Collaboration in the Connected World

As computers and users increasingly are inter-connected, new opportunities and new challenges arise. Users create documents that are never actually printed and formally presented, but rather distributed, edited and viewed electronically. Office for Windows 95 provides tools which seize those opportunities and overcome the challenges for increased online collaboration, including:

Shared Lists in Microsoft Excel ( Groups of individuals collaborating on a single spreadsheet can add data at the same time, eliminating the “file in use” message typically received when opening a file already in use by another user.  Microsoft Excel provides conflict resolution when the users save the file.

Highlighter in Microsoft Word ( The Highlighter lets users call out parts of documents for easier collaboration by highlighting a document or WordMail message just as they would with a felt-tip highlighter pen on paper.

Microsoft Excel, Word and PowerPoint for Windows 95 Viewers ( These small, no charge and easily distributable applications allow users to view, copy information and print files created in Microsoft Excel 95, Word 95, and PowerPoint 95 even if they don’t have those applications installed on their machine.

Facilitating Communications in the Connected World

A host of additional enhancements in Office for Windows 95 recognize that users want to use their familiar Office applications to help communicate to others whether they are connected to the LAN, information servers, or the Internet.  

Custom Document Properties ( In addition to its standard summary and statistics properties, Office for Windows 95 allows users to create custom document properties.  Custom OLE properties allow users to create robust summary information about a file that can be previewed and sorted without opening the file. Users can create custom OLE properties for specific information about the document from the Properties option on the File menu of each Office application.  For example, users can create a custom OLE property for an expense report form, so that the expense total or payment status shows up as a field in the spreadsheet’s Summary Information.  Then, a manager could sort through a team’s expense reports based on these custom OLE properties without having to open and view the reports themselves.

Support for Microsoft Exchange ( Office for Windows 95 programs are tightly integrated with Microsoft Exchange, the new information server component of the Microsoft BackOffice family for Windows NT Server. Any Office file can be posted to Microsoft Exchange public folders from within Office for Windows 95 or routed to multiple users, allowing users throughout the enterprise to share files as though they were working together in the same room. When a file is placed in a Microsoft Exchange folder, it automatically exposes all of the document properties, including custom properties. Any of these properties can then be used to build folder views. 

Integration with BackOffice ( The integration of Schedule+ with Microsoft Exchange is only one example of the integration between Office for Windows 95 and Microsoft BackOffice, the integrated set of server applications for Microsoft Windows NT that also includes SNA Server, the SQL Server™ client-server database management system and Systems Management Server.  Office and SQL Server are tightly integrated, for example, providing easy access to SQL data through the Open Database Connectivity standard and OLE 2.0 support in SQL Server 6.0.  Users gain programmatic control over a broad range of database features. SNA Server makes it easy to access IBM mainframe data for use by Office for Windows 95 applications.  Systems Management Server integration makes it easy for MIS managers to upgrade users to Office for Windows 95— all from a central MIS location.

Internet Assistant ( This no charge add-on to Word 95 lets users of Office create documents for and browse the World Wide Web, using the familiar interface of Microsoft Word.  Users can create documents in the World Wide Web’s standardized Hypertext Markup Language (HTML) format simply by saving the document.  Internet Assistant’s built-in browsing functionality makes it easy to see what documents will look like online as well as create hyperlinks, simply by “surfing” to the appropriate place on the Web and copying a hyperlink (using the familiar copy and paste metaphor already used in Word).  

Key feature:

Word Mail 

Word pioneered IntelliSense technology and with it, greater level of ease of use for many of the most common word processing tasks such as typing, formatting and spelling.  However, until now, users have not been able to use these advancements in their e-mail editor.  Instead, they were limited to plain text and weak editing tools. With Word 95, users can now use the world’s most popular text editor as their e-mail editor.  

Word 95 works with the Microsoft Exchange Inbox (a standard component of Windows 95) to become the user’s standard electronic mail editor. Users have of all of Word’s capabilities from within WordMail including: AutoCorrect, Spell It, AutoFormat, AutoText, rich text formatting, and Revision Marking. Other features include:

WordMail toolbar includes standard Send, Reply, Reply All and Move functionality.

WordMail automatically uses Revision Marking when users edit the body of a previously sent e-mail message.  This enables easy message/edit tracking.

Headers containing address information are automatically stylized when users hit Reply.  This helps users keep track of messages and long e-mail threads.

AutoSignature automatically enters a stylized sign-off, saving users an extra step.

����Build Better Business Solutions

As organizations of all sizes invest in information technology, there is increased demand to leverage the investment in desktop applications through customized solutions.  Starting with Office 4.x, Microsoft Office has provided the tools and technology to create custom business solutions from the available building-blocks of Office applications. Increasingly, developers demand greater tools and support to more easily create solutions for their customers.  For example, one of the most requested areas of functionality in Microsoft Access and Microsoft Excel was enhanced programmability.

Today, more than 500,000 developers are creating solutions using Microsoft Office. These developers are helping companies of all sizes deploy line-of-business solutions more quickly, for less money, and using the familiar productivity tools with which their employees work every day. The result is better decisions, faster response, and an ability to build business advantage through smart investment in technology. Users get robust application-specific programming languages with Visual Basic for Applications.  This includes a full-blown application development system that features a “recorder” for simply macro-generated programs, an interactive development environment (IDE), a debugger, a programming editor, and many of the features that make Microsoft tools powerful and popular.

It’s Easier to Write Sophisticated Multiprogram Solutions.  

A quality office suite will have a common language for its component applications, making it easier to create office suite-based applications. Office for Windows 95 offers a common set of languages across all its programs so that a developer who is familiar with one language knows how to work with other programs in the office suite.  Office for Windows 95 is designed specifically to be used as the foundation for custom business solutions, in addition to being a set of end user tools.  This provides tremendous benefits to companies bringing powerful client-server computing solutions to the desktops.

Office for Windows 95 builds on the development strategy foundation first introduced in Office 4.x by delivering development tools enhancements in three main areas - more powerful objects, an expanded common programming language, and broader support for OLE 2.0 technology. Office enhancements in all three of these areas, allow you to create more powerful solutions in less time.

Powerful Objects

The Office for Windows 95 Solutions Platform is built on the functionality provided by the features in Office for Windows 95 products(document creation and management features in Microsoft Word; analysis features in Microsoft Excel; database access features in Microsoft Access; time management tools in Schedule+; and presentation graphics features in PowerPoint.  A developer can look upon these Office for Windows 95 features as reusable, programmable components which can be readily leveraged in the development of a custom solution.  Office for Windows 95 provides one of the richest sets of programmable components of any development platform, allowing developers to create solutions with less coding, in less time.

Common Object Model Support — Office for Windows 95 enhances the number of OLE automation components available to developers with added support in Microsoft Access, PowerPoint and Schedule+.  This enhanced support for OLE automation, in addition to similar support already available in Word and Microsoft Excel, provides developers with a rich set of components to act as building blocks for custom solutions. Office for Windows 95 provides over 500 components, representing millions of lines of code written by Microsoft in-house developers, which can be leveraged in custom solution development. 

Data Access Objects (DAO) — DAO provides the developer with object-oriented control of external data sources.  It is both easier to use and more robust than the previous XLODBC functions.  DAO can leverage data access code across Visual Basic 4.0, Microsoft Access 95 and Microsoft Excel 95.

Common Programming Languages

While objects allow developers to create custom solutions with less code, some code must still be written for most solutions. Office for Windows 95 provides a common programming language that makes it easy for developers to write code that controls Office objects. Office programming languages should be looked upon as the "glue that ties Office objects together" in a custom solution.

Extended Support for Visual Basic for Applications— Based on the programming language used by over a million developers worldwide, Visual Basic for Applications provides a robust programming language which is built right into the application. Office for Windows 95 introduces new Microsoft Access support for Visual Basic for Applications, which already exists in Microsoft Excel and Microsoft Project. With Visual Basic for Applications available in Microsoft Excel, Microsoft Access, Microsoft Project and WordBasic, a derivative of Basic, in Microsoft Word, developers don’t have to spend time to learn a new programming language when moving from one application to another. 

Future improvements—In the next release of Office, Microsoft plans for Word and PowerPoint to incorporate the Visual Basic for Applications programming language, making it the common macro programming language for the entire Office Family of applications.

Object Linking and Embedding

In addition to providing a great set of objects and a common macro language, Office also provides developers with support for an important technology, OLE.  Often, developers will need to create solutions that access objects from multiple applications.  OLE automation, which is defined by OLE 2.0, is the way that a programming language can communicate with and control an application component.  All of the Office Family applications now support OLE automation, making it easier to create integrated custom solutions with Office for Windows 95.

Enhanced OLE  Support throughout Office— Office for Windows 95 provides the richest support of OLE - with object models in Microsoft Excel, Microsoft Access, PowerPoint, Word and Schedule+.  This allows PowerPoint and Schedule+ to now be used as part of a custom solution based on Office.  For example, a slide library solution could be built to store slides in a Microsoft Access database and allow an end user to select specific slide automating the assembly of a PowerPoint presentation.

Access and OLE Container Support— Office for Windows 95 introduces OLE container support for Microsoft Access and PowerPoint.  This enables the ability to drag and drop objects into Microsoft Access from Microsoft Excel or Word, for example. Developers will be able to build custom solutions with access to the OLE capabilities in Microsoft Access.



�Leading Full-featured Applications

Microsoft Word for Windows 95 

With over 21 million units sold, Microsoft Word is now the best-selling word processor of all time worldwide. Through Microsoft’s 12 years in the word processor business, the user has always been at the core of the design process of Word.  Before Microsoft developers wrote any new code for Word 95, they went through a sophisticated research process to understand exactly what users were trying to accomplish and how. Through this attention to users, Microsoft has created entirely new features in Word that make it a great word processor. These features fall into the categories listed below that our users have defined as important in a word processor. 

Focus on Core Word Processing Tasks

Feedback from users indicated that they still want Microsoft to make everyday tasks even easier and faster. Research showed that users “everyday tasks” included a core of word processing functionality accessed by every user every day with the greatest frequency, regardless of  the user’s skill level. The Microsoft Word Instrumented Version Study (June 1995) showed that basic functions like opening and saving files, scrolling, selecting text, formatting, spell checking, printing and typing are performed by 85% of all users. When designing Word for Windows 95, the Word Product Team focused on making these functions easier to use, more intuitive, more intelligent, and faster. 

One example of how Word 95 makes core word processing tasks easier is Spell-It. More than 94 percent of users check their documents for spelling errors,� and Word 95 redefines this task by automatically checking spelling in users’ documents as they type.  This eliminates the need for the often time-consuming process of checking a document for spelling errors after it has been completed.  Word 95 takes advantage of the idle time available when users are creating documents to automate the task and provides instant access to suggestions for the correct spelling.  Even if users choose to refrain from adjusting corrections or misspellings as they work, Spell-It will have already checked the document.  This means that by the time the user does run the spelling checker, Word already knows which words are misspelled and can jump from misspelled word to misspelled word much faster than before.

Help Users Communicate Effectively in a Connected World

Users have expressed that they want on-line editing, communicating via electronic mail, authoring documents to the Internet, and posting information to advanced workgroup information databases to be as easy and familiar as creating a document that is being printed to a local printer.  As the world grows increasingly connected, users should not be required to learn and understand new tools to navigate through the electronic landscape.  The goal:  Let users use Word, the tool already most familiar to them, to create and distribute information easily using new technologies.  With WordMail, Word now works seamlessly with the Microsoft Exchange e-mail client (which will ship with Windows 95) to become a user’s standard electronic mail editor. 

Share Information Easily With Other Applications in the Microsoft Office Family 

In addition to the more than 63 percent of Word users who also use Microsoft Excel,� the suite category has grown at a compound rate of 100 percent during the past two years.�  This reinforces the need for Word to be not just a great standalone word processor, but also a well-integrated part of a family of desktop applications. The Word team has striven to improve the consistency of Word and the family of products in Office in order to make information sharing and learning applications easier than ever before.  For example, because more than 50 percent of Word documents contain address and contact information, Word 95 integrates with both the MAPI (Microsoft Exchange) Personal Address Book and the Schedule+ Contact Manager for one-click access to address information with Address Builder.

Microsoft Excel for Windows 95 

Microsoft Excel is the spreadsheet for Windows 95 designed specifically to give the users in your organization the tools that they requested to get their job done no matter what job they’re doing.  The fundamental cornerstones of a great spreadsheet have not changed.  It is crucial that we continue to develop in these areas to assure that we meet the needs of our varied set of users, however, customers want more than just additional tools in these categories.  Microsoft Excel 95 combines new technology and customer feedback to deliver a solution that focuses on making Microsoft Excel faster, easier to use, more integrated, more customizable, and providing a richer set of analytical tools.

Faster

Customer feedback has told us that users consider speed to be a feature in the same way they consider charting a feature.  In response to this feedback, we invested a large percentage of the development effort to make Microsoft Excel for Windows 95 the fastest version of Microsoft Excel ever.  The heart of a spreadsheet is its recalculation engine, so we began there:  recalculation is on the average 50% faster than in previous versions of Microsoft Excel.  Virtually every area of Microsoft Excel has been enhanced to perform better than its predecessors. Common spreadsheet operations, such as charting, cut, copy & paste, and opening and saving files are from 40% to 650% faster.

Easier

Another area that is improved is the ease of use for simplifying spreadsheet tasks.  Users have told us that they want software that helps them get their most basic tasks done – easily.  In response, Microsoft has added a number of features to be more intuitive, more discoverable, and more streamlined.  For example, Auto Complete allows users to simply type the first few letters of an entry into a cell, and Microsoft Excel for Windows 95 will automatically complete the entry, based on previous entries already made in that column. Also, Template Wizard with Data Tracking allows users to create a customized template and track various fields of the template in a database automatically.

Richer

The biggest reason that many users purchase spreadsheet application is to analyze data.  With the help of customer feedback, Microsoft made Microsoft Excel analysis tools faster and easier.  For instance, Auto Calculate allows users to calculate quickly the Sum, Average, Count, Max, Min, or Count Nums (cells containing numbers) of the cells that are selected.   The result is displayed on the status bar. This process eliminates the need to use a calculator or the need to write “scrap” formulas.  Another great analysis tool is Shared Lists.  Shared Lists make team collaboration a breeze by allowing multiple users to enter or edit data in the same file at the same time.

More Integrated

Another area of primary concern is integration.  Users have come to expect both consistency and integration between their products. Microsoft made sure that Microsoft Excel for Windows 95 is an even better member of the Microsoft Office, featuring task specific integration with Microsoft Access, even more consistency and better code sharing.  For example, you can now use Microsoft Access Forms and Reports in Microsoft Excel. Convert Excel Spreadsheets makes the transition to Microsoft Access virtually seamless. With a simple click of a button, users can also instantly convert a flat file Microsoft Excel database into a relational database within Microsoft Access.

More Customizable

In Microsoft Excel 5.0, Microsoft added Visual Basic for Applications to allow users and developers to customize spreadsheets and develop custom solutions.  Microsoft customer research indicates 37 percent of users customize their spreadsheet application by writing macros.  To make it even easier for users and developers to customize Microsoft Excel into robust, custom applications, Microsoft added Visual Basic for Applications Help and Sample Code to assist in development with Microsoft Excel.  Additionally, developers can now use Jet, the same data-access engine found in Microsoft Access, to bring outside data into Microsoft Excel.  This allows developers to code in Microsoft Excel in an easier, object-oriented way and increases the simplicity of data-access routines that are performed.

Microsoft Excel for Windows 95 is the spreadsheet that you requested, to get your job done. Microsoft Excel 95 is faster, easier, richer, more integrated, and more customizable than ever. This benefits not only your users but also your company by completing the critical spreadsheet tasks in a quick, effective, and efficient manner.

Microsoft PowerPoint for Windows 95 

Since the introduction of the PowerPoint 4.0 presentation graphics program, a component of the very successful Microsoft Office 4.x, the installed base of PowerPoint users has more than doubled, reaching over 8 million customers worldwide. PowerPoint has always placed primary importance on user feedback and research during the development process, in an effort to concentrate on areas that will fundamentally improve our users’ experiences. PowerPoint 95 is the first release of a presentation graphics product to benefit from research with such a large and broad set of users - Microsoft Office customers ( many with little or no previous understanding or experience with presentation software. 

Supporting the Needs of Both Novice and Experienced Users

With such a broad user base, the level of knowledge PowerPoint users have of presentation graphics varies greatly, from novice to very experienced. Many PowerPoint users use the product only occasionally, meaning that they are less likely to become intimately familiar with all the available functionality as they would with a word processor or spreadsheet. However, this lesser familiarity does not equate to a more careful, cautious approach toward usage - many report frequently being under time pressure to complete their presentations. This combination of lesser familiarity and time-pressure during usage requires that PowerPoint be very easy to learn and use for the occasional/novice user, in order for them to become productive immediately. On the other hand, a significant percentage of PowerPoint users have been using presentation products for years. These users fully understand the capabilities of a presentation graphics program, and are most interested in having the ability to customize their presentations exactly to their liking, as well as having the latest in presentation graphics “bells and whistles.” Supporting both novice and experienced presentation graphics users is one of the primary design objectives for PowerPoint 95.

One way PowerPoint 95 balances this need to provide both simplicity and power is through a concept called “preset/customize.”  Much of the functionality in PowerPoint 95 has been assembled into pre-formatted offerings made available to the novice user. For example, preset offerings regarding the appearance of the presentation (designs), the color choices of the slides (color schemes), the appearance of the slide when printed (black and white view), and even the inclusion of animation (animation effects) are all available. For users not interested in using one of the preset offerings, PowerPoint offers the ability to customize these attributes using powerful tools that are otherwise transparent to the user.  So, for example, a user who chooses to change the color scheme for their slides can easily do so using the Color Schemes dialog box, and their new color scheme is saved and even presented as a new preset offering.

Supporting Alternative Usage Occasions

An estimated 33 million presentations are given daily in the United States. These presentations are given in all types of scenarios, including everything from large boardrooms and conference halls with large audiences, to smaller meeting rooms, to individual offices where the audience may be one or two people. In fact, when looking at PowerPoint users, we found that 67% of all PowerPoint presentations are delivered in the presenter’s own office or conference room and 57% of all PowerPoint presentations are delivered to audiences of 10 or fewer people.

Further research into these smaller presentations found that there are characteristics that these smaller usage scenarios have that differ from larger presentations:  smaller presentations tend to be interactive, and generally less formal in nature, and smaller presentations are more likely to be ad-hoc events planned not far in advance.

In the process of studying these smaller presentations, we were made aware of another element in the presentation process previously unexplored. The interactive component of the presentations was usually feedback from the audience to the presenter - in many instances, the net result of this interactivity is “to-do’s” for the presenter and/or the audience, and notes about issues raised during the discussion.

An excellent example of how PowerPoint 95 supports the interactive element of meetings and smaller presentations is a new feature called Meeting Minder. Meeting Minder, one of the many tools now made available during electronic slide show by clicking the right mouse button, automates the process of collecting feedback from the audience and reviewing outcomes of the discussion. The feature is a dialog box where a user can:

Take notes that can later be exported to Word for creating a “meeting minutes” document (notes can also be exported to the Notes section of a slide)

Collect to-do’s that arise - an Action Items slide is automatically added to the end of the presentation and the to-do’s are sent to that slide

Other features that support smaller presentation situations have been included in PowerPoint 95 at the request of our users.  Since many of these smaller presentations are done in places where projection equipment is unavailable, PowerPoint 95 has improved its support for printed materials with Black and White View, which allows a user to preview and customize how your on-screen presentation will appear when printed in black and white. Also, in many instances the best place for a person to be during a meeting is in their own office - with all of their materials at their disposal - and networking of remote sites in large organizations is increasingly common - PowerPoint 95 includes Presentation Conferencing.  This feature allows you to deliver presentation to computers from your computer, and manipulate the slides your virtual audience sees - enabling a remote meeting when used in conjunction with phone conferencing.

Microsoft Schedule+ for Windows 95 

Schedule+, once just a group scheduling product, has evolved into a powerful time management application that incorporates task management, group scheduling, and contact management in one easy to use application.  Schedule+ for Windows 95 incorporates tremendous flexibility with the ability to easily work with others on your team.  In addition, it offers superior integration with Windows 95 and the rest of Office for Windows 95.  All of this makes Schedule+ the easiest way for individuals and teams to manage and share calendars, tasks, and contacts for better personal and team productivity.

Time Management Category Evolution

Microsoft Schedule + 1.0 was introduced as a component of Microsoft Mail 3.2 in July of 1992.  As a component of a workgroup operating system, Schedule+ provided users with group scheduling and PIM functionality.  Since its introduction, Schedule + 1.0 has built an active installed base of over 3.3 million users worldwide, as well as garnered numerous awards for its group scheduling capabilities.  

Now, Microsoft has introduced Schedule+ for Windows 95.  This release brings to the user a significant upgrade through enhanced group scheduling, robust PIM functionality, and 32 bit performance.  It leads the way in joining two software categories, Group Scheduling and PIMs (Personal Information Managers), into one: Time Management.

Personal Management Functionality

Much of a typical day is spent scheduling appointments, tracking tasks and working with contacts.  Schedule+ offers functionality to help you do this, all in one convenient place.

Calendar Management:  The visual metaphor used for the calendar in Schedule+ 1.0 has been tested and re-tested in our usability labs with great results.  Schedule+ for Windows 95 keeps this metaphor and, because different people organize their time in different ways, has given users much more flexibility.  For example, a user can customize a view by simply dragging the vertical and horizontal bars, showing more or less of the daily calendar, monthly calendar or daily task list.  Or choose to view 1 to 7 days at once, or even view a whole month of appointments at a time.  

Task Management:  Schedule+ offers far more power and flexibility than a simple to do list.  From the Daily tab, the tasks to do just for that day appear, with completed tasks crossed out and overdue tasks in red.  Drag and drop a task to your calendar to reserve time to work on it.  Within the To Do tab, work with these tasks in more detail, grouping them by project, sorting by priority and filtering to view only the overdue tasks.  Schedule+ integrates well with Microsoft Project, permitting the user to be a critical member of the team, receiving tasks and updating progress, without having Microsoft Project. 

Contact Management Capabilities:  The functionality of a contact manager permits you to organize and store important names, addresses, and contact information.  Different tabs store various types of information including multiple addresses and phone numbers (dial the phone directly from the computer), business information, personal data like birthdays (integrated to automatically display in the calendar), and whatever other kind of information you like in the Notes tab.  You can search for Notes data, so if you remember the conversation but not the person’s name, you can still find what you need.

Group Scheduling and Sharing Information

Our top objective with Schedule+ 1.0 was to provide users with unsurpassed group scheduling. In addition, Schedule+ for Windows 95 has included other features to share tasks and contacts within a group.

Group Scheduling:  Schedule+ 1.0 users will be familiar with the Planner tab, an intuitive way to schedule meetings with other people.  Users can easily see what times people are available.  With Schedule+ 95, the Planner tab visually distinguishes between required and optional attendees and resources.  Right click on a time to get more details, such as which specific people are busy at that time and what they are.  The Meeting Wizard does all of this and more, actually recommending a specific time that everyone can meet.

Sharing Information: Schedule+ for Windows 95 allows users to easily customize access permissions for individuals. That means that a sales team can share the same list of contacts and share their notes about that contact.  An assistant can manage a boss’ schedule while the boss is on vacation or a production team can work with the same list of tasks until the project is completed.

Portability

Another highly requested feature with Schedule+ was portability, allowing users to take their schedule wherever they go. Schedule+ has included a great deal of flexibility for managing your time in many different places and in many different ways.

Schedule+ includes over 1,500 different ways to print out your information, giving you printing formats for many popular paper planners and options to print various types of information.  Print the information you want in a format that works best for you.  

Other people like to take their schedules with them electronically.  Schedule+ can import and export information to a variety of Personal Digital Assistants (PDAs), including the Sharp Wizard 9600, and a variety of other software packages.  You even can customize the exporting routine to work for less common formats.  Because of exclusive integration with Schedule+, your appointments and vital information can be as convenient as your watch, specifically your Timex Data Link Watch.  For those who use laptops, Schedule+ intelligently coordinates the changes you make at home on your laptop.  When you return to the office, Schedule+ automatically checks and matches each field, updating only the data that has changed.

Microsoft Access for Windows 95 

In under three years Microsoft Access has sold over five million units and is now the most popular database for Windows worldwide.  Microsoft Access 95 was designed to take explicit advantage of Windows 95 and suit the needs of new and experienced users alike.  Our design process for Microsoft Access 95 centered around in-depth research regarding how people in all sizes of organizations and at all database skill levels were using Microsoft Access, and what they envisioned for the future of Microsoft Access. Because Access is the first database for 20% of our users, we broadened the research process for Access 95 to include not only current Microsoft Access users, but focus on non-database users, such as people who currently only use a spreadsheet or word processor.  Our product development team focused on what users told us was paramount: a new level of ease of use for the novice to transform Microsoft Access 95 into an everyday business application, with ease of sharing data and information with other applications, and the ability to quickly create custom applications for better business decision making.

Getting Started is Easier for New Users

Because over 50% of data now in Microsoft Access originated in a spreadsheet, and 20% of Microsoft Access 2.0 users were using a database for the first time,�  we spent a great deal of time and effort making it easy for spreadsheet users and new users of all types.  Because of the incorporation of Microsoft Access into the Microsoft Office suite, the high level of consistency and integration between Microsoft Access and Microsoft Office, and the ease of getting started with Microsoft Access, databases are increasingly becoming an everyday business application. A new user launching Microsoft Access 95 will find wizards and simple tools to step them through the most common questions, such as: How do I start? How do I import my data easily? How do I make my database relational? How do I optimize my database for speed?  What about finding the information I want to see?

Breaking Through the Barriers

In Microsoft Access 95, users can start as if they were using a spreadsheet by simply typing in their information into Intelligent Tables.  Intelligent Tables complete the database design work in the background, recognizing dates, time, currency, text fields etc. based on users entries and appropriately creating the table definition for the user on the fly.  The new Import Wizard, shared with Microsoft Excel, allows users control over how they bring information into Microsoft Access.  Microsoft Access 95 has broken through the barrier of relational database design with the Table Analyzer. The Table Analyzer applies 15 different, complex heuristics to flat file datasheets or spreadsheets to break the single flat file into multiple tables of unique data, linked with the appropriate joins and key fields, building a relational database for the user. New users and old hands alike appreciate the Performance Analyzer, which examines a database and provides easy to understand suggestions on how to optimize it to improve speed.  

Finding Information

Enabling users without specialized database knowledge to find the specific information they need quickly was a priority borne out by our research for Microsoft Access 95.  Three new features address this need by allowing users to zero in on information swiftly:  Filter-by-Form, Filter-by-Selection and enhanced Query Wizards.  Filter-by-Form turns any form into an easy to use query tool.  Simply type what you want to see, or pick from the automatically created drop-down lists in the form, and you will instantly see your answer right in the form. We found in usability labs when given the task of looking for simple information, like all of the employees with “Sales” in their title, people would click on “Sales” and want to press a button.  Based on this feedback, we modified the design of Access 95 to fit the natural behavior of non-database experts and created Filter-by-Selection.  Now users can simply highlight or select the information they want to pinpoint and press the Filter-by-Selection button.  Even more complex queries are simple with the new Enhanced Query Wizards in Microsoft Access 95. Now everyone can use Microsoft Access 95 to quickly get answers about their business situation to make smart, informed decisions.

Share Data and information Easily With Other Applications in the Microsoft Office Family of Products

It was no surprise that sharing information with other Microsoft applications registered in our research as extremely important for users across the board.  The fact that at least 85% of Microsoft Access users own Microsoft Excel and/or Microsoft Word, and that 59% share data between Microsoft Access and other applications reinforced the importance of sharing data and information easily across the Microsoft Office family of products.�  Microsoft Access 95 uses OLE Drag and Drop technology so that users can simply select the information they’d like in their PowerPoint presentation, Word document or Microsoft Excel spreadsheet and use Drag and Drop to copy it to the desired location. Integration between Microsoft Access and Microsoft Excel is tight because technology is shared.  Now from inside Microsoft Excel people can seamlessly use Microsoft Access forms and reports ( without leaving Microsoft Excel.  

The Microsoft Access 95 team was successful in improving the consistency of Microsoft Access and the Microsoft Office family of applications.  Users will be able to leverage their knowledge of Word or Microsoft Excel with functionality like Intelligent Tables and with consistent toolbars and menus.  The consistency across applications reduces training time so users can get up and running quickly.

Custom Solutions Let Users Automate Their Businesses and Make Better Decisions

Companies large and small use custom solutions to streamline their business processes -- minimizing or eliminating  paperwork and tedious data gathering and processing.  Microsoft Access 95 joins Microsoft Excel and Microsoft Project in integrating Visual Basic for Applications as the programming language. Visual Basic for Applications in Microsoft Access 95 makes creating standalone Microsoft Access solutions and Microsoft Office solutions more efficient and robust, and cross application integration and automation is easier.  Code created in Microsoft Excel or Microsoft Project can be re-used in Microsoft Access 95, and vice versa. Color coding in VBA makes code and comments easier to read and speeds development.  Creating custom applications in order to automate work and make better business decisions is now easier than ever before with Microsoft Access 95 and Office for Windows 95.

Optimized to be the Best Windows 95 Database

Users expressed a desire for full 32-bit applications that take advantage of all Windows 95 has to offer.  Users can create short-cuts on their desktop to any object in Microsoft Access 95.  Commonly used Forms, Reports, Queries, etc. are now instantly accessible.  

Mobile computing is a growing phenomenon, and over 25% of new PCs sold this year will be portable.�  The Windows 95 Briefcase makes mobile computing a reality with Briefcase Replication.  Microsoft Access 95 is unique in its use of the Windows 95 Briefcase to benefit both end-users and developers.  Now multiple users can take copies of a database on the road in their Briefcase, and when they check-in again changes are synchronized, on a record-by-record level, to the master database and the copies simultaneously.  Microsoft Access 95 briefcase support not only facilitates mobile computing, but is also a revolutionary aide for developers.  With the Briefcase, developers can enhance their applications in the office or at their own remote location and as users check-in their copies of the database new functionality is added automatically.

Microsoft Bookshelf 95 for Windows 95 

The CD-ROM version of Office Professional includes Microsoft Bookshelf 95, the multimedia reference library that offers one-click access to eight best-selling reference books.  Users with CD-ROM drives and corporate users connected to a network can take advantage of this valuable information.  

Bookshelf is the most widely owned consumer CD-ROM product on the market, redefining reference with lightning-fast searches, easy access to information, plus rich sound, video and animation. Since Microsoft Office CD-ROM customers’ top recommendation was to add reference materials, we launched a promotional Office Professional & Bookshelf product in 1994.  

Bookshelf is a valuable addition to corporate users, even if they do not have a CD-ROM drive attached to their PC.  That is because Bookshelf can be loaded onto the network and accessed from individual PCs connected to that network.  Each PC only needs about 4.5 MB of hard disk space and a network connection to have one-click access to all of the information within Bookshelf.

Information at Your Fingertips

Bookshelf 95 includes 8 reference volumes:  a dictionary, thesaurus, almanac, encyclopedia, book of quotations, chronology, atlas and the National Five-Digit Zip Code and Post Office Directory.  The Zip Code Directory is new with Bookshelf 95, which also includes the innovative Address Builder.  This new feature completes a partial address for you, finding the right zip code for a specific street.

Bookshelf includes special integration with Office to make the valuable information even more accessible.  For example, the QuickShelf™ toolbar is integrated into the Office Shortcut Bar, so you can look up a definition directly from any application just by clicking a button.  A special “Copy to …” feature has also been added so when you copy a quote or reference from Bookshelf into an Office application such as Word, the reference will automatically be footnoted.

The best-selling books included in Bookshelf ’95 are:  

The American Heritage Dictionary�The Columbia Dictionary of Quotations��The Original Roget’s Thesaurus�The People’s Chronology��The Concise Columbia Encyclopedia�The Hammond Intermediate World Atlas��The World Almanac® and Book of Facts, 1995 Edition�National Five-Digit Zip Code and Post Office Directory��Microsoft Project for Windows 95( 

With over 1 million units sold, Microsoft Project is now the best-selling project management software  worldwide. In order to achieve this success, the Microsoft Project development team spent many hours researching project management methodologies, customers’ work habits, and  the project management software market.  We discovered four major trends in the project management category, and have built a software package to directly address these trends.  By meeting the needs of software users, Microsoft has attained a leadership position in the project management category.

Project Management Software is Rapidly Growing in Popularity

The project management software category is growing quickly as project management is becoming more mainstream.  Businesses are increasingly looking for tools to help them manage cross-functional teams and projects. The category has doubled in size over the last three years, and most of this growth can be accounted for in the increase of Microsoft Project sales over this period.  This tremendous growth is being fueled primarily by new users; a recent study indicates that 2/3 of customers buying Microsoft Project have never used project management software before.

In order to address the growth in the project management market, Microsoft Project developers broke from the category tradition of creating complicated and mysterious software, and instead designed a planning tool that is accessible to anyone with a planning need.  

Planning Wizards monitor your actions and offer planning and scheduling suggestions and alternatives, which can be automatically incorporated into your plan.

You can pose questions to the Answer Wizard in your own language, and can get helpful instructions that stay on-screen while you’re creating your plans.

The Answer Wizard’s Interactive Answers actually show you how to use Microsoft Project.  Microsoft Project for Windows 95 has over 150 Interactive Answers that show you directly how to use the software.

Project Management is Becoming a More Common Desktop Tool

As the use of project management software broadens, the people using it are increasingly using a wide variety of other desktop applications.  For example, 75% of Microsoft Project users report that they are using one or more of the Microsoft Office family of applications.  To address this trend, the Microsoft Project development team has worked hard to make Microsoft Project a good member of the Microsoft Office family.  We have focused on two primary areas:  consistency and integration.

Microsoft Project is completely consistent with the other applications in the Microsoft Office family.  We share common menus, toolbars, and dialogs.  We have also incorporated AutoCorrect in such a way that Microsoft Project shares a replacement list with the rest of the Office applications.

Microsoft Project integrates well with the other Office applications.  With OLE, you can import data from Microsoft Word tables and Microsoft Excel spreadsheets by simply dragging and dropping the data into Microsoft Project.  Microsoft Project also supports integration with Microsoft Access via our Save to Database Utility.

Project Management is About “Group Productivity”

Very few people plan, manage, and execute projects alone.  Project management is inherently collaborative, yet project management software to date has not addressed this issue.  The increasing prevalence of networks and electronic mail provides an exciting new platform that can be leveraged by project management packages to address the critical communication dimension of project management.  Microsoft Project is the first project management software to incorporate unique functionality to address the needs of project teams and project managers alike.

Microsoft Project integrates with electronic mail and Schedule+ to facilitate project team communication.  Project managers can delegate tasks, send schedule updates, and request status reports via special electronic mail messages built by Microsoft Project. Team members can track their status in Schedule+, and can incorporate this data into status reports for their managers.  Project managers can also incorporate team members’ status reports into their project files with a click of a button.

Microsoft Project integrates with Microsoft Exchange to facilitate the communication of key project information throughout an organization - even to people who don’t have Microsoft Project on their PC.

Project Management Software is Part of Enterprise Solutions

Very often, companies want to take a broader view of projects than just at the departmental level.  Project management solutions offer the benefits of rich PC-based functionality on the desktop with the ability to consolidate and analyze information on an enterprise basis.  Microsoft Project has been designed to be an easy-to-incorporate, yet powerful component of enterprise business solutions.

There are over 100 software add-ins available for Microsoft Project that offer everything from sophisticated charting and risk analysis to enterprise-wide project management systems.  

In addition to these pre-packaged solutions, there are thousands of Microsoft Project users around the world who are using the open and extensible architecture of Microsoft Project, along with its built-in programming language, Visual Basic for Applications, to build powerful custom solutions for their business needs.  

�Beyond the Box: Transitioning to Microsoft Office for Windows 95  

As users and organizations look to take advantage of software upgrades, they must also consider the migration costs of those upgrades.  Software companies must make it easier for people and organizations to easily migrate to new versions of the product by providing technology information, support and tools.  Microsoft understands that the migration process for a large organization can be a complex one. Once the decision is made to upgrade to Windows 95 and Office for Windows 95, a lot of time and energy is spent on the migration process and all of its various details.  Therefore, we are providing built-in administrative tools and extensive documentation to facilitate the migration process.  The first step in migrating to Office for Windows 95, of course, is making the move to Windows 95.  A simultaneous migration will require more planning, but Microsoft gives you the tools you need to plan and carry this migration process.  

Windows 95 Supports Smooth, Easy Migration

Because organizations cannot realize the benefits of using a new operating system until the existing system has been upgraded, the upgrade process itself determines when the organization starts to achieve cost and labor savings from its new system investment.  To shorten the payback period on the upgrade, Windows 95 provides:

A powerful setup program that ensures compatibility and upgrades existing Windows 3.x installations so that 32-bit settings for printers, applications, and so on are automatically available (as appropriate).

Server-Based Setup, which allows for automated installation on network computers from a central location.

Batch-script support, which allows for a “hands-free” installation.

A task-based tutorial that explains Windows 95 operations in terms of their Windows 3.x equivalents.

The above benefits are just a brief overview of the work that the Windows 95 team has done to make migration easier.  For more information on making the move to Windows 95, please consult the Microsoft Windows 95 Resource Kit (Microsoft Press) or contact your local Microsoft representative.

Moving to Microsoft Office is Easier than Ever

Following in the footsteps of Windows 95, the Microsoft Office team paid special attention to the needs of administrators of organizations which are moving to Office for Windows 95. By making migration and administration tools available, Microsoft will save administrators and support professionals a great deal of time.  This translates directly to cost savings in personnel time, in tech support time, and in installation time.

For the end user, the benefit of Office for Windows 95 migration and administration features is that most problems will be solved before they occur.  Because much of the tedious, time-consuming work that administrators used to do has been automated, much of the delays and logistical problems which users use to have to tolerate will be gone.  Consistency with previous versions of Microsoft Office will make for a seamless transition.  And after just a few hours of using Windows 95 and Office for Windows 95, the end user can become more productive and efficient, accessing the full potential and power of the PC.

The following are a few examples of the tools available from Microsoft to facilitate a smooth and easy migration to Office for Windows 95: 

Office Resource Kit:  Published by Microsoft Press, the Microsoft Office for Windows 95 Resource Kit is the complete guide to Office for Windows 95 for the administrator or support professional. It includes information on architecture, setup and installation, upgrading from previous versions of Microsoft Office or individual applications, switching from other applications, and how to coexist in a workgroup where various platforms and versions need to work together.

�

Office Resource Kit

Network Installation Wizard:  Customers have requested that it be easier to do custom network installations of Office so they can control how Office is rolled out in their organization, thus making it easier to support.  Using the Network Installation Wizard, administrators can now choose which feature set should make up the “Typical” installation for their organization, and even whether that particular feature set should run from the user’s local hard drive, or from an applications server. This tool will give the administrator unprecedented control over how Office for Windows 95 is installed in their organization, helping to avoid their visiting the desktop to do the upgrade. This tool is available as part of the Office Resource Kit.

Microsoft Systems Management Server:  MIS organizations are being called upon to support their organizations more thoroughly, with fewer resources. One of the tools that can assist in that area is Microsoft Systems Management Server. Among the many tasks this tool assists with is software distribution. Office for Windows 95 will ship with a PDF file and will support being distributed via Microsoft Systems Management Server.

Managing File Formats

In designing Office for Windows 95, Microsoft went to great lengths to keep the file format the same wherever possible.  Word 95 and Microsoft Excel 95 share the same file format with their most recent predecessors, Word 6.0 and Microsoft Excel 5.0.  Users can seamlessly share files with a mixed environment of other users as they transition to Office for Windows 95. Office for Windows 95 reads and writes both Word and Microsoft Excel files with Word 6 and Microsoft Excel 5 on the Windows 3.x, Windows NT, Macintosh®, and Power Macintosh™ systems, letting users share files across a broad range of platforms. 

While PowerPoint 95 employs a different file format than PowerPoint 4.0, PowerPoint 95 users will be able to use PowerPoint 4 files with a converter that can be installed during setup.  There will be installable file filters for both PowerPoint 4 for Windows and for the Macintosh that will allow PowerPoint 4 to read PowerPoint 95 files.   Finally, PowerPoint 95 users will have the ability to save their files as PowerPoint 4.0 files. 

PowerPoint 95 will initially ship with a cross-platform PowerPoint 4.0 for Windows 3.1 and PowerPoint for Windows 95 viewer to assist customers with the migration to Windows 95.  This initial viewer will be limited to the functionality of PowerPoint 4.0.  In Fall 1995, a PowerPoint Viewer which will run only on Windows 95 and Windows NT 3.51 will be made available.  It will support the PowerPoint 95-specific features in addition to the PowerPoint 4.0 functionality.  Presenters can freely distribute the Viewer file with their presentation so that a slide show can be run from any machine operating on Windows 95 that does not have PowerPoint 95.

Microsoft Access 95 also uses a new file format (when a database engine is changed, it’s common that file formats will change as well. Users will be able to open and use Microsoft Access 1.x and Microsoft Access 2.0 files, and even make changes to the Microsoft Access 2.0 application as long as they aren’t using new Microsoft Access functionality. There will also be the option of converting the files to the new Microsoft Access 95 format so the user can move forward with new Microsoft Access 95 functionality. In addition, it is also possible to create new Microsoft Access 2.0 files in Microsoft Access 95, making it easier while transitioning to Microsoft Access 95.

Finally, Schedule+ has also been designed with compatibility in mind.  Users can either use it as a personal time management tool, or, if they are using the Microsoft Exchange client and a valid MAPI provider such as Microsoft Mail 3.2 or Microsoft Exchange Server, they can use it as a group scheduling tool. In terms of compatibility with Schedule+ 1.0, If a Schedule+ 95 and a Schedule+ 1.0 user are on Microsoft Mail 3.2 servers, they can schedule appointments, read free/busy times, and the Schedule+ 95 user can read the Schedule+ 1.0 user’s file.  Schedule+ 95 will also include a client for the Macintosh, so all versions of Schedule+ 95 will have complete compatibility with each other.

Office 4.2.1 for Macintosh and Office for Windows 95 Compatibility

As Office for Windows 95 is designed specifically to take advantage of Windows 95 features, there is no equivalent for the Macintosh platform.  Microsoft Office 4.2.1 is the most recent release for the Macintosh and Power Macintosh systems.  As IS managers bring Windows 95, and Office for Windows 95, to their users of Windows, some concern about cross-platform compatibility is understandable.

Moving files between platforms is one of the most important considerations when purchasing software for multiple-platform sites.  The following describes any issues when moving files between the two platforms.

Microsoft Word -- Microsoft Excel-- Microsoft Project

Microsoft Word for Windows 95, Microsoft Excel for Windows 95, and Microsoft Project for Windows 95 share identical file formats as Word 6.0.1, Microsoft Excel 5.0a, and Microsoft Project 4.0 for Macintosh respectively.  If a file is created on one platform, it can easily be moved to or opened on the other platform without translation.  

Macintosh��Windows 95��Microsoft Word 6.0 or 6.0.1�(�Microsoft Word 7.0��Microsoft Excel 5.0 or 5.0a�(�Microsoft Excel 7.0��Microsoft Project 4.0�(�Microsoft Project 4.0��Simply open the file using PC Exchange on 680x0 Mac machines, on SuperDrives in Power Macs, or by placing the file on a network server that has both Macintosh and Windows 95 access.  All data is saved as well as formatting.

PowerPoint

Due to an entirely new file format for PowerPoint for Windows 95, a file translator is required to move or open PowerPoint for Windows 95 files to and from PowerPoint 4.0a.  The Mac users will need to have the translator in order to open PowerPoint for Windows 95 files.  This translator will be made freely available via PSS and all online services.  Any customer requiring the translator can freely copy the translator to as many machines that need it.

Macintosh��Windows 95��PowerPoint 4.0 or 4.0a�(�PowerPoint  7.0��

Many of the major benefits of Office for Windows 95, including 32 bit coding and support for long file names, have already been included in the Macintosh versions.  Files will continue to be compatible when moved between these platforms making Microsoft Office the best, and only cross-platform suite of desktop applications available.

The Microsoft Support Network

Often the most severe costs facing a software purchaser are the ongoing costs of support and administration. Office suite users benefit from being able to rely on one vendor for sales and technical service and support for their primary set of desktop tools. Beyond the product, there is a whole wealth of Microsoft support and services to help you get the greatest returns from your technology investment.  

Microsoft Product Support Services supports millions of users across nearly 160 Microsoft products.  Microsoft strives to provide the worldÕs best technical supportÑboth by employing highly skilled, highly trained technical staff and by offering a wide variety of support options so users can choose the one that precisely matches their requirements.  

Standard Support

Microsoft is the only major desktop applications vendor who has continued to offer unlimited, no-charge support via toll lines as part of our Standard Support option for desktop and Microsoft Home products.( No-charge Standard Support is also provided for a specified time for Microsoft personal operating systems and all current versions of development tools. In addition, no-charge Standard Support is offered for Windows 95 for 90 days from the first support call, non-networking issues only. When users call Microsoft for support, they speak with a qualified support engineer who specializes in solving problems for the particular Microsoft software and hardware the user is encountering difficulty with.  Standard Support is available Monday through Friday, 6 A.M. to 6 P.M. Pacific time, excluding holidays.

Premier Support

Microsoft’s highest level of technical support, Premier Support, now provides MIS professionals, developers, OEM’s, and other customers who are typically in mission-critical and development environments with personalized technical support and unlimited 24-hours-a-day, seven-days-a-week, high-level priority access.  Each account is serviced by a designated Microsoft technical account manager, a senior engineer who understands the customer’s systems and technical support needs and coordinates the appropriate Microsoft support to meet customer needs.  Premier Support customers also receive around-the-clock support on all Microsoft products and a complimentary information subscription service to either TechNet or Microsoft Developers’ Network.  There are two versions of Premier Support, both available on an annual fee basis:

Premier Comprehensive Support is designed primarily for Fortune 1000 corporations, education and government organizations to assist in systems administration and operations, in-house development, and help desk operations.

Premier Development Support focuses on responding to commercial development and OEM adaptation issues.

Priority Support

Because many developers, MIS professionals, and desktop PC users want around-the-clock, priority access to responsive support, Microsoft offers weekend and 24-hour-a-day, fee-based priority access.  There are three Priority Support options, each offering a choice of annual or per-incident support:

Priority Desktop.  Users of desktop applications and personal operating systems can choose among three options:  a per-incident charge via credit card (accessed on an 800 number); a per-minute charge on a 900 number with a fee-per-incident cap; or an annual fee for unlimited priority access on an 800 number.

Priority Development with Desktop.  Developers can also use a similar program for around-the-clock access to priority technical support on development tools, via phone or electronic access.  Support for desktop applications and personal operating systems is also provided.  Fees are per call via credit card on an 800 number; per minute on a 900 number with a fee-per-incident cap; or an annual fee for unlimited access on an 800 number.  Developers also have the option to purchase a 10-pack of prepaid support incidents.

Switcher Lines

If a user is switching from another company (including WordPerfect®, Lotus® 1-2-3®, Harvard Graphics®, Quattro Pro™, or dBASE®) to Microsoft desktop applications, we have specially trained support engineers who know how to help make users’ moves easier.  A call to the Microsoft Switch Line at (206) 635-7041, will connect users with an expert who speaks the “language” of their former software.  Specially trained support engineers provide help with file and macro conversion, keystroke compatibility, and other common transition issues.

Authorized Support Centers

Microsoft Authorized Support Centers (ASC), an enhancement of our Solution Provider program, are Microsoft partners who specialize in multi-vendor support services. Customers can choose to work with the ASC as a single point-of-contact or they can combine ASC services, Microsoft services, other Microsoft partners and/or in-house staffing.  ASCs are fully backed by Microsoft. We provide them with high level backup support, complete product information, extensive training, and diagnostic tools.  The support services ASCs offer are:

Planning Phase: business process re-engineering, IT consulting and planning, porting and migration services.

Implementation Phase: project management, software development and customization, hardware and software installation, staffing and training.

Maintenance Phase: Helpdesk facilities, network management, on-site support, annual and incident based phone support.

As with any type of business, ASCs vary in size and service offerings. While not every ASC can provide every possible support service, each one provides a wide variety of services for each phase of the enterprise computing life cycle.

For more information call( :

AT&T Global Information Solutions�(800)469-4668��Stream International Inc.�(800)477-7450��Digital Equipment Corporation�(800)888-4234 ext.68��Hewlett Packard	�(800)835-4747��WANG	�(800)285-6006��Inacom Corp.�(800)843-2762��Spectrum Integrated Services�(800)753-3266��Unisys Corporation�(800)757-TECH press option 1��Vanstar	�(800)922-0897��Microsoft  Information Services

Answers Online

As part of our commitment to information access, Microsoft makes vast amounts of technical support data and application assistance available on the Internet via file transfer protocol (FTP), Gopher, the World Wide Web, and other commercial online services.

The help available includes written instructions and techniques from our support engineers on the best ways to work through technical issues.  Users can browse through more than 50,000 technical articles on Microsoft products available in the Microsoft Knowledge Base, and gain access to maintenance releases, peripheral drivers, software updates, and programming aids posted in the Microsoft Software Library.  

Access to Answers Using the Internet 

Internet users can access Microsoft information at the following locations:

The Microsoft World Wide Web site is located at http://www.microsoft.com. This site contains the Knowledge Base (with full-text search capabilities), pointers to the Microsoft Software Library, various white papers and other Microsoft product and services information.

The Microsoft Gopher site, located at gopher.microsoft.com, provides access to the Microsoft Knowledge Base and Microsoft Software Library.

The Microsoft FTP site, located at ftp.microsoft.com, is a repository for the Microsoft Software Library, the Microsoft Knowledge Base, product resource kits, and other Microsoft product information.

Access to Answers Using Commercial Online Services

In addition to Internet access, users can locate resources such as the Knowledge Base and Software Library on online services, including CompuServe, America Online, Genie, and the Microsoft Network.  

Depending on the online services support level, users can submit electronic service requests directly to Microsoft.  Some of the online services also provide forums (such as the MSWord, MSOffice, and MSExcel forums on CompuServe) and bulletin boards for users to discuss support issues with other users of Microsoft products.

Automated Answers Using FastTips

Also, the Microsoft FastTips automated service provides quick answers to common technical problems via an automated toll-free telephone number, fax, or U.S. Mail. To access FastTips or to receive a map and catalog, call the FastTips number listed for the product of interest:

Desktop applications				(800) 936-4100

Personal operating systems			(800) 936-4200

Development products				(800) 936-4300

Additional Microsoft Service And Support Offerings

Microsoft TechNet

Microsoft TechNet is the front-line resource for fast, complete answers to technical questions on Microsoft desktop and system products.  Microsoft TechNet provides crucial data on client-server and workgroup computing, system platforms, and database products, the latest on supporting Microsoft programs for Windows and Macintosh, and more.  Its intended audience is primarily technical professionals and developers.  TechNet benefits include the following:

12 monthly Microsoft TechNet CDs containing the complete Microsoft Knowledge Base; resource kits for Windows NT™, Windows 95, and other products; customer solutions; session notes from key Microsoft conferences.

12 monthly Microsoft TechNet Supplemental CDs containing the complete Microsoft Software Library (includes drivers for the entire line of Microsoft software products, code samples, articles, and useful utilities) and patches for many Microsoft products.

Dedicated Microsoft TechNet CompuServe® forum (GO TECHNET)

WinCIM, a Windows-based application for accessing CompuServe

20 percent discount on Microsoft Press® books

Customers may subscribe to Microsoft TechNet at $295 annually for a single user license, or $695 annually for a single server—unlimited users license. Both licenses are accompanied by a 90-day money-back guarantee.  Call (800) 344-2121 for more information.

Microsoft Developer Network

The Microsoft Developer Network is an annual membership program for developers of Windows-based applications and is considered the comprehensive Microsoft resource for developers.  Depending on need, developers can join one of two levels of annual membership in the Developer Network.  Level 1 delivers the latest development-related information via four quarterly updates of the Development Library CD-ROM and six bi-monthly issues of the Developer Network News newspaper. Level 2 includes all Level 1 benefits plus application programming interface (API)-level software development kits (SDKs), device driver development kits (DDKs), and operating systems via quarterly updates of the Development Platform CD-ROMs.

Microsoft Consulting Services (MCS)

Microsoft Consulting Services, established in 1990, has helped hundreds of organizations worldwide build information technology solutions.  With more than 350 consultants based in 13 countries, MCS provides services that enable both end-user organizations and third-party software developers to design and build client-server applications that leverage Microsoft technology to the greatest extent possible.

MCS consultants are systems architects with experience in Microsoft technology, methodologies, and tools.  MCS’s charter is to help organizations capitalize on the benefits of client-server computing.  MCS consultants focus primarily on transferring their knowledge and skills to corporations, government organizations, and Solution Providers worldwide.  Through its commitment to capabilities transfer, MCS empowers developers to best meet information technology challenges and, in turn, to achieve maximum results from the enterprise solutions on the Microsoft Solutions platform.

Seminars—Product Demos and Conferences

Microsoft creates seminars for all types of users—end users, developers, and executives—on its entire product line on a national and local level. To find the closest seminar in your area, call (800) 550-4300.

In addition, Microsoft TV programs are televised on the first and third Tuesday of each month.  Produced for Information Technology professionals, programs will cover issues vital for evaluating the technical and business benefits of adopting Microsoft based-technology. Each one-hour show covers issues ranging from architectural design and development through corporate rollout and maintenance.  All programs are presented in a business framework to help develop essential context for communicating with your company's business units.

The Microsoft Office Solutions show, broadcast the third Tuesday of each month, provides an inside look at developing custom information systems using Office products.  Each month, the show focuses on a different real-world solution in use by a Microsoft customer.  Microsoft Office Solutions also provides tips and tricks on using Office products, advice on development strategies and the latest Microsoft Office News.

To receive the Microsoft Television broadcast, you need a Ku band small dish (1.2 meter) satellite systems and a television set. Microsoft TV is broadcast in both analog and VideoCipher digital formats on Galaxy 7 (91 degrees West), Transponder 16.  To receive free monthly guides to Microsoft TV programming, please call (800) 206-3000 between 6:30 A.M. and 5:30 P.M. Pacific time, or send e-mail to mstv@microsoft.com.  If you do not have access to satellite equipment, Microsoft has arranged special pricing on a commercial-quality system through a national vendor. Please call (800) 988-6335 for details.  Video tapes of Microsoft TV shows can be purchase separately by calling (800) 369-5718.

Microsoft Press

Microsoft Press publishes more than 100 titles that contain thorough, reliable, and timely information.  These books provide a direct connection to the best and most reliable technical information sources:  Microsoft development teams, programming experts, and some of the most capable writers in the industry.  Many Microsoft Press books include disks with online reference information, utilities, and source code.  To order a Microsoft Press book directly from Microsoft call (800) 677-7377 (MSPRESS) or visit a bookstore or software retailer near you.

Additional Questions?

For more information about any of the Microsoft Support Network options, call the Microsoft Support Network Sales at (800) 936-3500 from 6:00 A.M. to 6:00 P.M. Pacific time, Monday through Friday, excluding holidays (please note that technical support is not available through this number).�

� Microsoft Office for Windows 95 Business Value Studies, August 1995

� ibid.

� ibid.

� ibid.

� IntelliQuest’s Software Purchase Process & Segmentation Study, March 1995.

� Microsoft Annual Reports, 1990-94.

� Microsoft Annual Reports, 1990-94.

� Gartner Group PC Research Note, K-820-1094, August, 1994.

� IntelliQuest’s National Computing Survey, March 1995.

� Microsoft PowerPoint Awareness and Usage Study, September 1994.

� Microsoft Office Registered Users Base Study, August 1994.

� Microsoft Word Registered Users Base Study, March 1994.

� Office 95 User Assistance Usability Study, February 1995.

� Microsoft Office Internal Sales Tracking, February 1995.

� IntelliQuest’s Software Purchase Process & Segmentation Study, March 1995.

� PC Watch, December 1994.

� International Data Corp.’s  Market Opportunities in the Era of Internet Commercialization, 1994.

� Word Instrumented Version Study, June 1995

� Word Registered User Base Study, March 1994

� Microsoft internal analysis based on SPA data.

� Microsoft Access Usage Study, December 1994.

� Access 2.0 Registered User Base Study, 1994.

� BIS Strategic Decisions, March, 1995.

( Microsoft Project is an Office Family application sold separately from Microsoft Office.

( Microsoft support is no-charge; however, normal telephone company charges apply. Microsoft support services are subject to Microsoft's then-current prices, terms, and conditions, which are subject to change without notice.   Novell/WordPerfect charges for unlimited product support after 180-days.

( Some phone numbers may not be accessible from Canada.	
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