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Unleash the Power of Your Words�Microsoft Word 97 gives you everything you need to create �professional-looking documents, communicate your ideas, and �share informationÑon the printed page or across intranets and the Internet. The innovative new tools �in Word 97 make it easy to get powerful results fast!

�When it comes to getting the word out, no other word processor is more powerful or easier to use than Microsoft Word 97.

Writing is now easier than ever.

Word 97 simplifies common word-processing tasks with built-in intelligence. By recognizing what you want to do, Word 97 quickly produces the results you need, so you get more done with less time and effort.

The new Letter Wizard structures your letter and adds dates and other information, so you can focus on the content. Word 97 suggests layouts and styles and will even insert addresses using your contact information from Microsoft OutlookTM 97Ña desktop information managerÑor another compatible application. And Grammar Check and Spell It proofread for errors in grammar and spelling as you type, so you can be confident that your writing is correct to the smallest detail.

If you need a little help, the interactive Office Assistant offers instant answers, tips, and shortcuts while you work. It makes learning or upgrading to Word 97 easy for novices and experts alike.

Make connectionsÑand make things happen.

Plug in to Word 97Õs new online tools for intranets and the Internet and youÕll be making powerful connections in no timeÑthroughout your office or around the world.

With the new Web toolbar in Word, you can search for information on the Web and make online documents richer with hyperlinks to related documents and sites. Word 97 allows you to quickly convert any document into HTML format for the Web! You can even import, edit, and save HTML files directly to Internet servers.

In addition, Word 97 gives you powerful tools for collabora-�tion, with easy-to-use features that let everyone write, review, and edit documents as a team.

�

Get professional results with less effort.

New and powerful tools in Word 97 make it fast and easy �to create great-looking documents. Draw custom tables with cells of varying sizes and shapes using the on-screen pencil and eraser in the �Table Drawing Tool. And design impressive graphics with 3-D effects, fills, and animated text using the new OfficeArt drawing tools. Full Office 97 integration means you can include text, data, and graphics from other applications to create high-impact documents.

When youÕve got Microsoft Word 97, you have everything you need to create documents that get you noticed.



Product Highlights



�The worldÕs best-selling word processor is now �better than ever.

Easy to learn and use.

Spell It: Greatly enhanced editing tools proofread for misspellings as you type and display possible corrections with a click of the right mouse button.

Grammar Check: Natural language grammar checker proofreads for grammatical errors as you type and displays possible corrections with a click of the right mouse button.

Office Assistant: Gives you interactive help, tips, and shortcut suggestions as you work. You can ask questions in your own wordsÑOffice Assistant gives you the information you need and guides you through the task step-by-step.



Learn as you work with quick answers, tips, and shortcut suggestions from the Office Assistant.

�

Save time and effort with the Letter Wizard. It formats your letter and inserts dates and addressesÑ�all automatically.



Letter Wizard: Simplifies the task of creating professional-looking letters by automatically suggesting layouts and styles for your letters, structuring the layout, and inserting dates and addresses.

Enhanced AutoFormat: Automatically adds formatting as you type, so your documents look great with little effort. It formats headings and bulleted lists, �and adjusts paragraph alignment and indentations. 

Enhanced AutoCorrect: Saves you time by automatically identifying and fixing common multiple-word typographical and grammatical errors, as well as capitalization mistakes. Plus, you can forever eliminate those troublesome spelling errors you make again and again by adding them to your AutoCorrect �list with a mouse click.
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AutoComplete: Offers text suggestions based on what you type to save you �time and effort. For example, it completes todayÕs date, days of the week, and months, and inserts frequently used text and graphics that are stored as AutoText entries.

Templates and wizards: Help you create impressive documents from the start. Word has easy-to-use templates or wizards for just about anything: letters, memos, faxes, agendas, awards, calendars, newsletters, resumes, and more.

Create professional-looking documents.

Table Drawing Tool: Provides an all-new on-screen pencil and eraser so you can easily design custom tables to fit any data. Simply draw the sizes and shapes of the cells you need.



�

Draw tables to custom fit your data as easily as you would on paper. Make columns, rows, and cells of varying sizes and shapes using drag-and-drop or the on-screen pencil and eraser.

OfficeArt: Gives you drawing tools to easily design sophisticated 3-D effects, shadows, multicolored fills, textures, and curves for impressive banners, logos, diagrams, and more.

Document Map: Offers an all-new way of viewing the information in your documents. Divides your screen into two panes, with a hypertext outline to the left and the document text to the right. The outline makes it easy to navigate between sectionsÑespecially in long documents. Just choose a section, click the hyperlink, and youÕre there.

AutoSummarize: Analyzes the content of any document or e-mail message (when you use WordMail as your e-mail editor), and creates a concise summary of the key information.

AutoStyles: Makes using styles so easy. When you format text for headings �and paragraphs, Word 97 intuitively sets up a matching style, so you can apply �it to other text in your document with just a mouse click.

Style Preview: A drop-down menu shows you the styles exactly as they will appear, making it easy to find the style youÕre looking for.



�

Make connections with the power of the Internet or intranet. 

Web toolbar: Provides the common navigational and searching tools you use �on the Web within Word.



�

Navigate between documents, files, and sites on the Net using the Web toolbar.

Save as HTML: Turns any document into a great-looking Web page by converting it to HTML formatÑthe language of the InternetÑwith the click �of a button.

Hyperlinks: Expand the scope of your documents by adding live links to other Microsoft Office files or related information on the Internet or an intranet. 

AutoHyperlinks: Simply type an addressÑwhether itÕs an Internet URL, a �UNC path name, or an electronic mail addressÑand Word 97 creates a live hyperlink automatically. 

Web Page Wizard: Gives you step-by-step assistance with content and design �to help you create sophisticated, cutting-edge Web pages without having to �learn HTML.

Collaborate and share information.

Track Changes: Makes it easy for team members to see what has changed in a document by automatically color coding and identifying changes made by other users. All changes are clearly shown, and screen tips tell you what edits were made, when, and by whom. 

Versioning: Tracks and stores all previous versions of a document in one file, making managing your documents easier than ever.



�

Manage documents from start to finish with Document Versioning, which tracks and stores all previous versions of your document in one file for fast access.

In-Place Comments: Lets reviewers add notes to any documentÑwithout altering the original text.

Reviewing toolbar: Provides a central location for reviewing, commenting on, editing, and routing documents.



�

The new reviewing toolbar gives you quick access to often-used reviewing commands �for easier online editing.

WordMail: Allows you to use Word 97 as your electronic mail editor, giving �you all of the powerful tools in Word 97 to write, edit, format, and send �your messages.

Bring it all together with Microsoft Office 97 applications.

Address book integration with Microsoft Outlook 97: Allows you to store and maintain all of your contact information in one place for quick access while �you work, whether in Word or in OutlookÑthe new Office 97 application for managing all of your tasks and information.

Integration with Microsoft Excel 97 spreadsheet: Lets you insert a worksheet �into your document with the click of a button. 

Microsoft Visual Basic¨ for Applications programming language: Makes it easy for you to build custom business solutions with Visual Basic for Applications, �the common programming language shared across other Office 97 applications: Microsoft Excel, Microsoft PowerPoint¨, and Microsoft Access database.

Present It: Converts your document into a professional-looking Microsoft PowerPoint 97 presentation with one click of the mouse.

�Make the move to Microsoft Word easily.

Seamless file conversion: Transfer and use documents saved in any popular word-processing program, including all versions of WordPerfect¨.

Online Help for WordPerfect users: Lets you enter a familiar WordPerfect command and see the equivalent Word command, so you can do your work while you learn to use Word.



Design impressive graphics with new drawing tools for 3-D effects, shadows, multicolored fills, textures, and curves.

���



�Reviewers can add notes with In-Place CommentsÑwithout changing the original document. 



Navigate between the sections of your document by just clicking a hyperlink in the innovative new Document Map.

Proofreading your documents is easy with an expanded spelling dictionary, as well as an advanced grammar checker that flags mistakes as you type.

��Inside Microsoft Word 97

Technical Features

Great writing has never been so easy��Letter Wizard�Structures the layout of your letter and inserts dates and addressesÑall automatically��Grammar Check�Natural language grammar checker proofreads for grammatical errors as you type and displays possible corrections with a click of the right mouse button��Spell It�Greatly enhanced editing tools proofread for misspellings as you type and display possible corrections with a click of the right mouse button��AutoSummarize�Creates a summary of the content of any document or �e-mail message when you are using WordMail as your �e-mail editor��Document Map�Lets you navigate easily through your document. Divides your screen into two panes, with your document to the right and a hyperlinked outline of your document to the left. One click on a hyperlink takes you to the corresponding section in your document��Enhanced AutoCorrect�Corrects common multiple-word typographical and grammatical errors, fixes capitalization mistakes, and creates handy shortcuts for often-used text and graphics��Communicate across the office or the world��Save as HTML�Saves any Word document to HTML format with the click of a button for posting to the Internet and corporate intranets��Web toolbar�Brings the navigational and searching tools of the Web �into Word 97��AutoHyperlinks�Creates a live link to a file or site automatically when you type an e-mail address, URL address, or UNC path��Web Page Wizard�Gives you step-by-step assistance with content and design to create Web pages that work well and look great��Versioning�Tracks and stores all previous versions of your document �in one file��In-Place Comments�Lets you add notes to documentsÑwithout changing the �original text��Get professional results with less time and effort��Table Drawing Tool�Enables you to draw custom tables with an on-screen pencil and eraser to fit any data, defining the sizes and shapes of columns, rows, and individual cells��OfficeArt�Drawing tools shared across all Office 97 applications that make it easy to design sophisticated 3-D effects, shadows, multicolored fills, textures, and curves��Microsoft Visual Basic for Applications�Provides a common programming language to build custom solutions with Microsoft Excel, Microsoft PowerPoint, and Microsoft Access��Clip art�Create graphically rich documents by selecting from approximately 3,000 clip-art images within Word and an additional 2,000 on the Microsoft Web site��To use Microsoft Word 97, you need:

Specifications

Personal or multimedia computer with a 486 or higher processor

Microsoft Windows¨ 95 operating system or Microsoft Windows NT¨ Workstation 3.51 Service Pack 5 or later (will not run on earlier versions)

8 MB of memory for use on Windows 95; 16 MB for use on Windows NT Workstation

8 MB of additional memory required to run WordMail

20Ð60 MB of available hard-disk space required; 46 MB required for typical installation, depending on configuration (use the Office Upgrade Wizard during setup to maximize free disk space)

CD-ROM drive (coupon enclosed for 3.5" high-density disks; CD-ROM contains additional components such as Microsoft Internet Explorer, extra clip art, video files, and sounds not available on 3.5" disks)

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

Microsoft Mouse, Microsoft IntelliMouseTM, or compatible pointing device

Additional items or services required to use certain features:

9600 or higher-baud modem (14,400 baud recommended)

Multimedia computer required to access sound and other multimedia effects

Microsoft Exchange client or Microsoft OutlookTM required to run WordMail

Some Internet functionality may require Internet access and payment of a separate fee to a service provider

Money-back guarantee and no-charge support notice:

�

As with all Microsoft Office 97 programs, you get a 30-day, money-back guarantee. You also receive, at no charge, easy access to the latest technical support information on the World Wide Web at http://www.microsoft.com/support/ and unlimited usability support (toll and connection charges apply).*

For more information

Visit the Microsoft Office World Wide Web site at http://www.microsoft.com/office/



To accomplish even more, get Microsoft Word 97 as part of Microsoft Office 97, Professional Edition. And for more products that look and work like Microsoft Office, look for the Office logo.



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

© 1996 Microsoft Corporation. All rights reserved.

The information contained on this data sheet relates to pre-release software product which may be substantially modified before its first commercial release. Accordingly, the information may not accurately describe or reflect the software product when first commercially released. The data sheet is provided for informational purposes only, and MICROSOFT MAKES NO WARRANTIES, EXPRESS OR IMPLIED, WITH RESPECT TO THE DATA SHEET OR THE INFORMATION CONTAINED ON IT. Companies, names, and/or data used in screens and sample output are fictitious, unless otherwise noted. Microsoft, IntelliMouse, the Office logo, Outlook, PowerPoint, Visual Basic, Windows, the Windows logo, and Windows NT are either registered trademarks or trademarks of Microsoft Corporation in the United States and/or other countries. WordPerfect is a registered trademark of Corel Systems Corp.

Microsoft Corporation ¥ One Microsoft Way ¥ Redmond, WA  98052-6399 ¥ USA

Microsoft Canada Inc. ¥ 320 Matheson Blvd. West ¥ Mississauga, ON L5R 3R1 ¥ Canada
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