�


Microsoft Office


Start Switching


Migrating to Microsoft® Office for Windows® 95


�


Microsoft Office for Windows 95 gives you easy access to the full power of your tools so you can focus on getting your job done.


The world’s leading business software suite, backed by the strength of Microsoft


Since its introduction in 1988, more than 14 million users have chosen 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.


Moving to Microsoft Office is Easier than Ever Before


Microsoft has had a long history of trying to make it easy for end users and organizations making the switch to Office from other applications. Our first concern is to protect a user’s existing investment in computer software, which means that they must be able to use the files, macros and training that they’ve invested in already. Second, we want to help end-users leverage their existing computer knowledge as they learn about Office while they continue to get their work done at the same time.  


Built-in file conversion: Use your existing files from popular programs, including WordPerfect ®, Lotus® 1-2-3® , Quattro Pro ™, and Harvard Graphics®.


Special help: Online Help features for WordPerfect and Lotus 1-2-3 users ensures continued productivity while they learn to use Microsoft Excel and Word.


Documentation: Complete documentation on making the move in the Office Resource Kit, and additional converters and templates to assist in conversions.


It’s your choice: Get state of the art 32-bit performance on Windows 95 or Windows NTTM Workstation.


For the System Administrator


The Microsoft Office team paid special attention to the needs of system administrators who are moving their organizations to Office for Windows 95. By making migration and administration tools available, Microsoft Office for Windows 95 saves administrators and support professionals time, effort and expense. This translates directly to cost savings in personnel time, technical support time, and installation time.


Tools for the Administrator Facilitate Smooth, easy Migration





Office Resource Kit: the complete guide to Office for Windows 95 includes information on architecture, setup and installation, as well as coexistence in a workgroup where various platforms and versions need to work together. The kit also includes over 230 pages of information intended to assist new users migrating from another software company’s products.(ISBN # 1-55615-818-1)�The Office Resource Kit is available from MS Press for $49.95. To order call In the US call 1(800) MSPRESS. In Canada call 1(800) 667-1115.


Network Installation Wizard: Available in the Office Resource Kit, this tool gives administrators unprecedented control in installing Office throughout  their organization, including the elimination of desktop visits during installation. 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. 


Evaluation and Migration Planning Kit: A CD-ROM packed with the evaluation, business value and deployment planning tools you need to make an informed decision about the Microsoft Windows 95 operating system and Office for Windows 95 (Part no. 098-61665). This kit also includes end user training tools and online versions of both the Windows 95 and Office for Windows 95 Resource Kits.


Learning Office has never been easier


As computing becomes more far-reaching, the need for higher quality, user-friendly software also becomes more important. Microsoft has an unparalleled user-driven development process that ensures our products are the highest quality and are designed with the user in mind. We spend a large portion of the development cycle studying how people use our products and then develop solutions that enable them to quickly and intuitively accomplish their desired tasks. The result is powerful software that is easy to learn.


Use the TipWizard® Assistant to discover how to work smarter: The TipWizard observes the way users work and displays tips that can simplify and speed up their tasks. 


Use ScreenTips to find out what’s on the screen: Use the mouse pointer to see brief explanations of toolbar buttons, commands, parts of dialog boxes, and screen areas such as scroll bars. 


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. The Answer Wizard allows users to get intelligent answers to questions asked in everyday language.


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, users can learn about features in the context of a specific user-defined task.


Special Support for WordPerfect Users


Word for Windows 95 continues Word’s strong support for WordPerfect transition. Several features added to Word are specifically designed to make Word more comfortable for people moving from any WordPerfect environment. 


Automatic File Conversion: To convert a WordPerfect document to a Word document, simply open (retrieve) the document and Word handles the conversion automatically. We’ve also included a batch conversion macro that lets you convert multiple documents at the same time.


Full Screen view: Users can maximize screen space available for displaying documents, by clearing the screen of elements such as toolbars, rulers, the status bar, the menu bar, and scroll bars. 


Blue Background, White Text: Users of WordPerfect can view their Word document with the familiar blue background and white text. 


Reveal Formats: Reveal Formats is a graphical way to troubleshoot document formatting, similar to using WordPerfect’s “reveal codes” command.


Online Help for WordPerfect Users: In Word, the Help for Word Perfect users feature allows users to enter familiar WordPerfect commands and see a demonstration of the equivalent Word command, so they learn how to use Word as they work. For example, you can choose a WordPerfect command and have Word display step-by-step instructions for the corresponding action in Word. Or Word can demonstrate and actually carry out the corresponding action. 


Special Support for Lotus 1-2-3 Users


All of your Lotus 1-2-3 worksheets are compatible with Microsoft Excel, allowing you to open them, work on them, and then save them either as Lotus 1-2-3 worksheets or Microsoft Excel worksheets. You can also use the skills you developed while using Lotus 1-2-3 to help you learn Microsoft Excel for Windows.


Automatic File Conversion: The simple act of opening a Lotus 1-2-3 worksheet into Microsoft Excel converts both formulas and formatting automatically. After the worksheet is opened (or loaded, in Lotus 1-2-3 terms), you can start working with it immediately.


Macro Interpreter: With Microsoft Excel for Windows 95, you can run Lotus 1-2-3 Release 2.01-compatible macros.


Transition Formula Entry: Use Transition Formula Entry to quickly learn Microsoft Excel syntax. Enter any formula or function exactly as you would in Lotus 1-2-3, and you will be shown how it is entered Microsoft Excel.


Online Help for Lotus 1-2-3 Users: In the Help for Lotus 1-2-3 dialog box, you can type a 1-2-3 command and Microsoft Excel either displays a set of instructions or performs an interactive demonstration of the equivalent Microsoft Excel command. If you select the Instructions option button, the instructions for the task are placed on your worksheet so that you can view them conveniently while you finish the task. 





WordPerfect( recently dropped their lifetime toll-free support policy in favor of a paid support option.  After 180 days, users will be asked to pay $25 a call for toll-free support (or $2 per minute for 900 number support).


Microsoft’s Award-Winning Product Support


Microsoft has a highly regarded support infrastructure in-place today with dedicated services set up to help users making the switch to Office for Windows 95.


Microsoft’s award-winning support centers are staffed by thousands of experienced, well-trained professionals capable of supporting users worldwide.  Microsoft currently offers four levels of support which range from standard no-charge support via toll lines to around-the-clock support for developers and MIS professionals. More than 5,000 certified resellers, trainers, and support professionals are on hand to assist Office customers, while support centers provide business process reengineering, IT consulting, migration services, project management, software customization and installation, staffing and training. Microsoft also offers a host of support programs that allow customers to receive support though other channels, including: Answers Online, FastTips, MSTV, Technet, Solution Providers, Microsoft Developer Network, Authorized Support Centers, Microsoft Consulting Services, Office Resource Kit, and other Microsoft Press® publications.)


Special Product Support for Users Switching from Other Software





Microsoft Solution Providers: Third party consultants, developers, and systems integrators who have helped organizations like yours make the conversion to Microsoft Office. Call 1-800-SOL-PROV in the U.S. for the Solution Provider nearest you.


Switcher Lines: If a user is switching from another company’s software (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.


Microsoft is the only major vendor with unlimited fee-free support.


For more information, see the Windows 95 and Office for Windows 95 Evaluation and Migration Planning Kit (Part no. 098-61665.)


Microsoft Continues to be an Investment for the Future


Microsoft is dedicated to bringing users the office of the future, where software will be even more personalized and connected than ever before.


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’s clear vision of the future combined with its long term financial stability and strong commitment to research and development make it the smart choice for business productivity applications.


Microsoft is the leader in desktop applications. With over 14 million copies sold to date, Office is the world’s most popular suite of business productivity applications.


Office for Windows 95, as powerful and easy to use as it is, does not represent the end of the evolution of the Microsoft office suite. On the 10th anniversary of Microsoft Excel, Microsoft Chairman Bill Gates shared his vision of how today’s newest technologies will help move applications to the next level: software that’s not only easy to learn, but adapts to the way people work, rather than making people learn to work like computers do.  In the office of the future, computers will be even more flexible, accessible, and personal than ever before. And, they'll let you work with people and information located anywhere, all from the comfortable familiarity of your computer desktop.


The Office of the Future





Adaptable software: Your computer will work for you.  Software will automatically be tailored to your needs.  It will adapt to your working style, anticipate commands, and automate routine tasks.


Connecting to people, places and information: Your productivity applications will provide easy access to online information. You’ll be connected with coworkers, your corporate database, and the Internet no matter where you go.  You’ll be able to communicate and collaborate, anytime and anywhere. 


Project-oriented workspaces: Your computer desktop, or workspace, will be organized by project. You’ll focus on your work and use only the software components you need, when you need them.  You won’t even notice what application you’re working with.


Solutions for everyone: Desktop applications will become more modular, adaptable and programmable so that custom application solutions will become pervasive.  You’ll use applications customized for your specific tasks, built using components of the software you use every day.


Microsoft, working together with allies in the computer industry, will do everything possible over the next few years to help realize what is surely the greatest promise of the office of the future: to make computing more relevant to the challenges of living, working and being productive in an increasingly complex world.


To order this product or for more information, see your reseller today.  To find a reseller near you, or to order by phone, inside the US call (800) 426-9400.  Outside the North America, contact your local Microsoft subsidiary.


Copyright ( 1995 Microsoft Corporation. All rights reserved. Printed in the United States of America. The information contained in this document represents the current view of Microsoft Corporation on the issues discussed as of the date of publication. 


Microsoft, IntelliSense, Microsoft Press, PowerPoint, Tip Wizard, and Windows are either registered trademarks or trademarks of Microsoft in the United States and/or other countries.


Word Perfect is a registered trademark of Novell, Inc.


dBase is a registered trademark and  Quattro Pro is a trademark of Borland International, Inc.


Lotus and 1-2-3 are registered tradematrks of Lotus Development Corporation.


Harvard Graphics is a registered trademark of Software Publishing, Inc.
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