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Intranets apply the simple but powerful navigation paradigms of the Internet to corporate LANs. Intranets help users to seamlessly share and analyze information, collaborate more effectively and easily find information.

On the Internet, there are relatively few people who create content for a very large audience. Publishing is their business and cool presentation is their product, so they are willing to invest the time and effort it takes to learn and use specialized tools. In contrast, most users on intranets are not “webmasters”, but rather business users who need to create and analyze information. Presentation is important but secondary. Their goal is to get their job done.

The true value of an intranet, however, lies in the relevance and quality of the information it contains. Users must be able to create information for the web as easily as they do today for printing. If it is difficult to publish to the web, the average user will not use it. When users have access to current, relevant information, the usefulness of the web increases.

With Office 97, we’ve incorporated web functionality based on Internet standards into each application to enable end users to take full advantage of intranets. We combine the best of the web with the best desktop productivity tools to provide an easy way for users to go beyond simple viewing and help create, edit, and analyze information for effective communication.

�Customer Research

While conducting research at hundreds of customer sites, we identified a number of common scenarios relating to the consumption and distribution of information. Underlying each scenario was the realization that the primary product for most information workers is often delivered in the form of memos, proposals, budgets, financial analysis, product presentations or customer service and support documents. Each requires some combination of content creation, analysis, data access, collaboration, and publishing.

Content Creation

Easy to Use Tools   End users need to have easy to use applications that help them get their job done quickly and efficiently. In addition, these tools must be adept at integrating data from other desktop applications as well as the rest of the enterprise.

Frequent Updates   Some documents, by their very nature, require frequent revisions and updating. Some examples include a list of products and prices, business plans, or design specifications for a new product under development.



Analysis and Data Access

Financial Analysis   Once information is created, it is analyzed in many ways. It may be re�used in additional published information or in making business decisions. For example, a sales report that is published by the finance department may be used by marketing for deciding what market to target next. Thus, the tools need to be powerful and flexible for a wide array of user needs.

Powerful Relational Databases   Much of the most important information for many organizations is stored in database applications. This information has to be easily accessed by users at the desktop level for analysis and effective decision making.



Collaboration

Collaborative Authoring   Often, several authors will work together to create one document. Examples include any document that is quite long, the above mentioned product specifications, budgets, and any type of list.

Content Review   It is very common for peers or managers to review many documents before the author publishes them in a final version.



Publishing

Widespread Dissemination   Once created, there is a lot of corporate information that needs to be shared  widely within an organization such as product information, human resources policies, customer relations information, or a company phone book. Users want to use the same tools to create these documents whether one user or 1000 users will access them.

Ad�hoc Content Distribution   In addition to the traditional publishing metaphor just described, there are many situations where users will publish a document for review and feedback. This is closely tied to collaboration and content review.

�Publishing In Multiple Media Types   While many documents are still created for eventual printing on paper, many are now also being published online CD�ROM, the intranet, or on the World Wide Web. Presentations are distributed in an increasing variety of formats, such as 35mm slides, paper, presented electronically, or on the Word Wide Web via HTML or a plug�in. Users want to have one tool which enables them to publish in multiple formats.

Navigation   Once published, users spend a lot of time just locating key information and may even spend more time trying to find related documents created in other groups. This effectively limits the size of the audience for the publication.

Microsoft Office Intranet Strategy

Role for Desktop Applications

�

Information creation and consumption cycle

Within an enterprise, applications play a critical role. A communication tool like the intranet is only as good as the information it contains. How do people create that content and then how is it consumed?

Everyday users create content from scratch using their PC then they publish it for others to view, review and provide feedback. This information must be somehow published in a location where people can access it. This requires some file or information management. Once this information is distributed, others need to locate it to view or work on the document. This can be done in a web better than anywhere else, with the combination of searching and linking capabilities. 

�Once that information is located it is accessed and reviewed.  In many cases, it is then analyzed, edited or somehow modified. This in turn starts a whole new creation process. As this process continues, an organization builds the corporate memory of information and experiences. In order to efficiently accomplish this, users need tools which will enable both creation, analysis and collaboration, as well as those that view and find information.

Web technologies provide the best metaphors for finding and linking related information  The task of creating, analyzing and collaborating is at the core of what knowledge workers do every day. Today people use desktop application suites to do these daily business tasks. Moving forward, users want one tool which will enable them to do both easily.

Within an enterprise, applications play a critical role. A communication tool like the intranet is only as good as the information it contains. The heart and soul of the Intranet is up to date, relevant information. Thus, the key to a successful Intranet is to provide users with the best tools for creating and consuming information found on an intranet.

Everyday users create content from scratch using their PC then they publish it for others to view, review and provide feedback. This information must be somehow published in a location where people can access it. This requires some file or information management. Once this information is distributed, others need to locate it to view or work on the document. This can be done in a web better than anywhere else, with the combination of searching and linking capabilities. 

Once that information is located it is accessed and reviewed.  In many cases, it is then analyzed, edited or somehow modified.  This in turn starts a whole new creation process. As this process continues, an organization builds the corporate memory of information and experiences. In order to efficiently accomplish this, users need tools which will enable both creation, analysis and collaboration, as well as those that view and find information.

Web technologies provide the best metaphors for finding and linking related information The task of creating, analyzing and collaborating is at the core of what knowledge workers do every day. Today people use desktop application suites to do these daily business tasks. Moving forward, users want one tool which will enable them to do both easily.

Using HTML and Office Documents on an Intranet

We believe organizations will build Intranets that combine HTML and Office documents to create rich webs of information. With this in mind, Office 97 is designed to provide users and organizations with the same, easy to use, tools for creating HTML and Office documents.

As organizations develop their intranets they will select the specific technology that best addresses their needs. HTML provides an effective solution for broadcasting information across disparate platforms. For example, many organizations use HTML to distribute company policy manuals, directories, or product information forms.

On the other hand, native Office document formats are designed for distributing rich information that frequently changes and is developed collaboratively. For example, a team of individual contributors developing a business plan with detailed schedules and financial analysis. Features such as annotations, revision marking, versioning, and simultaneous editing are critical in this scenario.

�Office documents are optimized to enable users to perform ad�hoc analysis, with access to data that resides in multiple locations and formats across the enterprise. For example, let’s say the vice president of sales requests a quarterly sales report, but afterwards realizes she needs monthly information instead. With an HTML page she would have to request another view of the information from someone in Finance. Using a PivotTable® in Microsoft Excel instead, she could simply pivot the information for monthly data, getting the results she needs in seconds without the additional delay or work required to produce a monthly version of the report in HTML.

And to make it easier for those users on a Unix or other operating system on which Office 97 is not available, we’ve created a server side add-in for the Windows NT Internet Information Server that will convert Office documents to HTML on the fly. This means that users who have Office can open the Office document using the same hyperlink as users who do not have Office installed and who instead receive an HTML version of the Office document displayed in their browser. This functionality lets you keep Office documents in their rich interactive native formats and yet ensures that all users can access the information, without having to publish this information to the “lowest common denominator.”

We designed Microsoft Office to be flexible and robust for creating content in either Office or HTML format. Below is a summary of the differences between HTML and Office documents on an intranet and when you might use each.

Category�Requirements�HTML Documents�Office Documents��Publishing & Distribution�Widespread dissemination to peers, management and other functional groups in a timely manner.�Yes�Yes���Distribution in multiple media types — paper, slide shows, online�Limited printing options, no slide show capability�Yes���Content searching�Yes�Yes, with richer search criteria capabilities (properties)��Collaboration�Review by peers or management �No�Rich revision and versioning tools���Authored collaboratively�No�Shared Excel workbooks ����Analysis & Data Access�Rich tools for ad�hoc analysis�No�Yes. Tools like PivotTable, Charting, and Query Wizard���Easy access to enterprise data �Requires HTML programming �Yes. Built�in, easy to use interface for data access����Content Creation�Creating documents with flexible, ease to use features,�No�Yes���Must learn new tools to create content �Yes�No�����Combining Web and Office Technologies

Office 97 combines the best of the web with the best of Office creation, analysis and collaboration tools. With Office 97, we provide:

Web technology to embrace the new intranet infrastructure.

Tools to help you create and analyze content.

Tools to help you manage web documents.



Web Technologies�Office Technologies�Administrator Technologies����Hyperlinking�Easy Creation�Web Creation��Searching�Analysis and Data Access�Cataloging and Indexing Content��Navigating�Easy Collaboration�Security ����

Web Technologies

The navigation metaphor of the Internet is one of it’s greatest attractions over traditional file systems. Click on a hyperlink to go to another document. Click on a back arrow button to backtrack. Click on a forward arrow to advance, and so on. Further, it enables users to locate specific information with searching capabilities across multiple servers. In addition users can link to related sources of information that the user may have never known existed. They simply follow the hyperlink to related information. Microsoft has integrated these technologies into each Office 97 application file format so users can realize the benefits of web technologies right within Office.

�Hyperlinks

Most documents do not exist in a vacuum — they are part of a history or a group of related files. Providing hyperlinks between documents makes it easier for the reader (or author) to easily access related information. For example, the specification for a new bike might include hyperlinks to the descriptions of individual parts that make up the bike. Or, an Annual Report distributed online as a Word document could have hyperlinks to a Microsoft Excel spreadsheet containing the year end balances so users can do their own detailed analysis.

�

The Insert Hyperlink dialog is shared across all Office 97 applications

Office 97 includes a simple dialog box that is shared across all Office applications to make it easy for any user to create and edit hyperlinks. These hyperlinks can go virtually anywhere — to other Office documents, HTML documents or any file with a recognized address via fully qualified path, URLs, UNCs, or FTP. Office 97 users can attach a hyperlink to a variety of objects including: text, graphics, OLE objects, presentation slides, spreadsheet cells, and custom database form fields.

�Web Toolbar

To make it easier for users to navigate hyperlinks between documents, the Office Web toolbar is shared across Word 97, Microsoft Excel 97, Microsoft Access 97 and PowerPoint® 97 applications. The Office Web toolbar is very similar to standard web browsers with common buttons for navigating forward, backward and to the home page. A search page button lets users do full content index searching. A drop down list box allows the user to type in a URL or file location, and even tracks the most recently visited sites. Similar to the File Open dialog in Office, there is a Favorites location for easy access to your most often visited sites. Rounding out the rest of the toolbar are: one click access to creating your own hyperlinks and a button that optimizes the screen for online document viewing.

�

The Office Web Toolbar

Searching

Web Find Fast

Microsoft Office for Windows® 95 introduced Find Fast technology to perform content indexing and searching on Office documents stored on a users local hard drive or a network drive. Office 97, extends Find Fast technology with the introduction of Web Find Fast, which performs full content indexing and searching on both HTML and Office documents across an entire server or group of servers.

The user experience is similar to using an Internet search engine such as Lycos or Alta Vista. The user navigates to a search page and types in the keyword and clicks Search. This triggers the submission of the search to the server which returns the search results in an HTML page. The search page contains document properties, such as the title, author, a brief summary of the document or other standard properties. A hyperlink for each document is also provided in the list so it can be opened immediately.

In addition, administrators can easily create a catalog of saved documents at regular intervals. Users can peruse this catalog, looking for particular subjects or new documents.

Browsing

Web Browser Integration

Microsoft Office was designed to seamlessly integrate with the most common web browsers like Netscape™ Navigator, Microsoft Internet Explorer, and N.C.S.A. Mosaic™ via the active document technology (formerly called OLE documents). Active document technology enables container applications, such as a web browser, to open native Office files in�place, merging elements of both the browser and the Office application to display and “activate” the document.

�Active document technology provides users with the navigation capabilities of their web browser combined with the ease and flexibility of Microsoft Office, complete with toolbars and menu commands. For example, someone could open a Microsoft Excel worksheet with a Pivot Table and manipulate that data using all the power of Microsoft Excel, right from within the web browser.

���� EMBED Word.Picture.6  ���

Microsoft Excel spreadsheet as an Active Document in Microsoft Internet Explorer

The integration between Microsoft Office and Microsoft Internet Explorer is particularly tight, ensuring a seamless browsing experience. The products are designed with consistent toolbars, caches, favorites lists, and history.

Office File Viewers

To make it easy for all users to navigate to and share Office documents, Microsoft provides freely distributable file viewers for Word, Microsoft Excel and PowerPoint. These viewers enable users to view and print Office documents with the same fidelity as the full applications (without requiring the applications to be installed). They also expose certain application features like document views in Word, or AutoFilter in Microsoft Excel. Office 97 viewers are available for 32�bit Windows and the Macintosh®.

Easily Create HTML Content

Microsoft Office is designed to provide the flexibility to publish information in a variety of formats. Every Office 97 application provides built�in support for viewing and creating HTML. Now, users can create rich content for the Internet and the Intranet using the tools they are most familiar with. 32�bit Windows versions of the Office Internet Assistants are available for all of the Office 95 applications.

�Microsoft Access Publish to the Web Wizard allows users to move their existing LAN database solutions to their Intranet with a few clicks of the mouse. Most database forms are converted to HTML, and linked to the Access database residing on Windows NT® Internet Information Server. Users now have the ability to seamlessly, query, input, and update the data residing in the database from any browser.

Office Technologies

Easy Creation

Microsoft Office applications have consistently led the market in ease�of�use through the implementation of IntelliSense™ technology. Using IntelliSense technology, Microsoft Office applications understand the context of an end userÕs actions, recognizes the userÕs intent, and automatically produce the correct result. IntelliSense features fall into three main categories:

Automating Routine Tasks   Let Word check your spelling and grammar errors in the background as you work, or use Formula AutoCorrect to automatically correct the most common formula errors in Microsoft Excel.

Simplifying Complex Tasks   Use the Simple Query Wizard in Microsoft Access to assist you in quickly seeing just the information you want, or the Presentation Conferencing Wizard in PowerPoint to present your presentation across your network for a “virtual meeting.”

Personalized Software and Enhanced Discoverability   With the Office Assistant in all the Office applications, users are provided just-in-time assistance on Office features and are given suggestions for how to better utilize the product based on the individual user’s actions. You can even ask the Office Assistant for help using natural language phrases like “How do I publish a document to the Web?”

Publishing to the Web   Office 97 provides comprehensive web publishing capabilities, from converting Office content to static HTML, or linking a web to an Access database for dynamic information viewing and editing.

Microsoft Word – Create web pages using the special web tools built into Word then easily save them as HTML.

Microsoft Excel – Convert your Excel spreadsheet information to HTML with the Save to HTML feature.

Microsoft PowerPoint – Publish your presentation as either a series of static, linked HTML pages, or as a dynamic web presentation using the Animation Publisher built right into PowerPoint.

Microsoft Access – Publishing your Access information is easy with the Publish to Web Wizard. Access solutions can now be published to provide your users with dynamic data access solutions via the web, or you can also publish static HTML pages.



�Analysis & Data Access

Microsoft Excel, Microsoft Access and Microsoft Project, the three primary analysis tools in the Office family, have won award after award for their powerful analysis capabilities. A sampling of these includes:

PivotTable Views   Create custom reports on the fly by dragging and dropping the fields in a PivotTable. The data for a PivotTable view can come from a Microsoft Excel workbook, or any ODBC (Open Database Connectivity) database such as SQL Server, Microsoft Access, or legacy mainframe data. This feature eliminates the need for custom reports.

Web Queries   Not only can you query data from any ODBC database from within your organization, but with Web Queries in Microsoft Excel 97, you can query data hosted on the Word Wide Web. Query a database of demographic information and then analyze it in Microsoft Excel to determine if you are targeting the right market.

Relational Databases   Microsoft Access is an powerful easy�to�use database management system, allowing end users to create simple databases, and IS professionals to create full fledged database applications.

Project Management   Microsoft Project is part of the Office family of applications, using IntelliSense technology to make project management easy. Analyze how long it will take to complete a project, what affects schedule changes will have on the projected completion date, or how your resources are being used.



�Collaboration

One of the most powerful uses of the Intranet is collaboration. Office 97 provides the richest set of tools for collaboration, making it as easy as opening a document and going to work.

Shared Documents   Providing collaboration features is a common request among Microsoft Office users. Now, Microsoft Excel 97 makes it easy for two or more users to edit the same document simultaneously.

�

The Share Workbook dialog in Excel 97



However, from our customer visits, we also learned that collaboration had to be easy enough for any level of user. So all the user has to do is click a single check box to share a document or a workbook. In addition, Office 97 provides many rich tools to make it easy to track and review changes in a document, or if necessary, even roll them back to earlier versions.

Revisions   Track all changes to a file with color coded revision marks, per user. In Microsoft Excel, a color border appears around a cell, while in Word the text is a different color or has special formatting like underlining or strikethrough.

Conflict Resolution   Changes to the same exact data are tracked, giving the owner the ability to roll back changes they don’t agree with.

Merging Files   Many people distribute documents through email, and will continue to do so. With the ability to merge files, you can bring everyone’s versions back together into one file.

Review Toolbar   Use this consistent toolbar to navigate through all revisions and comments and decide which changes to accept and which to reject.

�Internet Messaging and Communication

New to Microsoft Office is Microsoft Outlook™, a desktop information manager, that’s an innovative product enabling users to organize their electronic mail, calendar, contacts, tasks, documents, and files in a single, integrated environment. Outlook also helps a user share information with others via Microsoft Exchange public folders, electronic forms, groupware and Internet connectivity.

Communication   Outlook makes it easy for users to communicate internally or externally using Microsoft Exchange Server or Microsoft Mail server. Outlook’s support for POP3 and SMTP also enables users to communicate directly over the Internet. In addition, Microsoft Outlook automatically creates hyperlinks for any URL or public folder address contained in an email message or any other Outlook item.

Group Scheduling   Outlook makes it easy to schedule meetings with everyone in your organization or even with external users on the Internet. Outlook users can also assign tasks across the Internet, and be notified automatically when any updates to the task have occurred or the task has been completed. These features extend the user’s ability to manage projects and resources beyond their workgroup on the intranet and the Internet.

Integration with Public Folders   You can publish calendars, such as company holidays or trade shows, contact lists or even project task lists in a public folder. Administrators can create specialized views of the task, contact, schedule or journal information in a public folder, and each user can also create their own personalized views of this shared information.

Workflow Solutions

Similar to Microsoft Exchange, Outlook has the ability to create forms, but, with a number of important distinctions. Using the earlier described ActiveX document technology, forms in Outlook can contain Office documents or templates. For example, a Microsoft Excel expense report template can be included in an Outlook form. The user fills out the expense report, and because it is an Outlook form, the report is automatically emailed to the appropriate person for approval and processing. Use a Word template in an Outlook form for ordering supplies and, again it will automatically email to the appropriate person(s) for approval and processing.

Instant Groupware

Microsoft Outlook provides you with Instant Groupware, or groupware that anyone can do. You can take any outlook module item, like a contact list, and make it a shared contact list simply by dragging and dropping that information to a shared Exchange Public Folder contact list. So if you know how to use an Outlook calendar, contact list or task list – you know how to create a groupware application.

Administrator Technologies

From an administrator’s point of view, one of the best things about a Web utilizing Office 97 technology is that it builds upon the infrastructure and technologies already implemented in many organizations. For example, most organizations are already using Microsoft Office and they have thousands of Office documents on network servers that leverage an existing security scheme.

�Security

One issue that concerns many organizations developing Intranets is balancing the requirements for security at the enterprise level with the free flow of information and collaboration at the desktop. Often organizations address this issue by separating their company�wide and departmental Intranets.

Typically, company�wide Intranet sites are managed by the IS department with a formal security structure, limiting most users to read�only access to information. In addition, many organizations institute formal content publishing procedures where only a select group of web masters are allowed to add or modify content on the Intranet. At the workgroup or departmental level, Intranet sites are more or less ad�hoc collections of information and documents that are being developed collaboratively. These sites are generally less structured and may not be rigorously managed by the IS department.

Web Creation

FrontPage

Designed for non�programmers, yet robust enough even for experienced Intranet site developers, the Microsoft FrontPage™ web authoring and management tool is the fast, easy way to create and manage professional�quality web sites. With easy�to�use tools such as WYSISYG editing, wizards to step you through the creation of your Intranet site, and integration with Microsoft Office, it’s never been easier to publish a Web. Microsoft FrontPage is great for creating any web site including a departmental web sites on your intranet. It’s capabilities include:

Authoring Tools   The Microsoft FrontPage Editor enables users to create and edit Web pages without knowing HTML, and it supports the latest standards. Working with graphics is easy with automatic conversion to GIF or JPEG format and the creation of hotspots with the click of a mouse. Wizards and templates help you generate entire Web sites or individual pages automatically, and even help you enforce a standard look and feel throughout your entire intranet.

Site�Management   The Microsoft FrontPage Explorer gives you intuitive views of your complete Web site. If you move or rename a hyperlink, Microsoft FrontPage will automatically recalculated all affected links. In addition, multiple team members can work on the site simultaneously.

Integration with Office 97   Include Office 97 documents in your Web site and manage them with Microsoft FrontPage the same way you manage HTML pages. Manage links between Office 97 documents, or double�click on them, and Microsoft FrontPage will launch the appropriate application rather than the Microsoft FrontPage Editor.

Client/Server Flexibility   Security features, including encryption, assigned Web access rights, and support of proxy servers insure collaboration and keep unauthorized visitors from modifying your Web site. Microsoft FrontPage Server Extensions allow Microsoft FrontPage to work with leading Web servers, or use the Microsoft FrontPage Personal Web Server to publish and test a Web site on your own PC.

�Cataloging and Indexing Content

Web Find Fast Administration

Web Find Fast is based on the Find Fast technology for performing full content indexing and searching on HTML and Office documents. The Web Find Fast indexing software runs on all popular network operating systems, such as Windows NT Server and Novell® Netware®. It can create a full content index that spans several servers, as well as an organized catalog of documents. Administrators can customize the search page as well as the frequency of index updates.

Microsoft Office Intranet Solutions

While Microsoft Office is regarded as a powerful suite of desktop applications, Office is also a very powerful, cross�platform, development environment for creating custom solutions. In fact, over 500,000 developers are creating solutions based on Office using the following technologies:

Rich object models and ActiveX Controls (formerly called OLE Controls)

Visual Basic® for Applications

OLE Automation

Microsoft Forms



These technologies work together, allowing the developer to create more powerful applications in less time. In addition, the software that users are already familiar with will be used, making Office an ideal solutions platform for Intranets.

Powerful Objects, Reusable and Programmable

At the core of Office Solutions is the functionality provided by the features in each Microsoft Office application. This functionality is fully exposed to developers through a set of rich object models. In addition, Office 97 provides rich support for ActiveX controls, which are pre�built software components that enable developers to add rich interactive capabilities to their applications as well as their web sites.

Visual Basic for Applications

Visual Basic for Applications is a shared development environment that enables programmers to create solutions with one or more Microsoft Office application. Visual Basic for Applications includes the Visual Basic for Applications language engine (compiler), a powerful editor (syntax checking, color coded syntax, automatic command completion assistance), and debugging tools. Visual Basic for Applications will be supported in every Office 97 application.

ActiveX Automation

ActiveX Automation enables developers to combine and reuse objects from off�the�shelf applications in their custom solutions. This process involves three things: a series of instructions created in Visual Basic for Applications, an application sending instructions (ActiveX Automation Controller), and an application which responds to those instructions (ActiveX Automation Server).

�Summary

Businesses around the world have been investing in personal computers, networking and training for more than a decade so that they can create and share information easily. The intranet is the another piece in the puzzle that help organizations get more out of their investment. By combining the best of the Web with the best creation, analysis, and collaboration tools, your organization will be able to reap the full rewards of an intranet. The new capabilities in Office 97 simply build on the existing infrastructure, providing an evolutionary path for to intranet solutions with revolutionary results.
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