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�
Introduction


Through all the iterations of Microsoft® Word, Microsoft has not only continued to improve the core elements that make a word processor great, but also drives category innovation by embracing emerging technologies and extending word processing functionality. Today, with more than 35 million users, Microsoft Word is the world’s leading word processor. The great strides Microsoft Word has made in automation, integration, discoverability and ease of use have resulted in Word being used by a wider array of people for a broader range of projects and on a much more frequent basis. Microsoft Word 97 represents an enormous research and development effort on the part of the Word development team and is a major upgrade. 


Microsoft Word 97 takes ease of use to a new level by automating many common tasks and providing users with powerful tools to create professional-looking documents quickly and easily. In addition, Microsoft Word 97 takes advantage of Web technology to allow users to collaborate and share information anywhere from the desktop to the Web. Microsoft Word 97 includes enhancements that will benefit all levels of users.


This Product Enhancements Guide is designed to assist in your evaluation of Microsoft Word 97. 


The first section provides a quick tabular list of the new and improved functionality in Microsoft Word 97 while the following sections provide a detailed breakout of each feature. To assist in evaluating Microsoft Word 97, new features are grouped in the following way:


Tools that make writing and creating documents easier


Tools that help users collaborate and edit documents online, communicate using e�mail and author documents for the Web


Create professional looking documents


Increase integration and consistency with Office 97 





�
Overview of New Features


Making Writing Easier


Typing, proofreading and formatting continue to be at the core of all word processing activities. All users, regardless of skill level, are impacted by the ease with which they can accomplish these tasks. Microsoft Word 97 builds on the work done in previous versions and makes the core tasks associated with document creation easier. 





�
Feature�
Description�
�
New�
Office Assistant�
Breakthrough technology that unifies online user assistance. It helps users discover and learn functionality to get their jobs done faster by interactively providing tips, guidance, and suggestions.�
�
New�
Letter Wizard�
Saves users time and effort by simplifying the task of creating letters. The Letter Wizard automates common letter elements, allowing users to focus on the content rather than the structure of the letter.�
�
New�
Grammar Check�
Proofreads documents for grammatical errors as users type. Right-clicking flagged text provides suggestions. �
�
New�
Natural Language Grammar Checker�
Microsoft Word 97 ships with a new natural language grammar checker developed by Microsoft’s advanced linguistic group. It allows users to reduce proofing time by flagging mistakes more accurately and providing better suggestions. �
�
Improved�
Spell It�
Spell checks users’ documents as they type. Additions to the dictionary and new rules about what is flagged as a misspelling make proofreading documents even easier. �
�
New�
AutoSummarize�
Automatically generates a summary of a user’s document, saving users time and effort. �
�
New�
AutoComplete�
Provides users suggestions on how to complete their text based on what they are typing. �
�
Improved�
AutoCorrect�
Allows users to replace multiple words, fix multiple word spelling and grammatical errors, and add words to the AutoCorrect list with a right-click of the mouse. �
�
Improved�
AutoFormat�
Automatically applies lead-in-emphasis in numbered and bulleted lists, and converts URLs, UNCs, and e�mail addresses to live hyperlinks. �
�
New�
Style Preview�
Allows users to see the exact font, size, formatting, and justification of each style making it easy for users to differentiate between styles.�
�
New�
Automatic Style Definition�
Allows users to gain the benefits of styles without having to create them manually. Microsoft Word 97 automatically creates styles as a user formats a document. �
�
�



�
Feature�
Description�
�
Improved�
Automatic Style Updating�
Makes it easy for users to modify styles by automatically propagating style changes. Users change a style in one location and Microsoft Word changes all other occurrences of the same style automatically.�
�
Improved�
AutoText�
Simplifies document creation by offering users context-sensitive AutoText entries. Microsoft Word 97 filters AutoText entries and displays only those relevant to the content of a user’s document. �
�
Improved�
Bullets and Numbering�
A revamped bullets and numbering engine allows users to create lists ranging from simple numbered and bulleted lists to powerful multiple-level lists that are common in legal documents.�
�
Improved�
Wizards and Templates�
Modeled after subway maps, the new design of the Wizards makes it easier for users to understand where they are and where they are going. �
�
New�
IntelliMouse™ Integration�
Provides a more intuitive way to scroll through documents. Using the IntelliMouse pointing device, users can set their documents to scroll automatically in Microsoft Word 97. �
�
Improved�
Usability Improvements�
Based on usability testing and user feedback, Microsoft Word 97 contains a number of subtle but important improvements.�
�



�
Easily Collaborate and Share Information


Microsoft Word 97 includes powerful new technologies that allow users to get the most out of their increasingly connected computing environments. Users can collaborate electronically on documents, and retrieve and publish information online using familiar tools and processes. Microsoft Word 97 removes the barrier between the individual desktop and the communication and information resources of the connected environment.





�
Feature�
Description�
�
New�
Online Layout View�
Provides users with a new view that is optimized for on-screen reading. This makes it easier for users to read documents on screen. �
�
New�
Document Map�
Allows users to navigate and organize documents easily. A split screen displays a hyperlink outline of the document on the left pane, while the right pane contains the text of the document. �
�
New�
Navigational Tools�
Combines the intuitive navigation of the scrollbar with the power of the Find and Go To dialog boxes, allowing users to browse their documents by various elements such as tables, comments, and more. �
�
Improved�
Reviewing Toolbar�
Provides consolidated toolbar for all activities related to reviewing and editing documents. Now users can focus on reviewing documents without searching for the tools.�
�
New�
Versioning�
Allows users to track and store all previous version of a document in one file. Users no longer have to save multiple copies of a document to keep track of different versions. �
�
Improved�
Merge Documents�
Allows users to easily consolidate changes made to multiple copies of a document back into a single copy. This enables sharing even when users are not connected over a network.�
�
New�
In-Place Comments�
Allows users to add comments to a document without altering the original text. Similar to yellow sticky notes, comments appear when a user hovers the mouse over the commented text. �
�
Improved�
Track Changes�
Makes it simple for multiple users to see what has changed in a document by automatically highlighting, color-coding, and identifying changes made by other users. Cell tips on each highlighted cell tell what has changed, when, and by whom.�
�
New�
Portable Documents�
Guarantees users that a document will look the same regardless of what machine the document is opened up on. In Microsoft Word 97 documents are laid out to a virtual machine instead of the printer a user is connected to. �
�
Improved�
WordMail�
Allows users to use Microsoft Word as their e�mail editor. Users can now have all the functionality and flexibility of Microsoft Word when creating e�mail messages. �
�
�



�
Feature�
Description�
�
New�
Hyperlinks�
Users can now embed hyperlinks in all Microsoft Word 97 documents to easily connect to important information, no matter where it resides.�
�
New�
Web Toolbar�
Provides a Web browser-like navigation interface for easy navigation of hyperlinked documents. Now users can focus on getting information without searching for the tools.�
�
New�
Find Fast Web Query�
Makes it easy for users to find any Office or HTML document residing on a corporate network or intranet.  Now users can search for documents within Word without requiring a separate search engine.�
�
Improved�
Web Page Authoring�
Allows users to automatically convert their Microsoft Word documents into HTML for easy posting to a Web. Microsoft Word 97 supports true WYSIWYG editing of HTML features such as backgrounds and marquee text allowing users to preview their documents without having to switch to the browser.�
�
New�
Animated Text�
Makes text come alive. Users can make their text blink, march, shimmer or sparkle. �
�
New�
Background Picture Rendering�
Provides users with an optimal online browsing experience, by rendering pictures in the background. This allows users to browse through text without waiting for the entire document to be downloaded.�
�
New�
Compressed Graphics�
Makes file sizes smaller by automatically compressing all pictures and graphics inserted into documents.�
�
New�
Web Page Wizard�
Allows users to create Web pages quickly. Using the Web Page Wizard, users are able to select the type and style of Web page they want to create. �
�
New�
Online Content�
The Microsoft Web site extends the ClipArt and templates available to users. �
�
New�
Auto-Updating Web-Authoring Tools�
Periodically checks the Microsoft Web site to see if newer versions of the Web-authoring tools exist. Given the speed at which HTML is developing this allows user to have the most up-to-date Web-authoring tools. �
�
Improved�
Microsoft Word Viewer�
Allows users to publish Microsoft Word files for viewing by those who may not have Microsoft Word. By simply attaching the Microsoft Word Viewer, those not using Microsoft Word can hyperlink to view, copy, and print Microsoft Word documents.�
�



�
Professional Results


Today, users not only want to be able to create documents easily, they also want those documents to look professional. Microsoft Word 97 provides users with the tools they need to easily create powerful documents.





�
Feature�
Description�
�
New�
Table Drawing Tool�
Allows users to create tables — using the equivalent of a pencil and an eraser — to draw tables of any size or shape directly into their documents. With the Table Drawing tool, users have the flexibility to design a table to fit their data’s needs. �
�
Improved�
Text Wrapping Around Irregular Objects�
Provides users with greater flexibility in laying out their documents and wrapping text around objects. �
�
New�
Linked Textboxes�
Makes it easy for users to create documents such as newsletters that span several pages. Using linked text boxes, users are able to create documents that flow across multiple pages.�
�
New�
OfficeArt�
Users can now take advantage of OfficeArt drawing tools to create more visually effective documents.  Users can create 3-D effects, shadows, multi-colored fills, textures and curves.�
�
New�
Page Borders�
Allows users to create page borders around their documents. �
�
New�
Text Borders, Shading and Font Effects�
Allows users to create borders around text within paragraphs, in addition to applying shading and font effects. �
�
Improved�
Find and Replace�
Provides users with a choice of words with which to replace a given word when the default is not ideal.�
�
New�
Word Count�
Allows users to perform character counts of their documents with and without spaces. �
�
Improved�
Envelopes and Labels�
New wizards allow users to create envelopes and labels directly from the file new dialog box. In addition, users have more flexibility when creating custom labels.�
�
Improved�
Smarter Cross-Referencing�
Provides users with more options in regards to cross-references. “Above” or “Below” can be automatically added to cross-references, in addition, cross-references can be implemented as hyperlinks. �
�
Enhnaced�
Master Document�
Makes opening master documents faster by collapsing all subdocuments and using hyperlinks to navigate through the document.�
�



�
Great Member of the Office Family


Consistency and integration with the rest of the Office family of applications continues to be one of the key goals in Microsoft Word 97. In addition, new tools and a true development environment provide developers tremendous power in creating custom solutions. 





�
Feature�
Description�
�
New�
Integration with Outlook™�
Makes it easy for users to share information between Microsoft Word and the Outlook desktop information manager. From within Microsoft Word, users can create Outlook tasks and access the contact manager. Microsoft Word can also be used as the e�mail editor for Outlook.�
�
Improved�
Present It�
Allows users to convert a Microsoft Word document into a PowerPoint® presentation.�
�
Improved�
WordPerfect Compatibility�
Provides users with converters and special Help files to allow users to easily convert from WordPerfect® to Microsoft Word.�
�
Improved�
Performance�
Performance is a keypart of the design goals for Microsoft Word 97, and users will see the results of the development team’s efforts when editing, printing, and navigating documents. �
�
Improved�
Right-Drag-and-drop�
Allows users additional right-drag-and-drop options such as creating a hyperlink when moving text.�
�
New�
Macro Detection�
Provides users with built-in macro virus protection. Users are alerted when they try to open a document that contains macros. �
�
New�
Document Management�
Microsoft Word 97 supports ODMA.�
�
Improved�
Improved Encryption Algorithm�
Microsoft Word 97 support 40 bit RC4 encryption of password-protected documents.�
�
New�
Visual Basic™ for Applications �
Microsoft Word 97 now contains Visual Basic for Applications for the first time.�
�
New�
Backward-Compatible Macro Converter�
Automatically converts all WordBasic macros into Visual Basic for Applications.�
�
New�
Word Object Model�
Allows users to access Microsoft Word’s feature set directly from within VBA. The object model provides developers with more flexibility and control in responding to user actions.�
�
New�
Support fo ActiveX™ �
ActiveX controls can be embedded directly into a Microsoft Word document. �
�
Improved�
Unicode and Multilingual Support�
Allows users to create and display documents which contain text in a variety of Pan-European languages. In addition, users can view documents created in Far East language versions of Microsoft Word in the English (U.S). version of Microsoft Word. �
�



�
New Features in Detail


Making Writing Easier


Through all the iterations of Microsoft Word, Microsoft has devoted substantial resources to making the core tasks associated with document creation easier. Typing, proofing and formatting are at the heart of document creation and are what a word processor is all about. In fact, user data shows that 76 percent of what users do inside a word processor revolves around five basic activities: formatting, automating common tasks, file management, typing and proofing. The ease with which users can create documents is an area that affects all users, regardless of skill level. As word processors are used by a broader array of people for a wider range of projects, the need to be able to create documents quickly and easily increases. In designing Microsoft Word 97, the development team at Microsoft looked for ways to extend the IntelliSense™ technology. The team focused on finding new ways to automate document creation and simplify tasks. 


Office Assistant


The new Office Assistant offers a single way to access information in Microsoft Word 97 and eliminates the need to learn multiple Help and utility features. The Office Assistant provides a central place for users to access help and get tips and suggestions about using Microsoft Word 97. The Office Assistant is an evolution of Microsoft Office 95’s Answer Wizard. Similar to the Answer Wizard, the Office Assistant allows users to ask questions in their own words. For example, in Microsoft Word a user might ask the Assistant, “How do I create a table?” and the Assistant will provide them with the options and walk them through the steps necessary to complete the task. 


See Chapter 1: Microsoft Office 97 for more information on the Office Assistant.


�
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Letter Wizard


The Letter Wizard in Microsoft Word 97 saves users time and effort by simplifying the task of creating letters. The idea for the Letter Wizard evolved out of user data which showed that 91 percent of users used IntelliSense features such as AutoCorrect and AutoFormat. The Letter Wizard extends IntelliSense technology beyond typing to one of the most common document types and automates common letter elements such as addressing and formatting. User data shows that over 50 percent of documents created are letters, yet many users are unsure of the correct structure of a letter. 


�
When a user types in a common letter opening, such as “Dear Joe,” Microsoft Word recognizes it as a letter opening and immediately offers to step the user through the letter-creation process via the Office Assistant. 


�


�
The Letter Wizard lets users build letters easily by checking the letter elements they want. If the user has already started a letter, this dialog box displays the appropriate information from the letter, allowing the user to get an instant snapshot of what they have and what they need. 


�


�
Address book integration with Outlook eliminates the need to store contact information in more than one place and allows the user to easily access contact information stored in Outlook from within Microsoft Word. In addition, Microsoft Word tracks the most recently used names and automatically fills in address information when a user selects a name from the recently used drop-down menu. 
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�
The Letter Wizard automatically adds structure to a letter, converting known letter parts into AutoText List fields. For example, closing text such as “Sincerely” is converted to a Closing field. Right-clicking on the word “Sincerely”, brings up a context-sensitive menu of alternative closings such as “Best Regards”, and “Cordially”, which a user can easily choose from. 


� EMBED PBrush  ���





Grammar Check


Microsoft Word 97 extends the concept of Spell It to the rest of the proofing activity to automatically check for grammatical errors as users type. Microsoft Word 97 takes advantage of the “idle” time available while users work to automatically check grammatical usage, mark grammatical errors and provide instant right-click access to sentence corrections. A new Natural Language grammar checker results in improved grammar checking. 


Microsoft Word displays possible grammatical errors with wavy green underlines
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Right-clicking flagged words provides a context-sensitive shortcut menu (shown above) with suggestions directly from the Natural Language grammar checker that ships with Microsoft Word 97.


�
Users can also correct errors by editing the document directly. When grammatical errors are corrected, the green underline disappears. Those who prefer to view their grammatical errors only after they have finished writing can easily adjust this feature to hide the green underlined words while they work.


Animated status bar icons show the current grammar and spelling status. To navigate to the next grammatical error and raise a menu of suggestions the user can double-click the status bar icon, or type ALT+ F7. 


�


Natural Language Grammar Checker


Microsoft Word 97 ships with a new Natural Language grammar developed by Microsoft’s advanced linguistic group. The advanced linguistic group was formed after the release of Microsoft Word 6.0 to improve the accuracy and ease of use of proofreading tools. Given the high number of users who proofread their documents, improvements in proofing tools have a large impact on end-user productivity. The new Natural Language grammar checker in Microsoft Word 97 reduces a user’s proofreading time by flagging mistakes more accurately and providing better suggestions.


Microsoft Word shows the entire sentence containing the flagged text in the dialog box making it easy to review the end result of the suggested change.


� EMBED PBrush  ���


�
The Office Assistant explains grammatical errors so the user knows why Word has flagged the text in a sentence.


�


�
Grammar styles are now based on templates, thus, Microsoft Word uses the appropriate grammar style for different types of documents. 


�


Smarter Spelling


One of the most common user requests for Microsoft Word 95 was for the spelling dictionary to include more words. As a result, the linguistic research team gathered custom dictionaries from thousands of users to identify frequently used words. Those words have been added to the spelling dictionary in Microsoft Word 97. 


The spelling dictionary in Microsoft Word 97 now contains the following additions:


Personal names of varying ethnicity, such as Ahmed and Jose


Commonly used company names from the Fortune 1000 list


All country names and names of U.S. cities with populations of 30,000 or more


Current terminology — words that describe new industry and economic conditions such as reengineering, downsizing, etc.


Computer-related terms such as file name extensions, product names, technologies





�
Microsoft Word 97 is also smarter about what it flags as a misspelling. Microsoft Word 97 does not flag the following: 


Words in uppercase and words containing numbers


Common word patterns such as URLs — http://www.microsoft.com, UNCs — \\server\sharename, and email addresses such as username@corporation.com.


Registered user names and organization information


AutoSummarize


Microsoft Word 97 analyzes a document statistically and linguistically to determine the most important sentences and creates an instant summary based on this analysis. AutoSummarize allows users to quickly get an idea of a document’s content. In addition, users who need to create an executive summary can use the AutoSummary generated by Microsoft Word 97 as a starting point for their executive summary. 


Length of the summary can be percentage based or word-count based. 


Users can chose between four different formats to display the summary.


� EMBED PBrush  ���


Integrated with the IntelliMouse™ pointing device: Microsoft Word changes the summary percentage if the user holds down the SHIFT key and moves the roller. 


�
AutoComplete


AutoComplete reduces typing by automatically suggesting text based on what the user is typing. To accept the suggestion, press ENTER and Microsoft Word automatically replaces the user’s partially typed word with the completed word. 


�


Microsoft Word 97 will automatically complete today’s date, days of the week, months and AutoText entries.


AutoCorrect


With Microsoft Word 6.0, Microsoft pioneered the concept of AutoCorrect. Today it is one of the most frequently used features, with 91 percent of users using it. Building on the improvements Microsoft introduced in Microsoft Word 95 such as the correction of cAPS LOCK, Microsoft Word 97 allows users to replace multiple words, fix common grammatical errors, and add words to the AutoCorrect dictionary with a right mouse-click. 
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�
Common word pairs that are spelled correctly but are grammatically incorrect when used together, are automatically flagged and corrected by AutoCorrect. For example, your a becomes you’re a and their are becomes there are.


Common multiple word spelling errors can now be tracked and replaced making it even easier for the user to focus on content instead of the typing. For example, int he becomes in the, byt he becomes by the.


Multiple words can now be stored in the replace column of the AutoCorrect dialog box. For example “Hello John” could be an AutoCorrect entry that would be replaced with “Dear Sir John.”


Misspelled words that are flagged by Spell It can automatically be added to a user’s AutoCorrect list. Right-clicking the misspelled word gives a user a context-sensitive menu which now includes an AutoCorrect command. Clicking on this command immediately adds the flagged word to the replace column of the user’s AutoCorrect list and places the correct spelling in the with column. 


�


Microsoft Word 97 makes it easy to add symbols to a user’s AutoCorrect list by simply clicking on the AutoCorrect button on the Insert Symbol dialog box.


�
AutoFormat


Microsoft Word automatically formats documents as a user types, making it fast and easy to create beautifully formatted documents. 


�


Internet addresses, e�mail addresses and network paths are automatically converted to live hyperlinks. Clicking on an e�mail name launches an e�mail note with the e�mail address in the send field.


www.microsoft.com becomes www.microsoft.com


username@company.com becomes username@company.com


\\Tera Firm\Annual Report becomes \\TeraFirm\Annual Report





In Microsoft Word 97, AutoFormat is extended to allow users to automatically apply lead-in-emphasis in numbered and bulleted lists. For example:


First Quarter: Numbers are improving.


Second Quarter: Great performance.





�
Microsoft Word picks up the manually applied bold and italics formatting on the first bulleted item and turns it on at the start of the second item. When it encounters a punctuation mark such as an exclamation point (!) or a colon (:), it automatically turns off bold and italics for the subsequent text.


Common manual emphasis used on a typewriter is automatically converted to richer formatting. For example *Bold* becomes Bold and _Underline_ becomes Underline and +----+----+ creates a table. 


The alignment of text can by changed simply by hitting the backspace key. For example, backspacing on right aligned text changes it to center alignment.


If Microsoft Word detects leading spaces that correspond to the left margin of a bulleted or numbered paragraph above, it automatically changes the left indentation.


Style Previews


Style preview provides users with a visual representation of each style’s font size, formatting and justification, making it easy to differentiate between styles. 
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Automatic Style Definition


Microsoft Word 97 makes using styles much easier. Microsoft Word 97 automatically creates styles as a user formats a document. Thus, users are able to get all the benefits of using styles without having to manually create them. For example, if a user types in a one-line paragraph at the top of a document, centers it and applies some formatting to it, such as bold or italics, Microsoft Word presumes the user is creating a title and automatically creates a new Title style. 


Automatic Style Updating


Selecting the auto update checkbox on the style dialog box ensures that Microsoft Word will automatically propagate changes to a style across the entire document. Users need only make changes once in one place and Microsoft Word does the rest of the work.


�
Easier Text Reuse


Word’s AutoText command bar simplifies document creation by offering users context-sensitive content drawn from predefined AutoText entries and a user’s previous work. 


Microsoft Word 97 filters AutoText entries and displays only those relevant to the content of the user’s document. For example, if a user selects closing text such as “Sincerely” and clicks the AutoText drop-down menu in the command bar, Microsoft Word automatically filters the available AutoText list to closing text only. 


�


Create new AutoText entries simply by selecting the text and clicking the New button.


�


�


�
AutoText entries can also be inserted from the Header and Footer command bar. Microsoft Word ships with common AutoText entries for headers and footers such as “Last Saved by,” “Page X of Y,” and “Filename.”
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Microsoft Word 97 ships with approximately 50 predefined AutoText entries.


Bullets and Numbering


Microsoft Word 97 has revamped its bullets and numbering engine to address user needs ranging from simple numbered and bulleted lists to powerful, multiple-level lists that are common in legal documents. 


The new Bullets and Numbering dialog box creates one central location to initiate or modify bulleted or numbered lists. Heading numbering is integrated into this dialog box so that users can create single- and multiple-level lists from one place. 


�


�
In Microsoft Word 97, automatic numbered lists can contain a table, non-indented paragraph or page break between any of the list elements. This means users are able to continue sequentially numbering a list even if a table, paragraph or page break has been inserted in the middle of a numbered list. Microsoft Word 97 is smart about guessing when a list is a continuation of a previous list or a new one. Microsoft Word 97 automatically scans back to find the last numbered paragraph so it can continue the sequence. Users who do not want continuous numbering, can easily override the sequence by backspacing and typing a new number, or choosing the Restart Numbering option in the Bullets and Numbering dialog box. 


Microsoft Word 97 introduces a new field, LISTNUM. This field can be inserted anywhere within the text of a paragraph and gives users in-paragraph numbering such as: this is an example of (a) intuitive design, (b) powerful numbering, (c) user benefits. These fields are updates dynamically like the AUTONUM fields in Microsoft Word 6.0 and Microsoft Word 95.


Templates and Wizards


To get users up and running quickly, Microsoft Word 97 includes document wizards and templates. In Microsoft Word 97, wizards are easier to use, more flexible, and fully integrated with the Office Assistant.


Microsoft Word 97 includes wizards for creating letters, memos, faxes, agenda, awards, calendars, newsletters, pleadings, and resumes. Wizards have been updated to provide more flexibility. For example the fax wizard now includes creating a fax, attaching the cover sheet to a document, and sending a fax. 


�
Updated visual design modeled after subway maps shows the user what’s coming up and lets the user jump to specific points in the wizard.


�


Integration with the Office Assistant provides users with help even after they have completed the wizard.


�


�
IntelliMouse Integration 


With the new Microsoft IntelliMouse, Microsoft Word users can navigate more easily around their documents. With the IntelliMouse, users can set their document to scroll automatically.


Usability Improvements


Microsoft Word 97 contains a number of subtle but important improvements as a direct result of extensive usability testing and product-support feedback. More than 24,000 hours were spent usability testing Office 97 and over 3,000 product support calls for Microsoft Word 95 were tracked so Microsoft could fix areas in which users tended to have difficulty. 


Ruler ScreenTips   Tips now appear for tab stops, indent, column, and table adjusters which makes it easier to manage the layout of a document.


� EMBED PBrush  ���


Smarter disabling of character formatting   If the user selects text and applies formatting, such as bold or italics by clicking on the Bold or Italics toolbar button, Microsoft Word 97 automatically turns off the formatting once the user clicks outside the selected text. 


No more accidental deletion of section breaks using backspace   Usability testing showed that users tend to use the backspace key to navigate through their documents. In Microsoft Word 97, backspace acts like a left arrow key. Section breaks are deleted by using the delete key or by selecting the entire section break and backspacing over it. 


Tabs as indents   Microsoft Word 95 automatically converted tabs inserted in the first line of paragraphs to first-line indents and tabs inserted in the second line to full paragraph indents. Microsoft Word 97 has made tabs as indents even more flexible. 


Tabs in Microsoft Word 97 are proximity based. Therefore, if a user inserts a tab, Microsoft Word first checks the significant left edges of the surrounding paragraphs, including numbered paragraphs. If it finds an indented paragraph above the tab, it automatically assumes the indentation of that paragraph, thus ensuring that the text lines up correctly. 


If the user has an embedded tab in the first line of a paragraph and hits tab in the second line, Microsoft Word 97 creates a hanging indent that matches the margin of the embedded tab. This is convenient for creating resume-like layouts.





AutoSave becomes AutoRecover   In Microsoft Word 97 AutoSave has been renamed AutoRecover to eliminate user confusion on the results of the operation and ensure that users do a full file save instead of relying on AutoSave to do it for them.�



Recovering Corrupt Files   Microsoft Word 97 has a more robust file format and improved recover scheme that greatly reduces data loss. Microsoft Word 97 contains a corrupt-file converter that allows users to recover, at the very least, the text of their documents. 


�
Easily Collaborate and Share Information on the Desktop and the Web


The rapid adoption of e�mail and the use of the Web to communicate has created new opportunities and challenges for users. Gone are the days of creating documents that are only viewed on paper. Today, users create documents for a variety of mediums and need the flexibility to save those documents as either Microsoft Word or HTML files. The rise of documents, which are distributed, reviewed, and edited online, means that users need tools that not only help them quickly navigate to relevant information, but allow them to easily read and edit documents online. In Microsoft Word 97, Microsoft gives users the tools they need to create, collaborate and view information in an increasingly connected world. 


Online Layout View


Microsoft Word 97 provides a new online layout view that is optimized for on-screen reading. What works best for reading physical printed pages is often different from what is best for reading online. For example, it is useful to see recurring headers and footers on printed output, but not as useful in the online case. Online Layout View is tailored to provide the best screen display of documents.


�
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Online Layout View restricts column width to display an average of 66 characters per line. Research shows that optimal line width for legibility is approximately 60 to 70 characters per line. The fixed column width also aids online authoring since it guarantees a constant line width across various displays and platforms.


�
Typically, font size is optimized for printed output and is too small to read comfortably on the screen. In Online Layout View, fonts are scaled to be at least 12 point to make documents more readable online. 


Online Layout View lays out pages based on a new virtual page size that, in turn, is based on the document window size. The page is designed to preserve 66 characters per line at the best font size. Page breaks are not indicated on the screen but Microsoft Word creates constant width margins to make the online page easy to read.


�
Document Map


The Document Map in Microsoft Word 97 allows users to easily navigate around documents. A split screen displays a hyperlink outline of a document on the left pane while the right pane contains the document text. The Document Map gives users one-click access to the points of interest, and serves as a “you are here” road map. 


�


Navigation Tools


Microsoft Word 97 combines the intuitive navigation of the scroll bar with the power of the Find and Go To dialog boxes. Microsoft usability tests showed that users are comfortable navigating through their documents using the scroll bar, yet the scrollbar is not optimal when users are reviewing long and structured documents. 


�


�
Microsoft Word 97 contains a Document Browser accessible from the scroll bar. The browser lets a user choose an element to navigate by. For example, if a user needs to review all the tables or pictures in a document, the user clicks the table button in the browser. When the user clicks the previous or next buttons, Microsoft Word automatically goes to the previous or next table in the document.


Users can browse by page, section, comments, footnote, endnote, field, table, picture, and headings.


Reviewing Toolbar


Microsoft Word 97’s new toolbar makes online reviewing easier. The Reviewing toolbar gives users instant access to common reviewing commands.


�


�
Versioning


Versioning allows users to maintain a working history of the document. With Versioning, users can go back in time and see who made what changes to a document on various dates. 


�


Comments about what was changed can be written and saved with each version.


Documents can be marked to automatically save a version at the end of every session. 


All the versioning information is stored within the document so users are not rquired to maintain and track multiple copies of the document. In addition to saving disk space, this makes managing versions easy.
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�
Merging Documents


Microsoft Word 97 allows users to consolidate all changes or rewrites from different authors in one easy step. Instead of making the user manually merge documents by copying and pasting changes across several documents, Microsoft Word 97 lets the user choose multiple documents and seamlessly merge the changes back to the original document. Microsoft Word 97 tracks and merges not just text changes, but also formatting changes.


In-Place Comments


When users review printed versions of documents, they often fill the margins with comments. Similarly, users reviewing documents online also want the ability to write comments. With Microsoft Word 97, users are now able to write and read comments when reviewing documents online. 


�


Each comment can now be read in context and includes the full name of the reviewer; a light-yellow shading of text indicates comments to the text.


To bring up the comment, users hover or click the Next Comment icon.


�
Track Changes


Microsoft Word 2.0 introduced revision marking to support online review and tracking of changes. In Microsoft Word 97, Microsoft made further enhancements to revision marks and also changed the feature name to Track Changes to facilitate discovery, and more closely match the way users talk about editing documents. 


Track Change tips tell users the date, time, and type of changes made, and appear when users hover over changes. 


�


Edits are seen on a per-word basis instead of a per-character basis. For example, old way: Tiom. New way: Tim Tom.


Numbered lists are revision marked.


Deletions are indicated with special characters such as ^ or #. 


Formatting changes such as bold and italics are revision marked.


Fields are no longer automatically updated and revision marked.


Page Numbers do not get revision marked.


�
Portable Documents


In the past, when a user opened an existing document on a different machine, the layout and font of the document could be different. With Microsoft Word 97, no matter what machine a document is opened on, it will always look the same.


Microsoft Word 97 maps the layout of a document to a virtual device instead of the printer a user is connected to. This prevents repagination when a document is opened on a different machine and guarantees that a carefully crafted one�page document will not spill into a two-page document.


Microsoft Word 97 improves its logic for choosing which font to substitute by using the PANOSE™ font matching system. Microsoft Word now includes the PANOSE number in the font table and uses the PANOSE matcher to find the best available match based on the installed fonts.


Microsoft Word 97 makes font embedding less costly to the user in terms of file size by always compressing embedded fonts. In addition, Microsoft Word subsets embedded fonts so that only the characters or styles used in a document get embedded instead of the entire font. 


WordMail Improvements


WordMail, one of the key technological innovations in Microsoft Word 95, is extended in Microsoft Word 97 to include new functionality and integrate seamlessly with both the Microsoft Exchange e�mail client and Outlook. WordMail allows users to use Microsoft Word as their e�mail editor, thereby allowing users to take advantage of the functionality and familiarity of Microsoft Word when composing e�mail messages. 


WordMail scans a user’s messages for text patterns that match Internet addresses, such as www.microsoft.com, network addresses, such as \\server1\sharename and e�mail addresses, such as username@company.com, and automatically converts them to live hyperlinks. 


�
Microsoft Word 97 automatically detects if a message contains a long conversation thread and, using AutoFormat, picks out the sender of each message and displays the sender’s name in the Document Map. With the Document Map, users can go directly to comments made by any user without having to scroll or page down through the entire message. 
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WordMail allows users to right-click a name anywhere in a message and use the “Who Is” command to bring up address book information about the person. This eliminates the need to go to the address book and type in the person’s name to get more details.


WordMail automatically formats plain-text WordMail messages making it easier to follow message threads by stylizing headers and indenting message threads.


�
WordMail automatically hides plain text prefix formatting often found in threaded messages and replaces it with color and indents. For example, “>>” is often used as a prefix to indicate an “original” message. When a user of WordMail receives a message containing these types of embedded prefixes, Microsoft Word hides that formatting and instead, displays the hierarchy by varying the indentation and color of each message. The indentation and color is proportional to the number of prefixes.


�


�



�


WordMail automatically scans a user’s incoming messages for extended characters that are not mapped correctly to ASCII, such as “=” and replaces them with the corresponding ANSI character therefore, users do not see garbage in their messages.


Hyperlinks and Web Toolbars


Microsoft Word 97 now allows users to utilize the navigation paradigm of the Internet to create rich Webs of hyperlinked documents. 


The Web toolbar, shared by all Office applications, allows users to navigate between documents using the navigational paradigm of the Internet.


See Chapter 1: Microsoft Office 97 for more information on the Web Toolbar.


With AutoHyperlinks, Microsoft Word automatically recognizes and resolves UNC path names and URLs to live hyperlinks.


��



Hyperlinks can be inserted using the Insert Hyperlink, Copy/Paste Hyperlink, or by using drag-and-drop. 


�


Cross-references are inserted as hyperlinks.


FindFast Web Query


Microsoft Word 97 integrates FindFast search technology to allow uses to instantaneously retrieve various Microsoft Office or HTML documents from a corporate Intranet, individual PCs or the Web.


See Chapter 1:Microsoft Office 97 for more information on the FindFast Search technology 


Web-Page Authoring


In Microsoft Word 97, Internet Assistant is built directly into the product. In addition, Microsoft Word 97 extends Internet Assistant’s functionality to allow users to create sophisticated and powerful Web pages without having to learn HTML. Microsoft Word 97 supports the following HTML tags: 


Cool backgrounds   Users can create visually appealing and compelling documents using Word’s new background colors and textures. They can choose from two dozen built in textures or create custom textures using OfficeArt.


Bullets   Microsoft Word 97 extends bullets to create graphically rich bullets designed specifically for HTML documents. 


�


�
Horizontal lines or rules   Microsoft Word 97 extends its built-in borders and shading functionality to create colorful and graphical horizontal lines designed for HTML documents. 


�


A new Horizontal Lines dialog box, accessible from the Insert Menu, allows users to choose from a variety of colorful horizontal line images. 


A new toolbar button on the formatting toolbar gives users quick access to the last-selected line style.





Pictures   Users can insert pictures in a Web page using the same insert picture dialog box that is used with a standard Microsoft Word document. 


Microsoft Word 97 automatically converts and compresses graphics and OLE objects to JPEG or GIFF images.


Microsoft Word 97 allows graphics to be hyperlinks.





�
Video   Users can use the same insert picture dialog box to add video clips, and decide when and how long the video clip will play. 


�


Sound   Microsoft Word 97 gives Web-page authors a background sound control so users can specify the sound file and the number of times to play it. 


�


Marquee text   Marquee text allows users to create a banner of text that scrolls across the screen. The animation, direction, speed, background color, and size of text is all controlled by the user. 


Blinking text   Blinking, another popular text-animation effect, can be added to Web pages using the text animation dialog box. 


HTML forms   Microsoft Word 97 provides a consistent approach to forms design regardless of whether users are creating forms in a standard Microsoft Word document or a HTML document. Microsoft Word 97 provides users with the following form types and buttons. 


Checkbox, Password Control, Radio button, Text box, List box, Select Dropdown, Select Text Area, Control Submit button, Image Submit button,and Reset button.


�
Animated Text Properties


Animated text helps make users’ documents come alive. With animated text, users can make their text blink, march, shimmer or sparkle. Text animation is purely for online use and is not visible in printed documents.


�


Background Picture Rendering


Microsoft Word 97 provides an optimal online browsing experience by rendering pictures in the background. This allows the user to browse through text and other document elements without waiting for the entire document to be downloaded.


Compressed Graphics


Microsoft Word 97 now automatically compresses pictures and graphics inserted into documents. In addition, Microsoft Word natively stores JPEG images and converts all raster formats to PNG, a new compressed format. 


�
Web Page Wizard


To get users up and running quickly, Microsoft Word 97 includes a Web Page Wizard, which allows users to select the type and style of the page they want to create. The Web Page Wizard provides users with content and design help so that they can successfully create a visually compelling page that effectively communications the information they want to share.
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Web templates exist for the common types of Web pages users create such as a personal home page, an information-request page and a forms-based page (e.g., a merchandising page). 


Microsoft Word 97 includes eight predefined styles that users can chose from when creating their Web pages. 


Online Content


In addition to the built-in collection of Web-specific elements, users of Microsoft Word 97 can access the Microsoft Web site to choose from a larger collection of Web-authoring templates, images and tools. 


Online ClipArt collection   New backgrounds, bullets, buttons, icons, horizontal lines, video files and sounds will be posted on the Microsoft Web site for users to download. 


Online templates   New Web templates created by Microsoft will be posted on the Web site for users to download when creating their Web pages.


�
HTML Tags Supported


Microsoft Word 97 provides WYSIWYG support for authoring Web pages with commonly used tags such as tables, fonts, graphics, blinking text and background sound. More than 80 HTML tags are supported in Microsoft Word 97. The supported tag set is updated on an ongoing basis, and Microsoft Word automatically prompts the user to download support for new tags using the AutoUpdate Web tools feature described below.


Auto-Update Web Authoring Tools


Microsoft Word 97 periodically checks the Microsoft Word Web site for updates of the Web authoring tools and alerts users about newer versions. Users have a choice of automatically updating their Web authoring tools using a self-extracting setup package or declining. In addition, users can manually check for updates by going to Tools, Auto Update.


Microsoft Word Viewer


Introduced in 1995, the Microsoft Word Viewer is a no-charge freely distributable program that lets anyone view or print Microsoft Word documents. With more users sharing documents, the need for a tool such as the Viewer has increased. 


�
Produce Professional Results


As word processors have become the standard tool for document creation and users have become more comfortable with the technology, users increasingly want to be able to easily create professional looking documents. The type of documents users want to create has expanded beyond simple letters and memos to more complex reports, newsletters, and catalogs. Users are at the point where they want tools that make it easy to create powerful and professional looking documents: a desire that is heightened by the fact that the documents they create are often the first impression a potential customer has of them. 


Table Drawing Tool


Microsoft Word 97 redefines the way users create tables by allowing users to use the equivalent of a pencil and an eraser to draw tables of any size or shape directly in their documents. Users can seamlessly create tables of varying row heights and column widths without ever having to access the Cell Height and Width dialog box. The table drawing tool allows users to create tables to fit any type of data needs. 


The table drawing tools are accessible from the Tables and Borders toolbar and from the Table menu.


�
Users can select the Table Pencil to draw any size table, column, or row directly into documents. They can use the pencil to add new cells, rows and columns of varying heights and widths. 


�


Using the eraser tool, users can easily remove unwanted cell divisions and thereby merge text in adjacent cells. 


New Table Functionality 


Tables and Borders toolbar   Based on usability testing, Microsoft found that most users think of tables and borders together, so the toolbar was modified to include both tables and borders. 
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Vertical cell merge   Microsoft Word has always had horizontal cell merge. Now with Microsoft Word 97, users can vertically merge cells. Users can select two cells in a column and vertically merge them by using either the Merge cells toolbar button or by erasing the cell division with the eraser tool.


�
Vertical text direction   Text can be rotated 90 degrees to flow vertically in table cells, text boxes, and frames. 


�


Vertical alignment   Text can be placed either in the top, center or bottom of a cell. The same alignment toolbar buttons automatically adjust to allow vertical text to be aligned left, center, or right within a cell. 


In-Table row resizer   Users can easily adjust the height of any row or the width of any column by simply grabbing the row or column border and moving it up or down.


Even row and column distribution   Users can easily align a range of cells using either the Distribute Columns Evenly or Distribute Rows Evenly toolbar buttons. For users who have difficulty drawing evenly spaced columns or rows when creating tables with the table drawing tool, these buttons are especially useful. 


Table alignment   Users can change the alignment of an entire table within a document by selecting the table and then clicking on either the left-, right-, or center-alignment buttons. 


�
Text Wrapping around Irregular Objects


One of the most frequent requests from users who routinely create newsletters, is the ability to wrap text around objects of any shape and size. Microsoft Word 97 provides users with greater flexibility in laying out their documents and wrapping text around objects. 


Microsoft Word 97 provides users with several different wrapping styles to chose from. 
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Text can be wrapped around any shape or picture.


Pictures can be dragged and dropped anywhere in a document and the text will automatically adjust and wrap around the picture.


The distance from the picture to the text can be controlled by adjusting the top, bottom, left, and right text boundaries.


�
Linked Textboxes


Microsoft Word 97 now provides the ability to link several textboxes for discontinuous story flow across pages. Newsletters and magazines often contain articles that span multiple pages. Linked textboxes in Microsoft Word 97 allow users to accomplish this activity using a simple interface. 


To link two textboxes, users can right-click the textbox and choose Create Link. This changes the mouse pointer to an upright pitcher. By moving the cursor to another textbox, the cursor turns into a pouring pitcher. Users can click to link the textboxes. Once two textboxes are linked, text that overflows from the first textbox will appear at the top of the second one. 


�


Any number of textboxes can be linked in any direction. 


Textboxes Replace Frames


Microsoft Word 97 replaces frames with textboxes. Frame information contained in older documents, however, is still maintained in Microsoft Word 97. Microsoft recommends using textboxes for several reasons: 


In Microsoft Word 97, textboxes are implemented as drawing objects in OfficeArt. Therefore, they have all the capabilities of OfficeArt such as shadows, 3D effects, fills, backgrounds, rotation, sizing and cropping. 


Textboxes can be linked to allow for continuous story flow across multiple pages.


OfficeArt


Microsoft Word 97 fully supports OfficeArt, the new drawing tool set shared by all Microsoft Office applications. 


See Chapter 1: Microsoft Office 97 for more information on OfficeArt.


�
Border Styles


Microsoft Word 97 now has more than 150 border styles to customize the look of documents. These include 3-D styles and several publishing-oriented styles that allow multiple line borders, which are especially popular in professional documents.


Page Borders


Microsoft Word 97 makes it possible to put a border around each page in a document. In addition to the 150 new border line styles, Microsoft Word 97 ships with over 150 art styles from the fun Border Art included in Microsoft Publisher.


A unique border style can be created for each page. 
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Headers and footers can be included or excluded within the border. 


Placement of borders is flexible. Microsoft Word 97 contains an Offset control that allows users to chose the offset for their borders. The offsets can be relative to the edge of the page, as with decorative paper or relative to text, to give a bordered text look. 


A different border style can be used on the first page. This is particularly useful in newsletters and cards in which a user wants the cover page to have a distinct look relative to the rest of the pages.


�
Like Microsoft Excel, Microsoft Word 97 has a drop-down palette on the Tables and Borders toolbar that provides users instant access to multiple border options. The borders palette can be torn off to create a floating borders palette.
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Text Borders, Shading and Font Effects


Text borders   In addition to applying borders around paragraphs, Microsoft Word 97 allows borders within paragraphs. Any of the border styles can be applied to pieces of text within a paragraph. 


�


Text shading   Similar to applying shading to paragraphs, shading can now be applied to selected text within a paragraph. Any shading color or gradation can be applied. Since shading is a character property, it can be included in style definitions. The shading will print in color on a color printer, otherwise, it will appear in shades of gray.


�


Scale character   This feature allows users to compress or expand the character widths using either preset percentages or a custom setting. 


Double strikethrough   A frequently requested feature, Double Strikethrough is similar to the current Strikethrough option, and strikes through text with a double line. 


Font effects   Microsoft Word 97 has new fonts such as outline, shadow, emboss and engrave. In addition, Microsoft Word 97 matches the formatting choices offered in PowerPoint 95, ensuring that users never lose any formatting when they bring in text from PowerPoint.


Find and Replace All Word Forms


Microsoft Word 95 introduced linguistic technology to understand the meaning of words and their different forms. In Microsoft Word 95, a user could replace the word “saw” with the word “hammer,” and Microsoft Word would then change not only “saw” to “hammer,” but also “sawing” to “hammering” and “sawed” to “hammered.” 


�
Microsoft Word 97 goes a step further and provides users with choices for possible replacements in case the default choice is not ideal. Microsoft Word 97 lets a user pick from a drop-down menu and eliminates the need for users to identify and type the replacement. 


�


�


�
Improved Word Count


Microsoft Word 97 now provides character count with and without spaces. 


�


Envelope and Label Improvements


Microsoft Word 97 has made key improvements to make labels easier to find and use: 


Microsoft usability testing showed that users often look under File New to get started with the label and mail-merge process. In Microsoft Word 97, labels are accessible from File New through a new wizard called Mailing Labels.


Multiple Custom Labels   If a user creates custom label sizes and sets up definitions for these unique labels, these custom labels can now be easily saved. 


�
In Microsoft Word 6.0, all label parameters, except page size, could be adjusted. Microsoft Word 97 adds a Page Size control.


�


�
Smarter Cross-Referencing 


In Microsoft Word 97, new functionality has been added to cross-references. 


�


In Microsoft Word 97, it is possible to create a cross-reference to a paragraph number from another paragraph such as “See I.1.01(a) for more details.” The cross-reference dialog box has been modified to include a reference type of Numbered Item which lets users create relative or absolute references to paragraph numbers.


Users can automatically add “above” or “below” to a cross-reference for example “See I.1.01(a) below” If the referenced paragraph moves, Microsoft Word 97 automatically updates the position when the document is saved.


Cross-references are implemented as hyperlinks, so if users are reviewing the document online, clicking on a cross-reference takes them to the referenced text and the Web navigational toolbar pops up to provide easy navigation between sections.


Master Document Improvements


In Microsoft Word 97, master documents have been redesigned to improve navigation and performance. Each subdocument appears as a hyperlink, making it easy to find and navigate to specific documents. In addition, master documents open with all subdocuments collapsed and closed, thus speeding up file operations and navigation.


�
A Great Member of the Office Family


During the last three years, the percent of Microsoft Word sales attributed to suite sales has grown more than 200 percent. Such dramatic growth indicates the importance of making Microsoft Word not just a great standalone product but also a well integrated and consistent member of the Office family. One of the primary motivations for purchasing a suite is the ability to share data and leverage learning across the applications. Microsoft Word 97 continues to focus on ensuring that Microsoft Word is consistent and well integrated with the rest of Office. In Microsoft Word 97, more than 50 percent of the code is shared across all the Office applications. 


Redesigned Dialog Boxes


The dialog boxes in Microsoft Word 97 have been modified to increase consistency with the other Office applications and to better support the look of the Windows 95 operating system. Changes include a new dialog box font, proportional tabs, etched separator lines and sentence style capitalization.


Integration With Outlook


Microsoft Word integrates with Outlook, the new task and desktop information manager included in Office 97, to make it easier to work and manage documents. 


Event journaling   Outlook automatically tracks file operations, such as save and print in the user’s personal work timeline, making it easy to track completed work. Users can take advantage of this by enabling event journaling in Microsoft Word. 


Create Outlook tasks   From within Microsoft Word 97, users can create an outlook task to remind them to review a document later. Outlook creates the task with the document attached so it is easy to find and review the document. 


WordMail integration   Outlook allows users to use Microsoft Word as their e�mail editor. 


Mail Merge integration   The Outlook contact manager is integrated with Microsoft Word, allowing users to access this information when doing a mail merge or addressing letters. 


Present It


Using the Present It feature off of the File/Send To menu, users can turn their Microsoft Word documents into PowerPoint presentations with one click of the mouse.


�
WordPerfect Compatibility


Microsoft Word 97 continues to make conversion to and from WordPerfect easier than ever with high-quality document converters and compelling features.


Microsoft Word 97 includes improved converters for WordPerfect 5.x �and 6.x.


Microsoft Word 97’s support of document management and indexing, irregular text wrap around objects and page borders help make conversion of WordPerfect documents smoother.


Performance


In Word 97 performance was treated as a feature and significant architectural changes were made to deliver on this goal. From the beginning of development, benchmark tests were run to monitor performance on a wide range of everyday tasks from starting Microsoft Word to navigating through complex documents with many graphics, tables and embedded ActiveX (or OLE) objects. 


Loading Microsoft Word 97 on a PC with a 486 33 MHZ processor and 8 MB of RAM is faster than loading it on Microsoft Word 95. 


Changes made to the file format allow information to be saved in a single pass instead of multiple passes. This change not only makes file saving faster but also results in a more robust save since all information is saved at once. 


Microsoft Word 97 takes advantage of the multi-threaded operating system and implements background saving as a separate thread, allowing users to continue their work uninterrupted.


Architectural changes made to the file format in Microsoft Word 97 result in improved performance editing, printing and navigating of documents with embedded OLE objects. No matter how many embedded OLE objects are in a document, scrolling speed, printing and editing are unaffected. 


An enhanced bullets and numbering engine in Microsoft Word 97 makes scrolling, editing and displaying bulleted and numbered lists in long documents significantly faster than in Microsoft Word 95. 


Microsoft Word 97 no longer repaginates the whole document when users switch between views but repaginates when changes have been made.


Right Drag-and-Drop Support


Microsoft Word 97 integrates with the Windows 95 shell to give users additional drag-and-drop choices via right drag-and-drop. 


Right-drag text within Microsoft Word and across documents   When right dragging text within a document, users have the option of moving, copying, or creating a hyperlink to the text. When right-dragging across documents, users can copy, create a hyperlink or create a shortcut, which is displayed as an icon similar to shortcuts in the Windows 95 shell.


�
Right-drag a file into Microsoft Word   Right-dragging a Microsoft Word file from the shell or from a file container such as the File Open dialog box and dropping it into Microsoft Word allows users to copy the file contents into Microsoft Word. For files created in another application, Microsoft Word allows users to create a hyperlink or shortcut to the dragged file. 


Macro Detection 


Microsoft Word 97 contains a built-in tool that automatically checks for macros when a user opens a document. If Microsoft Word finds macros, it alerts the user to their existence and provides the user with the option of disabling the macros before the document is opened. 


Document Management


Microsoft Word 97 supports the Open Document Management (ODMA) API, which allows Microsoft Word to be opened directly from and saved to third�party document management systems.


Improved Encryption Algorithm


Microsoft Word 97 supports 40-bit RC4 encryption of password-protected documents, which is the strongest exportable encryption.


Visual Basic for Applications 


Microsoft Word 97 now supports Visual Basic for Applications, a full-featured professional programming language. In Microsoft Word 97, Visual Basic for Applications replaces WordBasic. The existence of Visual Basic for Applications across all the Office applications means developers only need to learn one way of programming and can apply their learning across all the Office applications.


Backward-Compatibility Through Macro Converter


When opening a template containing WordBasic macros, Microsoft Word automatically converts all macros into Visual Basic for Applications. 


Macros Stored in Templates or Documents


In Microsoft Word 97, macros can be stored within documents, which eliminates the need for developers to provide users with both a template and a document when creating custom solutions. 


Professional Development Environment


Microsoft Word supports Visual Basic for Applications and its Visual Basic Integrated Environment to allow Office developers to create powerful custom solutions.


See Chapter 1: Microsoft Office 97 for more information on Visual Basic for Applications in the Microsoft Office suite.


�
The Microsoft Word Object Model


Microsoft Word 97 has an object model that describes the functionality of Microsoft Word. As a result of having an object model, Microsoft Word is programmable from other applications using ActiveX (formerly OLE) Automation. In addition, the object model provides developers with great programmatic access to Word’s feature set, directly from within Visual Basic for Applications. Features that require programmers to access dialogs can now be accessed directly using the comprehensive object model.
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�
Event Model


An event model allows developers to write code that “listens” for a particular event and then executes code when that event occurs. Microsoft Word 97 has a unified Visual Basic event-handling model for programming controls and document events. The same model is used for both programming controls on documents and sheets and for programming controls in a custom dialog box.


Support for ActiveX 


Microsoft Word 97 allows users to create active documents, using ActiveX Controls. Microsoft Word 97 supports the insertion of these controls not only on Forms3 dialog boxes but also directly into Office documents. ActiveX Controls enable users to create fully programmable Microsoft Word documents and forms with enhanced capabilities for online viewing.


See Chapter 1: Microsoft Office 97 for more information on Microsoft Office support for ActiveX.


Unicode and Multilingual Support


Microsoft Word 95 enabled automatic font and language switching when the keyboard changed, allowing multilingual text in a document and in several dialog boxes. Microsoft Word 97 provides greater support for multilingual documents making it even easier to create and display documents that contain text in a variety of Pan-European languages. In Microsoft Word 97, users can also view documents created in Far East language versions of Microsoft Word in the English language (U.S.) version of Microsoft Word.


Keyboard switching   When users switch to other language keyboards, Microsoft Word recognizes this and switches to the appropriate language fonts. Switching keyboards also triggers language property switching in Microsoft Word 97 and proofing tools, which are based on language properties automatically switch to the appropriate language. 


Support for new “Pan-European” character set   Microsoft has defined a new “Pan-European” character set standard, Windows Glyph List 4 (WGL4), that contains 652 characters required in Western, Central, and Eastern European writing systems, and Greek and Turkish. The WGL4 character set covers several major codepages. Before WGL4, users typing characters in English, Cyrillic, and Greek had to select three different fonts, Times New Roman, Times New Roman Cyrillic, and Times New Roman Greek, in order to access all of the characters. Now, users can load a single WGL4 font and change codepages as needed. 


Multilingual text support in dialog boxes   In Microsoft Word 97, users can edit and display multilingual text across localized versions of Microsoft Word.


Open multilingual documents in localized versions of Microsoft Word   Microsoft Word 97 correctly displays text created in localized versions of Microsoft Word if the appropriate fonts are installed on the system. This means a Japanese document can be opened and viewed in a English language (U.S.) version of Microsoft Word if the correct fonts are installed. The only exception to this is for bidirectional versions such as Hebrew and Arabic.


�
Copying/Pasting Unidcode Text   Greek, Cyrillic or any Pan-European text can be copied and pasted from the English language (U.S.)version of Microsoft Word into a Microsoft Excel spreadsheet. 


Sorting   In Microsoft Word 97, users can set the language on which to base the sort of their text. For example, a Hungarian double letter such as “cz” sorts correctly in the English language (U.S.) version of Microsoft Word when the sorting language is set to Hungarian.


Insert Symbol   All 652 characters in Pan-European languages can be accessed in Microsoft Word 97 by changing the font subset in the Insert Symbol dialog box. For example, switching the subset to Cyrillic for the WGL4 version of Times New Roman brings up all the Russian characters in the dialog box.
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