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Office 97 New Features Guide


Office 97 combines intelligent applications with the power of intranet solutions to provide significant business advantage to your organization. Office 97 provides:


Intelligent Applications   Office products provide intelligence and automation, helping the user to complete tasks in less time and with less effort.


Intranet Solutions   Office 97 is the best desktop suite for managing and creating intranet content and working with intranet data.


Improved Software Administration   Microsoft has made substantial advances in making Office easier to set up, configure, and support.


�
This guide is intended to give you a quick look at the most exciting new features in the Office 97 family of applications. It is organized by the three main feature areas described above. See the Office 97 Product Enhancements Guide, part number 098�65703, for a detailed description of every new feature in Office 97.


Intelligent Applications


In 1993, Office 4.x set new standards for the entire industry in ease of use and consistency, which is why that product was so widely successful. With every new version of Microsoft Office, we work hard to make it easier for end users to get their work done, while reducing the strain on your help desk. Built into every Office 97 application is IntelliSense™ technology, which automates repetitive tasks, simplifies complex tasks, personalizes the software, and enhances discoverability of functionality in the products.


Office 97


Office Assistant


How do you write software for millions of users, while making it work as if it were designed for each individual user? You create software that can learn from the user and change its behavior based on what the user does.


The role of user assistance, or help, in Microsoft Office has evolved over time. Initially, the goal was to document every feature and its use in a hard copy manual. However, since many people didn’t have the time to read that documentation, we decided to integrate user assistance into the product. We put more information into online help, making it easier to access or search for particular topics. Along the way, we added features such as Cue Cards, which are a form of online help that stays on�screen while you use it, and the TipWizard® assistant, which watches what you do and suggests an easier way to accomplish specific tasks.


While these innovations advanced users’ abilities to work with Office, customer feedback and a series of research projects indicated the need for a fresh approach to online assistance. We observed the phenomenon of the departmental guru, and created the Office Assistant to emulate that guru, allowing the user to ask questions in everyday terms, not “technobabble,” to get assistance in using Office 97. The Office Assistant also serves as the central place to unify all of the user assistance we provide in the Office products. We spent a lot of time testing the Office Assistant, ensuring that it would be appropriate for all levels of users, and for users around the world. The Office Assistant is in every Office 97 application.


�
�


Some of the ways the Office Assistant helps the user include:


Natural Language Assistanced   When a user asks the Office Assistant a question in everyday language, such as “How do I print sideways”, the Office Assistant shows the way.


Tips   Based on the way a user uses Office 97, the Office Assistant can give tips for methods that are more efficient, or expose features the user may not have discovered.


Intelligent Help   Based on user actions, the Office Assistant will actually guess what they might need assistance on without their even having to ask.





The Office Assistant is designed to give guidance to the user in using the existing user interface, not to replace it, as was the case with Microsoft Bob™. It is highly customizable, allowing the user to control what it looks like and how it behaves. There is even an object model so that developers creating custom solutions with Microsoft Office can add their own help to the Office Assistant.


For a complete description of the Office Assistant, and the testing and theory behind it, please see the Office 97 IntelliSense Whitepaper.


OfficeArt


All of the Office applications now use the same set of greatly enhanced drawing tools to help you illustrate your point. Create 3�D objects with shading, beautifully formatted fills, or textures that can also be used to enhance charts, Bezier curves, and connectors to create flow charts or diagrams. Special effects include lighting and finishes such as matte or metallic, and there are a host of pre�created shapes that you can size to your needs. Text can be added to any object without creating an additional text box and any drawing object can have a hyperlink associated with it. This makes it easy for any Office user to create great�looking navigation buttons or maps within their documents or for use elsewhere. With OfficeArt, you get one set of sophisticated drawing tools that have the ease of use of Office to use in all of the applications.


�
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Toolbars


Toolbars are now implemented as one piece of software across all of the Office applications, so it is only installed once, taking up less space on your hard drive, and in RAM when more than one application is in use. In addition, toolbars are now more flexible than ever before, allowing you to mix both buttons and menu items on the same toolbar. With more and more people creating and reading documents online, this flexibility allows you to get the menus and buttons that you access most onto one toolbar, giving you back more space for your document.
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The PivotTable dynamic views toolbar from Microsoft Excel


�
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Tear�off menus allow users to customize their working space with floating toolbars


Office Binder


The Office Binder was first introduced in Microsoft Office for Windows® 95. Its purpose is to provide a container where several documents can be brought together — regardless of file type — to create one project file. For example, you may be working on a research project with several Microsoft Excel workbooks where you have done your statistical analysis, a Microsoft Word document where you have summarized your findings, another Word document that served as the survey form, and a PowerPoint® presentation that you are using to present your findings. By using an Office Binder, you still have access to all of the functionality of the original programs that created the original files, but now you have one file that can be more easily distributed.


Improvements have been made to the Office Binder for Office 97 in the area of printing. It is now possible to print these various file types with consistent headers and footers, including page numbering. Previously, only consistent page numbering was available. In addition, there is now an integrated print preview for the entire binder.


Finally, Office Binders are a great place to work on projects together as a group. In our above example, one person was responsible for the research analysis, while another created the presentation. When an Office Binder is used in conjunction with the Windows 95 or Windows NT® Workstation 4.0 Briefcase, the Binder is replicated by section. So each user could place a copy of the Office Binder in his Briefcase, and when he chooses to update the file, it will only replace the section he was working on, while updating his copy with changes to other sections from other users.


�
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Word 97


Letter Wizard


The Office Assistant in Word works together with the Letter Wizard to offer assistance in creating letters. As soon as the Assistant sees that you are addressing a letter, it offers assistance and starts up the Letter Wizard. The Letter Wizard then functions as a central place to choose and edit all letter elements. No more rewriting common text and tweaking details to make sure that the letter “looks” right. In addition, the Letter Wizard helps place all the necessary elements with the right punctuation. And, when you’re done with your letter, it even offers to step you through creating an envelope.


�
AutoSummary


Different audiences for your documents often want to see varying levels of detail. Your manager may want all of the details of the project you are working on, but the division vice president may only want a synopsis. Word 97 now helps you automate document summaries by creating them for you. Word analyzes the document statistically and linguistically to generate summaries based on the following choices:


Choose a specific percent of the document or word�count�based summary.


Condense the document or highlight relevant portions on�screen.


Create an abstract and insert it in the document





Background Grammar Checking


In Word for Windows 95, we introduced background spell checking. While you worked, Word would go through your document, spell checking it, and putting a wavy line underneath words that were misspelled. A simple shortcut mouse click on the word would reveal the suggested corrections for that word.


Background Grammar Checking is very similar to this feature. Now, while you work, Word uses its new natural language Grammar Checker to check your document for grammatical errors. It puts a green wavy line under problem words, phrases, or sentences, and gives you suggested corrections when you click on the underlined text with the shortcut mouse button. By changing the options for the grammar checker, you control what mistakes it looks for.


�


Table Drawing Tool


What’s more intuitive than simply drawing out a table the way you want it? That’s how you do it on paper, and now you can do it that way in Word 97. Simply click on the Table Drawing tool on the toolbar, and start drawing. You can draw in the rows and columns where you need them, and Word will make sure the lines are straight.


Microsoft Excel 97


Microsoft Excel 97 now removes the barriers between you and your spreadsheet, providing an easier way for you to turn your numbers into answers.


�
Natural Language Formulas


Creating formulas using archaic cell references (such as A1+B2) can be difficult for novice users and can make it hard to track down errors. In Microsoft Excel 97, you can simply use your own terminology�your row and column headings�to create formulas, instead of using cell references.
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Formula AutoCorrect


Microsoft Excel 97 now fixes 15 of the most common mistakes users make when entering formulas. These mistakes are due to common typographical errors as well as the use of syntax that is different from what Microsoft Excel expects. For instance, Microsoft Excel can correct transposed cell references, the semi�colon in a range reference to a colon, or a small “x” signifying multiplication into the expected “*”. And the Office Assistant checks with you first before making the changes for you.


�


Range Finder


Range Finder makes it easy to trace, modify, and understand which figures make up a formula. When you double click on any cell that contains an equation, each part of the equation is highlighted with its own color so you can see the pieces of your formula at a glance. This is implemented everywhere and even works with charts. For example, if you click on a data series on a bar chart, the range in your original data is highlighted. Range Finder also allows you to use drag and drop to modify your formula or chart range.


�


�
Custom Cells


Many users want to add rich formatting to their spreadsheets or forms, but are somewhat limited by the gridline layout of a spreadsheet. Microsoft Excel 97 breaks the grid limitation by allowing users to merge multiple cells together to create blocks of large cells, to rotate text to any angle within a cell, or even to indent text within a cell to achieve any look you desire. 


Updated Charting


An improved Chart Wizard makes it easier to get the chart you want the first time by consolidating all the charting tools in one place. There are new chart types such as Pie of Pie, conical, or bubble charts, and more formatting options such as shaded or transparent fills to help you make your numbers look more professional. Formatting charts becomes easier as chart tips identify each portion of your graph before you change it, and display the actual value behind each data series.


�


Visual Printing


Ninety�five percent of Microsoft Excel users print their spreadsheets, and almost all of them have experienced trouble defining exactly which part of their spreadsheet should print. Microsoft Excel 97 now offers Page Break Preview, which provides an intuitive way to set the print area. Each page displays a watermark showing what information will print on each page. Simply drag the page break to where you want it, and Microsoft Excel automatically alters the column sizes, row sizes, or font sizes to make it all fit.


Multiple Undo


Microsoft Excel now has unlimited undo, similar to Microsoft Word and Microsoft PowerPoint, allowing risk�free experimentation with formulas and formatting.


�
Conditional Formatting


Many users keep large spreadsheets to help them track results. For example, it is common to see a spreadsheet displaying a log of sales results, by quarter and then by region, or a large sheet tracking inventory changes. Many users have indicated they would like to be able to track results in a large spreadsheet at a glance, without having to analyze each cell. Conditional Formatting now allows users to apply automatic formatting rules to their spreadsheet — such as color, texture, or pattern — to help them automatically see the data they are looking for. For example, under�performing regions might be automatically flagged with a red background, and over�performing regions might be automatically flagged with a green background, so users can analyze a large spreadsheet at a glance.


�


Microsoft Outlook 97
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Outlook Bar


Computer users today have no shortage of information or tools for storing and accessing that information. Information lives in paper planners, local and network file systems, e�mail folders, personal information managers, groupware systems, relational databases, on the Internet — everywhere and anywhere, but rarely where users need it when users need it.


Microsoft Outlook™ desktop information manager is a new Microsoft Office application that builds upon and evolves Microsoft Mail, Microsoft Exchange, and Schedule+ products. In a sense, Outlook is simply the latest version of these products, but it is also much more. It is an upgrade that extends and enhances existing features and represents a new category of application — an integrated desktop information manager that combines:


E�mail.


Personal calendar and group scheduling.


Personal information such as contacts and tasks.


Browsing and sharing documents.


Custom groupware or information sharing applications.





Outlook Bar


The Outlook Bar is the navigation headquarters for Outlook, housing special shortcuts which allow the user to move effortlessly around the product. One of the top user requests was for an easy�to�use interface which enabled quick movement to different information. With the Outlook Bar it is easy to switch to:


The different Outlook applets (e.g. Inbox, Calendar, Tasks, etc.).


E�mail subfolders.


File system folders or network drives.


Microsoft Exchange public folders.





The Outlook Bar comes pre�configured with all of the standard navigation choices; however, users can easily customize this bar to arrive at a personalized desktop organizer.


�
AutoPreview


If a user receives several messages in a day, AutoPreview can significantly reduce the time they spend reading e�mail. AutoPreview displays the first few lines of the body of their messages so they can quickly process them without actually opening them.


�


AutoPreview


AutoNameCheck


AutoNameCheck helps ensure that a user’s e�mail is sent to the intended recipients by quickly and clearly identifying ambiguous e�mail names.


While the user composes a message, the Microsoft Outlook desktop information manager automatically checks the e�mail names they have typed. If a name uniquely matches an entry in an address book, Outlook displays the full resolved name. If a name matches more than one address book entry, Outlook marks the ambiguous name with a red underline, similar to a misspelling in Microsoft Word. Users right�click on an ambiguous name to choose the correct name from a list of matches. Outlook automatically remembers the ambiguous name as a nickname and proposes the same address book entry the next time the nickname is used.


�
Finally, Outlook automatically resolves and properly formats Internet e�mail addresses. Outlook removes spaces and changes commas to periods, so that “david good @ ms,com” is resolved as “davidgood@ms.com”.


�


AutoNameCheck


WordMail


Users can use Microsoft Word 97 as the text editor for their e�mail messages. WordMail seamlessly integrates the editing features of the word processor users already know with the e�mail functionality in Outlook. Word features such as spelling and grammar checking, AutoText, styles, and templates combine with the Outlook features called AutoNameCheck, digital signatures, message tracking, and message flags.


Message Flags


Message Flags are tags and dates users add to messages to remind themselves or a recipient that a message requires a follow�up action. Users can flag messages after they receive them or before they send them.


If users tend to use their e�mail Inbox as a to�do list, they can flag specific messages with an action and due date. Actions can include “follow�up,” “respond,” or their own text. Outlook will remind them when flagged messages are overdue and will highlight overdue messages with red text. Flagged messages also display a small flag icon in the view.


Users can flag messages as they send them to indicate to recipients that a response is expected, or that a message is for�your�information. Recipients will see flagged messages with a small flag icon in the view, and when they open the message they will see the text and due date for response across the top of the message in the InfoBar.





�
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Message Flag dialog box and Flag icon in the Inbox


Message Recall


If users inadvertently send a message before they meant to, they can attempt to recall the message from the recipients. Message Recall can either delete or replace the original message. Message Recall works across servers and across the Internet, but it will only recall the message if the recipient has not read or moved it, and if the recipient is also running Microsoft Outlook.


Views and View Switching


One of the design innovations introduced with Outlook offers the user the ability to quickly and easily adjust the way they look at the information on their screen. A view displays information using preset options for fields, grouping, filtering, and sorting. Each folder has a default view and a set of alternate views. Views do more than just display information — they help users see which information is important, and how information is related. 


�


View Selector


AutoName and AutoAddress


The full name users enter into a single field is automatically separated into first, middle, and last names. For instance, Outlook knows that Mark Douglas Smith, Jr.’s last name is “Smith,” not “Jr.”. Users who have ever had to fill in a large database with names know how long it takes to separate out the elements of the name into appropriate fields. With the Outlook AutoName feature, this is done for the user. Addresses are handled in a similar manner.


�
Journal


The Journal is a new component of personal information management software and is unique to Outlook. The Journal was created to help users keep track of information that goes through their personal computer. This can include e�mail messages, documents they have been working on, a Microsoft Excel spreadsheet someone sent them, or a phone call they made through Outlook. Any communication or business entry made can be recorded in the journal. No longer will a user have to remember where a document is located, or under which file they stored a contact’s e�mail. With the Outlook Journal, all users have to remember is when the event occurred. Once a user finds that entry in their journal, double�clicking that item will open it.
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Journal in the Timeline view


AutoCreate


Software users in all walks of life are continuously burdened by the problem of data entry — there is always some information which needs to be re�keyed or recopied. With the Outlook AutoCreate feature, we have made it easy for information to be converted from one format into another without need for re�keying. For example, an e�mail message that someone received from another user requesting a meeting can be changed into an appointment or meeting request with a simple drag and drop. Similarly, an appointment can turn into a task by dragging the meeting from the calendar into the TaskPad. In every case, Outlook will also insert a shortcut into the newly created item, allowing the user to move back to the original data.


�
Microsoft Access 97


Microsoft Access lets all levels of users easily manage and share information, find answers, and build powerful business solutions.


Database Wizard


Whether you are a novice or an experienced developer, the Database Wizard gets you started quickly. Choose from a list of over 20 types of databases, make some choices about the way you want things to look, and click the Finish button. The Database Wizard will build a full�featured database and customize it to your tastes in a matter of minutes. From the foundation provided, you can add new elements to your database using the many other time�saving wizards found in Microsoft Access 97.


Import/Export Wizard


Data is often found in many different formats. Figuring out how to move that data from one place to another can be daunting. Microsoft Access 97 offers the Import/Export Wizard to help make the process easy. Simply choose from the long list of formats that Microsoft Access can import and the wizard will take you step by step through the process. It will even give you a preview of how your data will look in the new format, based on the choices you make.


Table Analyzer Wizard


The Table Analyzer Wizard can intelligently identify relationships in unstructured data and recommend the best way to organize that data in a relational database. This helps eliminate the problems associated with flat file databases where all information is combined into one big table. Flat file organization of your data leads to inconsistent updates and unwanted data loss.


Simple Query Wizard


Regardless of the underlying structure of your database, the Simple Query Wizard can intelligently figure out how to bring information together to answer your questions. In the background, the Wizard will automatically include all the tables necessary to bring the desired data together. This process of background joining is found in the Form and Report Wizards as well. The result is that you worry less about how the data is stored, and can focus more on asking the questions.


�
Filter By Form/ Filter By Selection


It is often the case that you know only a piece of the information you are trying to find. Filter By Selection allows you simply to highlight what you are looking for, and your view of the data will be limited to only those pieces of data that match your selection. Filter By Form lets you use your familiar forms to find data in the same manner. You simply fill in what you know and Microsoft Access 97 will just show you those records that match your criteria.
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Improved Form and Report Wizards


Based on the data you want to build a form or report on, these wizards now change their behavior to give you appropriate choices for creating forms or reports. For example, if you choose to see information about customers and their orders, the Wizard will offer to build a form/subform or grouped report that displays the customer information once and lists the related orders on the same page.


�
PowerPoint 97


Enhanced AutoContent Wizard


The AutoContent Wizard makes it easy for occasional users to get up and running as quickly as possible by providing pre�built formatting and content options based on a series of simple questions. In PowerPoint 97, the AutoContent Wizard ships with 30 new content templates, including templates for creating online or kiosk presentations.


�


Slide Finder


Integrate slides from many people or reuse existing slides and easily add them to a presentation. This tool is great for workgroup productivity because it enables you to quickly merge together slides from multiple people who have written different sections of a presentation. Slide Finder allows you to preview and insert only the slides you want from an existing presentation, without your having to load the presentation or cut�copy�and paste the slides. And for the greatest convenience, add all the presentations you want to the Favorites list for immediate recall and updating.


�
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Custom Shows


Custom Shows are another way to easily reuse slides from existing presentations. Most users create multiple versions of the same presentation, often modifying only a few slides in each version for a specific audience. For example, a sales representative might give slightly different versions of the same presentation for two different customers. Custom Shows now allows you to define, save, and print multiple versions of the same presentation in a single presentation file. Not only is it easier to organize these slides, but you save disk space because only one copy of each slide is maintained on your hard drive. When it’s time to present, simply select the version of the show you want to use.


Expand and Summary Slide


If you’ve created too much content to be easily read on one slide, you can use the new Expand Slide feature in PowerPoint to automatically distribute the information across several slides, based on the bullets. Summary slide will do the opposite�intelligently read the slides you indicate and create a wrap�up slide for your presentation.


Animated Templates


PowerPoint 97 will ship with a number of professionally created Presentation Designs that include pre�created animation effects, making it easier than ever to create presentations that will get your audience’s attention. These animation effects are saved to the slide master and will automatically be added every time the user creates new title pages or bulleted slides.


New Animation Settings


An all�new tabbed Animation Settings dialog puts all the power to animate text and objects in one place. Easily rearrange the animation order, define time settings for each object, or even animate your graphs.


�
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File Size/Loading Improvements


With the new advanced architecture of PowerPoint, users can start working on presentations almost immediately after opening them, and saving files will be nearly instantaneous. Built�in support for playing movies provides for immediate playing of videos without any delay. Finally, file size will be far smaller with built�in graphic and sound compression, and an option to compress and decompress files on the fly.


Background Spell Checking


Just as in Microsoft Word, PowerPoint now has background spell�checking that checks your presentation for errors while you are working, and underlines incorrectly spelled words with a red wavy line. With a shortcut click of the mouse, you are given suggestions for the correct spelling of the word, or the option to ignore or add the word to your shared custom dictionary.


Intranet Solutions


Today, it is often easier to find information on the Internet than to find it within most organizations. Most organizations have their non�database information in Office file formats, but would like to bring the easy navigation and searching capabilities of the World Wide Web to their internal networks. With Office 97, 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. In this category, we also include features that allow users to work more effectively together on projects, and the ability to use Office 97 as a development platform for quickly and cost�effectively creating custom solutions.


�
Office 97


Hyperlinks


One of the best things about the World Wide Web is the ability to create and follow hyperlinks. At the click of a button or hyperlinked text, you can jump to another subject. Hyperlinks have now been implemented in all of the Office document types. Imagine a Word document containing a proposal for a new division. It might contain a high�level overview of the budget needed for starting the division and a hyperlink to the Microsoft Excel spreadsheet that contains all the details. There could be links to related projects, presentations to decision makers, research data, or even start�up calendar plans. While hyperlinks within Office documents will be critical for a planned intranet, they are easy enough to create that they can enable the kind of ad�hoc information sharing that should exist within an organization.


�


Web Toolbar


Word, Microsoft Excel, Microsoft Access, and PowerPoint have the same Web toolbar to make it easy to navigate to and use Office documents online. The buttons for navigation are the same as in Microsoft Internet Explorer, and the Office applications use the same list as Microsoft Internet Explorer to track History and Favorites. Wherever you are on your desktop, you can get back to the information you were looking at most recently, regardless of its format.


�


�
Web FindFast


Imagine being able to go to a page on your intranet and simply asking to see all income statements from 1990 to1996... and actually getting a list with links directly to the Microsoft Excel spreadsheet for each year! Today, you need to know the server name where these files are stored, the share, where they are nested within the folders, and then the name the author decided to use.


Microsoft Office first delivered Find Fast full�text searching and indexing in Microsoft Office for Windows 95, which ran on the end�user’s hard drive. With Office 97, it is now possible to use Find Fast full�text searching and indexing on both traditional network servers as well as Web servers, indexing HTML files as well as Word, Microsoft Excel, and PowerPoint files. In addition, we have created administrator tools so you can set up a search page, create a catalog of all documents on a regular basis and even configure what servers the search should be done on, thereby controlling network traffic that could be generated.


Not only can Find Fast do full�text searching and indexing, but it can also search by properties, both standard and custom, that are saved with each Office file such as Title, Create Date, Saved Date, etc. This can significantly speed up searching performance and dramatically reduce the network bandwidth required for an extensive search.


Viewers


Word, Microsoft Excel, and PowerPoint all provide free Viewers. These Viewers allow someone who doesn’t have the application to view, and print Office documents with full fidelity. These Viewers can all be found on our World Wide Web site (connect fees may apply).


Browser Integration


We have done a lot of work to make the experience of browsing Office documents and HTML documents as seamless as possible. A major improvement in this area is integration with browsers such as Microsoft Internet Explorer 3.0 or higher and Netscape™ Navigator 2.0 or higher. When a user who has one of these browsers clicks on a link to an Office document, that document is opened in the browser. The user is still in Microsoft Internet Explorer, but has all of the tools of the application that created the Office document at his disposal. In the example below, Microsoft Internet Explorer 3.0 is still the application running, however, a Microsoft Excel 97 file is opened inside of it. Most Microsoft Excel and Microsoft Internet Explorer commands and toolbars are available to the user.


�
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This is an example of an ActiveX document within Microsoft Internet Explorer 3.0 (contains a Microsoft Excel 97 PivotTable report)


Support for and Integration with Microsoft FrontPage


Microsoft FrontPage™ is an exciting new product from Microsoft that gives authors the ability to create entire Webs and the tools to manage those Webs. With a graphical “spider view” you can see and edit any of the links within your Web site.


With Office 97, the ability to create Office Webs with FrontPage is enhanced. Now it can track links not only to an Office document, but within an Office document. So, if you have your human resources manual on your intranet in Word document form with links within it for navigation, FrontPage can now see and manage those links.


�
IntelliMouse


As intranets grow, users will be reading more documents online, but navigating in longer documents can be difficult and tiring. The Microsoft Office group worked with our hardware group in creating a mouse that would make it easier to navigate Office documents. The IntelliMouse™ has a wheel between the two main buttons which can be used to scroll, pan more quickly, or even put Microsoft Word into a reading mode whereby it scrolls the document for you without your having to click any buttons or keys .
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Creating Solutions with Office 97


Office 97 provides a complete development environment so you can create custom solutions quickly, with very little cost. This environment includes:


Exposed Functionality   Each Office 97 application has a complete and consistent object model, providing over 600 objects for use in custom development. You gain the benefit of the years of development, testing, and debugging that we have built into Office 97. With this head start, you can quickly create custom solutions using objects from one or more Office applications that solve your business needs.


Visual Basic for Applications   Built on Visual Basic®, this programming language, and the integrated development environment (IDE) built for it, is now included in Microsoft Excel, Word, Microsoft Access, and PowerPoint. (Visual Basic®, Scripting Edition is supported in Outlook.)  Visual Basic is the most popular GUI (graphical user interface) programming tool today, with hundreds of thousands of developers well�versed in its use. The new IDE is also shared among the Office applications, and comes complete with IntelliSense technology that makes even programming easy.


Data Access Technologies   Office 97 can serve as the universal client for your desktop computers. With access to legacy and client/server databases through ODBC, desktop databases through DAO (data access objects), Internet data through support for HTML/HTTP, and messaging data through MAPI, it no longer matters where your data resides. Users can use their familiar desktop productivity applications to analyze their data.


�
Web Technologies   Built�in Web technologies make it easier than ever for users to access Office data. Intranets provide a great means for users to find information within their network, and a variety of other tools make it easy to use that information. Free Viewers with full fidelity for printing and viewing Office documents provide access for all users, and support for HTML and hyperlinking make it easier for users to access many data types.





With the ability to create custom solutions in Office 97, your organization can benefit from the potentially faster development times and possibly lower development costs in providing solutions for your business needs.
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Word 97


AutoHyperlink


AutoCorrect has been in Word since version 6.0 for Windows, and we continue to make improvements to it in each new version. In Word 6.0, we would correct common typographical errors, such as changing “teh” to “the,” capitalizing the first word of a sentence, and correcting the mistake of holding the SHIFT key down too long. In Word for Windows 95, we added support for correcting the accidental use of the CAPS LOCK key, and added many more words and even some symbols.


There are many AutoCorrect improvements in Word 97, including AutoHyperlink, which automatically creates a Hyperlink from text that appears to be a link. The text is automatically formatted in blue, with an underline, and when the mouse pointer is over it, turns into a hand to signify that it is a live button that will navigate the link when clicked on.


�
Document Map


The document map in Word 97 allows you to easily navigate around your document. A split screen displays a hyperlink outline of your document on the left pane while the right pane contains the text of your document. The document map gives you one�click access to the points of interest, and serves as a “You are here” roadmap by highlighting the level at which you’re currently located.


�


Online Reading View


Reading documents online has not been very comfortable to date. Fonts that are good for printing are not as good for viewing online, and it can be difficult to navigate around longer documents. The use of intranets will increase the frequency with which people will read documents online, so we have created Online Reading View to make it easier and more comfortable. In this view, the fonts are enlarged slightly to make them easier to read, and text will not wrap outside of the screen area, which eliminates the need to scroll from side to side. Finally, the Document Map feature is turned on, which turns the left�hand section of the screen into an outline�oriented navigation device. When you click on one of the sections of the outline, Word will navigate to that section in the right�hand portion of the screen, which displays the full document. None of these changes affect how the document is printed.


Internet Assistant


Use the Internet Assistant for Microsoft Word 97 to create great�looking Web documents with the ease of use of the most popular word processor in the world.


Web page authoring is made easier than ever in Word 97. Word 97 extends Word functionality to allow users to create sophisticated and powerful Web pages without having to learn HTML. Word 97 supports the following HTML tags, which means users can create rich multimedia pages without having to learn a new program.


�
Cool Backgrounds   Create visually appealing and compelling documents using new background colors and textures of Word. Choose from two dozen built�in textures or create your own custom textures using OfficeArt.


Bullets   Word 97 extends bullets to create graphically rich bullets designed specifically for HTML documents.
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Horizontal Lines or Rules   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, accessible from the Insert menu, allows you to choose from a variety of colorful horizontal line images. 


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





Pictures   Insert pictures in a Web page using the same Insert Picture dialog that you use with a standard Word document. 


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


Word 97 allows graphics to be hyperlinks.





Video   Word 97 makes adding video equally easy. You choose the video clip to play, and define when it plays and how often it plays.


Sound   Word 97 gives you a background sound control that allows you to specify a sound file and the number of times to play it.


Marquee Text   Marquee text allows you to create a banner of text that scrolls across your screen. You have control over the animation, direction, speed, background color, and size of text.


Blinking Text   Blinking, another popular text animation effect, is easy to apply to any text in your Web page, just like you can in a standard Word document.


�
HTML Forms   Word 97 provides a consistent approach to forms design regardless of whether you are creating forms in a standard Word document or an HTML document. 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, Reset Button





Version Control


Version Control saves different versions of the same document in the same file. This avoids the extra work and space required for tracking versions in separate files. A version is saved whenever you choose to do so, or you can activate a setting that automatically saves a new version each time you close the file. Save your comments with the version to make it easy to go back to the version you need.


Track Changes


Revision marks track changes by using a different color for each reviewer, and the Review toolbar makes it easy to accept or reject changes made by others. In addition, features that have been in Word for a long time have been redesigned to be more discoverable, such as Comments, Footnotes, and Endnotes, which now appear as online sticky notes on�screen.


Address Book Integration with Outlook


Microsoft Outlook contains a great contact�management module, and Microsoft Word integrates with it by giving you the contact information at the click of a button for insertion into letters, envelopes, or wherever else you need the information.


Microsoft Excel 97


Microsoft Excel has a number of tools that allow easy publishing to the World Wide Web, such as the “Save as HTML Wizard,” Viewers that allow those without Microsoft Excel to view documents, and Save to URL. The most value Microsoft Excel can provide, however, is the ability to intelligently import data found on the Internet or intranet for analysis.


Import from HTML


Microsoft Excel seamlessly imports HTML documents found on a corporate intranet, maintaining its original formatting and turning each cell into live data which can then used for further analysis. Build formulas, charts, or add conditional formatting — all the tools you have in Microsoft Excel can now be used with this data.


Web Queries


While “Import from HTML” works well with ad�hoc HTML data you might encounter when browsing, you might also want the capability of regularly importing changing Internet or intranet data into a document that you have already created. For example, you might want to create a spreadsheet and chart that displays your stock portfolio, or a chart that displays average temperature, or use census data. Web queries allow you to set up an automatic link that brings this live HTML data into your spreadsheet from the World Wide Web. Once the data is in Microsoft Excel you can use its powerful analysis tools to analyze the data.


�
Save as HTML


In January 1996, Microsoft gave users the ability to post spreadsheet data for online viewing with the introduction of the Internet Assistant Wizard for Microsoft Excel. The wizard assisted in converting spreadsheet data to HTML format either as a separate document or into an existing HTML document. In Microsoft Excel 97, this feature has been enhanced to also transform charts into a GIF file format.


Using an option on the Save As command, users can convert Microsoft Excel spreadsheet data and charts into HTML format. If spreadsheet information contains hyperlinks, they are automatically converted into HTML links. In addition, formulas, AutoFilters, and PivotTable dynamic views are retained when a spreadsheet is converted into HTML format. So, as other users import HTML data into their Microsoft Excel 97 workbook, all the formulas, AutoFilter, and PivotTable® views are placed onto their worksheet just like the original. Using the Save as HTML option enables users to convert all tables and lists into a Web document for the Internet or a corporate intranet, without having to understand the complicated code associated with HTML format.


Multi�User Workbooks with Data Tracking


Increasingly, more people are working together on projects, and sharing information to get their work done. Multi�user workbooks now allow multiple users to easily work on the same workbook, at the same time tracking changes to that document. The worksheet can now update changes automatically, and can even track revisions by user in each cell. In addition, similar to Microsoft Word, users can document their worksheets by leaving comments on�screen for other users.
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Shared workbook with changes highlighted.


�
PivotTable Improvements


New PivotTable Wizard


The PivotTable Wizard has been redesigned to make it easier for users of all levels to create dynamic views of their data. It is integrated with the Office Assistant to give better support to new users, and some of the screens have been redesigned to make them easier to use, while actually allowing more options from within the wizard.


Persistent Formatting in PivotTable Dynamic Views


The biggest frustration for PivotTable users is that their formatting is erased when they pivot or refresh their data. In Microsoft Excel 97, formatting is linked to elements of the worksheet, so it is preserved if the table is refreshed or pivoted, and stays with the data it was intended to highlight.
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Updated Data Access


Distributable Queries


Distributable queries were designed to solve the problem of distributing canned queries and reports to end users in a corporate environment. End users simply run the queries when they need them, and then complete their analysis in Microsoft Excel.


Parameterized Queries


These are similar to the distributable queries mentioned above, but allow for per�user customization. For example, one user could choose to see sales for North America, while another would be interested in worldwide sales. By allowing users to define their own parameters within a query, an IS manager would not have to design multiple separate reports.


Asynchronous Queries


In addition, all queries now execute on a separate thread. Therefore, users can work on their spreadsheet while a query runs in the background.


�
Support for URLs


As mentioned previously, it is now possible to create hyperlinks within Microsoft Excel workbooks to files or URL addresses. But there is also support for URLs in other places as well. For instance, in the File, Open, and Save dialog boxes you can use URL addresses instead of traditional network addresses. This makes it easy to open Microsoft Excel files or save these files to a server running the HTTP protocol using URL addresses. In addition, you can now create formulas that can reference cells in spreadsheets that have URL addresses.


�


Microsoft Outlook 97


E�mail


The simplest workgroup activity that coworkers engage in is e�mail. It’s quick, efficient, can be done at any time, and you don’t have to play phone tag. For many organizations, it is now the primary means of communication. The best e�mail client for Microsoft Office 97 users is Microsoft Outlook. It works like all the other Office applications, and has specific integration to make communicating easier.


A host of IntelliSense features make it easy to communicate within your workgroup. AutoPreview, which shows the first three lines of each message, helps you keep your Inbox under control. The Message Flag feature allows you to add a reminder to an individual e�mail item to make sure you remember to follow up on it. Use the voting feature to quickly find out what module of a training course your workgroup would like to observe. With rich text editing, or using Word as your e�mail editor, your messages will have impact.


Microsoft Outlook works with a myriad of back�end mail systems, including (but not limited to) Microsoft Mail 3.2, Microsoft Exchange Server, POP3, and SMTP.


AutoVoting


When you want others to answer a question, you can use the Outlook Voting feature to collect their responses in e�mail. For example, before submitting a bid to a customer, use Voting to ensure that the entire team has signed off on it. Microsoft Outlook automatically tallies the votes as they arrive, so users can look at their copy of the sent message to see the results.


�
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Voting buttons


Outlook Forms


For those users wishing to extend their groupware applications even further, or who wish to simply customize any of the built�in forms, Outlook also offers unique Forms Design functionality. This functionality features additional customizability and flexibility in forms design. Outlook offers the forms designer small interpretive forms which can be quickly configured, allow easy switching between design and run time, and look and function like many standard paper�based 2�D forms. In addition, Outlook will also ship with a number of pre�configured forms, including (but not limited to) the following:


Expense Reporting   Uses Microsoft Excel templates as forms for collecting and reporting employee expenses.


Vacation and Sick Leave   E�mail based forms that synchronize with the user’s calendar for vacation and sick�leave reporting.


While You Where Out   Any user can take a message for another employee using a form modeled on the standard pink “While You Where Out” forms in common usage�and then send the messages to the employee’s Inbox.


Timecard   E�mail based form that synchronizes with the Calendar and the Journal for timecard reporting.


Web Site   Form uses Microsoft Internet Explorer as an Active Control and contains a number of fields to categorize information about commonly used Web sites.


Group Scheduling


Another common group activity is to have meetings. Building on its Schedule+ heritage, Microsoft Outlook makes it even easier than before for a group of people to find the right time to meet together. The Meeting Planner helps you pick required and optional attendees, as well as a conference room or other resources such as audio/visual equipment. AutoPick automatically picks the next available time for all required attendees and resources.


�
Task Requests and Tracking


Outlook makes it easy for users to send task requests to one another, and for managers to assign tasks to team members. Outlook also automatically tracks the status of task requests and sends updates to the requester. Users create task requests in their own task lists, then send to them to other users. As the recipient accepts the task, Outlook adds a copy to the recipient’s task list. As the recipient updates the task with completion status, Outlook automatically sends an update message to the requester and updates the requester’s copy of the task.


Outlook task requests are integrated with Microsoft Project and Microsoft Team Manager, enabling users of those products to delegate tasks to Outlook users.


Microsoft Access 97


Publish to the Web


Microsoft Access 97 introduces several new features that allow you to share your database information with others over an intranet or the Internet. HTML is a new report output format so you can quickly save your database reports to a Web site. If you prefer to people a live view of your data, you can use the Publish to the Web Wizard to quickly set up interactive database pages that let Web browsers query, update, or add information.
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Split a Database


The value of a database lies in its ability to have many people working with the same data at the same time. The Split a Database Wizard in Microsoft Access 97 helps you set up your database so that many people can use it over a network while preserving the best performance. Shared data tables are separated from the rest of the database, which is posted on a file server. Links are then set up to the new shared file.


�
Performance Analyzer Wizard


How can you make your existing database perform faster? Just ask the Performance Analyzer Wizard found in Microsoft Access 97. The Wizard looks at your existing database and returns recommendations on how to make it faster. Best of all, the Performance Analyzer Wizard can often make those suggested changes automatically.
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Improved Integrated Development Environment (IDE)


Microsoft Access 97 uses the programming language, Visual Basic for Applications, that is shared across all the Office applications. Because Microsoft Access 97 is also an OLE Automation Object, Visual Basic for Applications can be used both inside and outside Microsoft Access to automate database functions. The integrated development environment (IDE) in Microsoft Access 97 offers drag and drop code, color formatting, an improved debug window, and a new hierarchical object browser.


Programmable Toolbars


Microsoft Access 97 allows solution builders to fully control the user interface of their applications using Visual Basic for Applications. Custom toolbars can be created and controlled using the new object model that is shared across all of Microsoft Office 97.


Internet Replication


Using Database Replication in Microsoft Access 97, you can now synchronize data from multiple locations using the Internet as your wide�area network. For example, remote sales people can replicate updates to customer information back to headquarters using a simple Internet connection from anywhere in the world.


�
Remove Source Code


Developers can now remove their source code from the databases they distribute to others, thereby reducing the size of the database and protecting their intellectual property.


Web Controls


Microsoft Access 97 includes a set of ActiveX™ Controls designed specifically for people developing Web applications. This set of Web controls includes the following functionality: HTML, FTP, NNTP, e�mail, HTTP, and CGI.


PowerPoint 97


Save as HTML Wizard


With the Save as HTML Wizard for PowerPoint 97, you can build dynamic presentations that can be easily exported as robust HTML pages without having to master HTML. The Internet Assistant simply asks a series of questions:


Would you like your output to contain frames?


Would you like your speaker notes displayed as text?


Would you like your output to have an outline that allows those viewing your presentation to manually browse through your slides?


Would you like your presentation to have links?


Would you like it to export as static GIF or JPEG images, or would you like it to export as a full animation?





Users can simply leverage what they know already about PowerPoint to create a dynamic, great looking Web page.


PowerPoint Animation Player


You can use PowerPoint 97 to easily add multimedia to a Web page by taking advantage of built�in PowerPoint animation, movies, and sound. Simply create a great�looking animated presentation with all of the easy�to�use PowerPoint tools, and use the Internet Assistant to save the file as a PowerPoint Animation. Those who want to view the animation can simply download the free PowerPoint Animation Player (a browser extension that works Netscape Navigator 2.0 and higher, and Microsoft Internet Explorer 3.0 and higher), which allows individuals to view a full�fidelity presentation within a window. The PowerPoint Animation Player and Viewer are distributed for no charge at http://www.microsoft.com, or you can choose to allow users to download it from your site as well. Note: Connection fees may apply to download viewers.


�
Presentation Conferencing


It isn’t always possible to collect everyone in the same room for a presentation. The people needed may be scattered around the country or around the world, or perhaps there simply aren’t enough conference rooms available when you need to meet. With PowerPoint Presentation Conferencing, you can hold a “virtual” meeting, presenting your information via PowerPoint over the network. Presentation Conferencing allows users to join a conference over the network, and then sends the presenter’s presentation, in slide�show mode, to all of those users. It’s a live meeting, however, because the presenter advances or otherwise navigates the slides when appropriate, driving them on all of the audience members’ machines as well. Presentation Conferencing supports up to 64 users connected via TCP/IP on a LAN, WAN, or even an Internet connection.


Improved Software Administration


For a larger organization, the answer to the question of whether to upgrade or change software is based largely on what it will take to make the change. Issues that have a bearing on such a decision include how easy it will be to deploy and administer the software, whether existing hardware supports it, and whether users with different versions of the software will be able to work together. Office 97 provides features, tools, and documentation that support the administrator.


Setup


Office 97 setup is flexible and gives the network administrator a high degree of control over how Office 97 is deployed. The software can be installed on the end�user’s local hard drive, the network, or a combination of both. A variety of setup switches allow you to determine which setup script should be run, or whether the user is asked any questions during setup.


Office 97 Resource Kit


Written for the IS professional who deploys or supports Office 97, the Office 97 Resource Kit is organized into five main sections, covering the majority of IS migration issues.


Deploying Office 97   Full explanation of setup procedures, including customizing client installations, optimizing Office 97, and troubleshooting.


Upgrading to Office 97   Complete coverage on how to upgrade from previous versions of the Office applications, going back to Office 3.0.


Switching from Other Applications   Similar to the section above, this is complete information on making the change from non�Office applications, such as WordPerfect®, Lotus® 1�2�3®, and Lotus Freelance®.


Using Office 97 Throughout Your Organization   This section covers a laundry list of topics, including supporting multiple versions of Office at the same time, workgroup functionality in Office 97, administering an Office intranet, and interoperability with e�mail.


Architecture   Detailed information on the architecture of the Office applications, including registry settings and ways you can exploit the architecture.





�
System Policy Template


The Windows 95 and Windows NT Workstation 4.0 operating systems have a feature called System Policies. When a user logs on, the policies the administrator has set up are downloaded to her computer, enforcing a standard set of policies. This makes it much easier to administer the desktop. Office 97 supports system policies in two ways: first, most of the user settings are stored in the registry, and second, we’ve created a policy template that can be used with the System Policy Editor. The administrator can determine user settings such as the default directory for saving files or the default file formats to use. With a policy template, it’s as easy as checking off features to define.


Network Installation Wizard


The Network Installation Wizard is used to create custom setup scripts. It looks and operates like a traditional Office wizard, and prompts the administrator to determine whether the user will run the software from the hard drive or network server, what features to include, and even how the program items should appear on the Start menu or Program Manager.


Support for Microsoft Systems Management Server


We’ve included support for Systems Management Server in Office 97 and the individual applications to make it easy to deploy Microsoft Office in your organization without having to visit each desktop. We create the appropriate Package Definition File (PDF) and include it with the software. This is the set of instructions Systems Management Server uses in order to distribute software. When used in conjunction with the many batch file switches for Office Setup described below, it’s possible to create a customized, completely hands–off method for distributing Office 97. And, at the end of setup, we create a MIF (message information file) for Systems Management Server, so you’ll get an entry in your Systems Management Server database on whether the installation was successful; if it wasn’t, the entry will include what the error was.


Office Upgrade Wizard


Since Office 4.x, Office has installed code that is shared not just by the Office applications, but by Office Compatible and other applications as well. Because we cannot always tell whether there are other applications installed that depend on this code and would break if it were removed, we tend to be cautious in removing this code when upgrading Office. The Office 97 Upgrade Wizard allows the end user or administrator, who knows whether any of the old software is still needed, to have Setup remove all old files.


File Format Compatibility


Because all of the file formats for Office 97 have changed since Office 4.x and Office for Windows 95, we added some features to assist in making it easier for users to work together when using different versions of Office.


Default Save   End users can determine which file format should be the default when saving a file. A Microsoft Excel 97 user who shares files with a Microsoft Excel 5.0 user may choose Microsoft Excel 5.0, while another user who doesn’t share files often may choose to stay with Microsoft Excel 97 format. This works in each of the applications and can be set by the administrator via System Policies in Windows 95 and Windows NT Workstation 4.0.


�
New File Converter Architecture   Our goal is to find a way to stop having to change file formats between versions, but in case we can’t, we’ve implemented a new file�converter architecture to make mixed environments easier to work with. This new architecture allows file converters to be stored in a network location so new converters can be deployed without having to touch every desktop. For more details on the other features of this new architecture, please see the Migrating to Office 97 whitepaper, part number 098�65852.





Appendix: Related Information


For up�to�date information on Office 97, please visit our World Wide Web site at:


http://www.Microsoft.com/office


For an up�to�date online version of the Office 97 Resource Kit, please see:


http://www.Microsoft.com/TechNet/desk/office/reskit/welcomef.htm
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Advanced 3D settings let users have unlimited control over rendered effects





AutoShapes give users instant access to the most popular graphic shapes





WordArt is now integrated with OfficeArt





New Drawing command bar 





Buttons and pull down menus combine in Command Bars.





The new wheel on the IntelliMouse simplifies scrolling, zooming.
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