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Introduction

With more than 35 million users, Microsoft Word is the world’s leading word processor. Over the past several years, the Microsoft Word development team has focused on creating a word processor that best fits the needs of legal professionals. Product designers visited hundreds of lawyers, legal secretaries and word processing managers in large and small law firms around the globe with the goal of learning how people in the legal industry work. This research showed that legal professionals have unique priorities when choosing a word processor.

Legal users want a tool that makes it easy for them to create documents with paragraph and heading numbering, footnotes, tables of contents, tables of authorities and other advanced legal components. The research also showed that legal users want an easy way to collaborate on documents online, whether they’re sending e�mail, redlining a contract, or posting files on an intranet or the Internet. Many legal professionals who still use WordPerfect 5.1 for DOS are looking for a new word processor that will allow an easy transition for their files and expertise. Firms with advanced document�management systems and revision�marking software demand better integration between their word processor and other key legal technologies. Finally, the research showed that more and more legal professionals are benefiting from the power of an office suite to get their work done. These users want an integrated set of tools that work together as one.

Microsoft used this research as the basis for creating Word 97, the ultimate legal word processor.

This guide is designed to assist legal professionals in the evaluation of Microsoft Word 97. It is meant to serve as an addendum to the Word 97 Enhancements Guide, a complete guide to all the exciting new features in Word 97. For additional information about Word 97 or Office 97, please visit the Microsoft Office Web site at http://www.microsoft.com/office/ and the Microsoft legal Web site at http://www.microsoft.com/industry/legal/.

�The first section of this guide provides a tabular list of the new and improved legal functionality in Word 97. Those items with a check mark are examined more closely in the second section. Items without a check mark are examined more closely in the Word 97 Enhancements Guide. To assist in evaluating Word 97, new features are grouped in the following ways:

Tools that make writing and creating documents easier for the legal professional

Tools that help legal professionals collaborate and edit documents online, communicate using e�mail, and create documents for intranets and the Internet

Tools that help legal professionals make the transition from WordPerfect and use Word 97 with other key legal technologies

Tools that make Word 97 an integrated member of the Microsoft Office family



�Tabular Summary of Word 97 Features for the Legal Community

Making Writing Easier for the Legal Professional

Microsoft Word 97 is designed with lawyers in mind. Whether you’re creating contracts, briefs, pleadings, letters or other specialized legal documents, the tools you use are critical to your efficiency and ultimate success. Microsoft Word 97 makes it possible for you to sit down at your computer and go to work, without worrying about formatting, adding footnotes, generating a table of contents or numbering your headings. With a new set of legal�specific tools, Word 97 lets legal professionals focus on practicing law, not on creating documents.

��Feature�Description��New�(�Office Assistant�This breakthrough technology unifies online user assistance and helps the user discover and learn functionality to get the job done more quickly. The Office Assistant interactively provides tips, guidance and suggestions. This universal interface for help is especially helpful for users making the transition from WordPerfect. ��Enhanced�(�Legal Pleading Wizard�The redesigned Legal Pleading Wizard helps users save time and effort by automating the task of creating common pleading elements and allowing them to focus on the content rather than the structure of the pleading.��Enhanced�(�Bullets, headings and paragraph numbering�Developers redesigned and rebuilt the bullets and numbering engine to let legal professionals create lists ranging from simple numbers and bullets to the powerful multiple�level lists that are common in legal documents. Word 97 has all the power that legal users demand, with the ease of use they need to get their job done efficiently.��Enhanced�(�Smarter cross�referencing�Word 97 provides users with more options for cross�referencing. “Above” or “below” can be added to cross�references automatically; in addition, cross�references can be implemented as hyperlinks. ��Enhanced�(�Table of authorities�Word 97 includes the ability to automatically generate a table of authorities. Word is the only word processor that automatically scans a document and locates the most commonly used bluebook formats, such as v. or §.��Enhanced�(�Table of contents�Legal documents often contain tables of contents. Word 97 automates inserting a table of contents by providing six predefined formats, check boxes to drive common formatting, and a rich preview facility. ��New��Style Preview and Automatic Style Definition�This feature lets users see the exact font, size, formatting and justification of each style, making it easy for them to differentiate between styles. Legal users can easily manipulate the look of text without using complicated codes. Automatic style definition lets users benefit from styles without having to create them manually.��Enhanced��Automatic Style Updating�This feature makes it easy for users to modify styles by automatically propagating style changes. If a user changes a style in one location, Word automatically changes all other occurrences of the same style. ��Enhanced�(�AutoText�Legal documents frequently have text that is reused from other documents. AutoText is a fast, easy way to insert boilerplate text into documents. It simplifies document creation by offering users context�sensitive entries. Word 97 filters AutoText entries and displays only those relevant to the content of a user’s document. ���

��Feature�Description��New�(�AutoComplete�AutoComplete gives users suggestions on how to complete their text based on what they are typing. This automates the common task of reusing text that appears frequently across legal documents.��New�(�Navigation using IntelliMouse�For legal professionals who read and review long documents, Word 97 supports a more intuitive way to scroll through files. The wheel of the IntelliMouse pointing device lets users set their documents to scroll automatically for easy online viewing.��New�(�Table Drawing Tool�Using the equivalent of a pencil and an eraser, users can draw tables of any size or shape directly into a document. With the Table Drawing Tool, users have the flexibility to design a table to fit their needs.��Enhanced��Header and Footers�This feature allows for easy insertion of AutoText entries and commonly used numbering schemes such as “page x of y.”��Enhanced�(�Master documents�Word 97 makes opening master documents faster by collapsing all subdocuments and using hyperlinks to navigate through the document.��

Easy Collaboration and Information Sharing

The rapid adoption of e�mail and the use of the Internet and intranets to communicate have created new opportunities and challenges for legal professionals. Lawyers can now research, write, distribute, redline, and publish or submit documents entirely online. The rise of this online phenomenon means that users need tools that not only help them navigate to relevant information quickly, but also allow them to read, review and edit documents online easily. The rapid growth of intranets and the Internet means users need tools that allow them not only to create rich HTML files, but also to navigate through Office files stored on their intranet or the Internet. In Word 97, Microsoft offers legal professionals the tools they need to create, collaborate and view information in an increasingly connected world.

��Feature�Description��New�(�Document Map�Allows users to easily navigate and organize documents. A split screen displays a hyperlink outline of the document on the left pane, while the right pane contains the text of the document. This is especially convenient for reviewing contracts and other long, structured legal documents.��New�(�Navigation Tools�Blends the intuitive navigation of the scrollbar with the power of the Find and Go To dialog boxes to make it easier to navigate through documents.��Enhanced�(�Reviewing Toolbar�Provides a consolidated toolbar for all activities related to reviewing and editing documents.��New�(�Versioning�Allows users to track and store all previous versions of a document in one file. Users no longer have to save multiple copies of a document to keep track of versions.��Enhanced�(�Merge Documents�Allows users to easily consolidate changes made to multiple copies of a document back into a single copy. This enables sharing even when users are not connected over a network.���

��Feature�Description��New�(�In�Place Comments�Allows users to add comments to a document without altering the original text. Similar to “yellow sticky notes,” comments appear when a user hovers the mouse over the affected text.��Enhanced�(�Track Changes�Makes it easier for legal users to redline documents online, and for multiple users to see what has changed in a document by automatically highlighting, color�coding and identifying changes made by other users. Cell tips on each highlighted cell tell exactly what was changed, when and by whom.��New�(�Portable Documents�Helps ensure that a document will look the same regardless of what machine the document is opened on. Word 97 documents are laid out to a virtual machine instead of the printer to which a user is connected. ��Enhanced��Microsoft Word Viewer�Allows Microsoft Word users to share files with users of other software. By simply attaching the Microsoft Word Viewer, even non�Word users can hyperlink, view, copy and print Word documents.��Enhanced�(�WordMail�Allows users to use Word as their e�mail editor. Users have all the functionality and flexibility of Word when creating e�mail messages. ��New�(�Hyperlinks�Enables users to embed hyperlinks in all Microsoft Word 97 documents and connect to important information easily no matter where it resides.��New�(�Web Toolbar�Provides a Web browser�like navigation interface for easy navigation of hyperlinked documents. Users can focus on getting information without searching for the tools they need to do so.��New�(�Active Web Search�Makes it easy for users to find any Office or HTML document residing on a corporate network or intranet. Users can search for documents within Word without requiring a separate search engine. ��Enhanced��Web Page Authoring�Allows users to convert their Word documents into HTML automatically for posting to an intranet or the Internet. Word 97 supports true WYSIWYG editing of HTML features such as backgrounds and marquee text, so users no longer have to switch to the browser to preview their documents. ��New��Web Page Wizard�Allows users to create Web pages quickly. Using the Web Page Wizard, users can select the type and style of Web page they want to create. ��Enhanced��Envelopes and Labels�New wizards are available for creating envelopes and labels directly from the File New dialog box. In addition, users have more flexibility when creating custom labels.��

�Making the Transition From WordPerfect and Using Word 97 With Other Legal Technologies

Many legal professionals are moving from WordPerfect for DOS to a word processor based on the Microsoft Windows® operating system. For this reason, Microsoft has focused on making it easy to learn how to use Word, preserve WordPerfect files, and make the transition from WordPerfect to Word 97. In addition, Microsoft included several feature enhancements to make Word 97 work better with key legal technologies and be more flexible for firms that want to build solutions on top of Word 97.

��Feature�Description��Enhanced�(�WordPerfect file compatibility�Word 97 provides users with converters and special help files so they can easily convert from WordPerfect to Microsoft Word.��Enhanced�( �WordPerfect Help�WordPerfect Help lets users take advantage of their skills, vocabulary and keystrokes from WordPerfect to learn about Word 97 as they work. ��New��Legal Switchers Line�This no�charge support line is staffed by Microsoft technicians trained to understand the specific concerns of legal professionals who are considering the move or are in the process of moving to Word from WordPerfect. (206) 635�7067��New��Document management�Word 97 supports open document management architecture (ODMA), an industry standard that allows Word to work seamlessly with ODMA�compliant document management tools such as PC Docs.��Enhanced��Customization�Word 97 allows legal professionals to customize the user interface to best suit their needs. Features from the toolbars to the context�sensitive right�mouse click menus can be customized.��Enhanced��Improved document security�Word 97 supports 40�bit RC4 encryption of password�protected documents — the highest level of security allowed by the U.S. government for documents transported across international borders.��New�(�Macro detection�Word 97 contains a built�in tool that automatically checks for macros and interface customizing when a user opens a document.��New�(�Macro recording�Using a macro, users can automate tasks they perform repeatedly in Word.��New�(�Visual Basic for Applications�Word 97 supports the Visual Basic programming system, Applications Edition, a full�featured professional programming language that allows users and third�party software developers to use Microsoft Office as a platform for specialized legal applications.��New��Support for ActiveX technologies�ActiveX™ Controls can be embedded directly into a Word document. These controls allow developers to create fully programmable documents and forms with enhanced capabilities for online viewing.��Enhanced��Unicode and multilingual support�Users can create and display documents containing text in a variety of European languages. Users can also view documents created in Far East versions of Word in the U.S. version of Word. ��

�Tools That Make Word 97 an Integrated Member of the Office Family

Consistency and integration with the rest of the Microsoft Office family of applications continues to be one of the key goals of Word 97. The list that follows is a small subset of the features in Word 97 that demonstrate its integration with other Office products. For a more complete guide, please see the Word 97 Enhancements Guide.

��Feature�Description��New�(�Enhanced toolbars�Menus and toolbars are now combined into one flexible interface.��New�(�Integration with Outlook�Integration with the Microsoft Outlook desktop information manager makes it easy for users to share information between Outlook and Word. From within Word, users can create tasks in Outlook and access the contact manager. In addition, Word can be used as the e�mail editor for Outlook.��Enhanced�(�Present It�This feature allows users to convert a Word document into a presentation using the PowerPoint presentation graphics program.��Enhanced��Performance�Performance is one of the design goals for Word 97, and users will see the results of the development team’s efforts when editing, printing and navigating documents. ��New��Shared code�A significant amount of code in Word 97 is shared across all the Office applications, resulting in extremely tight integration and consistency across the applications.��

�Tools That Make Writing Easier for the Legal Professional

Office Assistant

The new Office Assistant offers a single way to access information in Word 97 and eliminates the need to learn multiple help and utility features. The Office Assistant provides a central place for users to access help and get tips and suggestions about using Microsoft Word 97. A customizable, discrete and animated character, the Office Assistant is an evolution of the Answer Wizard in Microsoft Office for Windows 95. Like the Answer Wizard, the Office Assistant allows users to ask questions in their own words. In Microsoft Word 97, for example, a user might ask the Assistant, “How do I create a table of authorities?” The Assistant uses natural language processing to figure out what the user is asking and provides the correct response. Then the Assistant guides the user through the steps necessary to complete the task.

�

�The Assistant observes the user’s operations and provides hints and tips on how to complete the tasks better. This way, users can learn while they work. Virtually every aspect of the Assistant can be controlled by the user.

�

The Office Assistant is integrated throughout Microsoft Office applications to help users learn and discover more efficient use of an application. For instance, the Office Assistant is integrated with the Legal Pleading Wizard so it can help users create structure in their pleadings more quickly. Once selected, the Assistant describes each step in detail and provides suggestions, making it easy to understand and learn along the way.

�

�The technology behind the Assistant’s intelligent behavior and natural language assistance was developed in conjunction with the decision theory and natural language research teams at Microsoft. The Office Assistant analyzes the user’s question using the Bayesian inference technique and matches it with the available online help information. Using the Office Assistant in Microsoft Office 97 makes computing tasks easier and faster by providing assistance while the user works.

The Office Assistant helps users get more out of the product and that way be more productive. Users get up to speed faster with the new tools and technology in Word 97 because the Office Assistant is always there to provide help when users need it.

Legal Pleading Wizard

The Legal Pleading Wizard in Microsoft Word 97 helps legal professionals save time and effort by simplifying the complex task of creating legal pleadings. This tool guides users through the process of creating a pleading from scratch or modifying a previously created one. Word 97 features several improvements to the Legal Pleading Wizard.

The Wizard makes it easier to specify and adjust formatting such as line numbering, line spacing, borders, caption boxes, and headers and footers.

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

�

��

The Legal Pleading Wizard provides access to the Microsoft Outlook™ Address Book so users don’t have to retype commonly used addresses.

Updated wizards for creating letters, faxes, memos, agendas, awards, calendars, newsletters and resumes are also included in Word 97.



�Bullets and Numbering

Based on in�depth research of legal usage patterns, Microsoft has completely redesigned and rebuilt the Word 97 list and numbering engine to address legal user needs. These needs range from simple numbered and bulleted lists to powerful, multilevel lists that are common in legal documents. The new architecture for the bullets and numbering feature also allows for improved performance and greater flexibility throughout Word 97.

�

�A new bullets and numbering dialog box creates one central location to initiate or modify any bulleted or numbered list. Heading numbering is integrated into this dialog box so users can create single and multilevel lists from one place.

�

The preceding dialog box shows a gallery of the most recently used paragraph and heading numbering schemes.

Word 97 makes it easy for legal professionals to access common legal paragraph numbering schemes and create their own.

�

�The legal style numbering check box in the preceding diagram converts all inherited numbers into their equivalent Arabic values for the current list level. This supports the common legal numbering schemes (and others like them) shown as follows:

ARTICLE I.

	Section 1.1

	Section 1.2

ARTICLE II.

	Section 2.1

	Section 2.2�ARTICLE ONE

	Section 1.01

	Section 1.02

ARTICLE TWO

	Section 2.01

	Section 2.02��

In Word 97, automatic numbered lists can contain a table, a nonindented paragraph or a page break between any of the list elements. This means users can continue numbering a list sequentially even if a table, paragraph or page break has been inserted in the middle of a numbered list. Word 97 can intelligently determine whether a list is a continuation of a previous list or a new one. Word 97 automatically scans back to find the last numbered paragraph so it can continue the sequence. Users who do not want continuous numbering can easily override the sequence by backspacing and typing a new number, or choosing to restart numbering in the Bullets and Numbering dialog box.

Word 97 introduces a new field, LISTNUM. This field can be inserted anywhere within the text of a paragraph to provide in�paragraph numbering such as: this is an example of (a) intuitive design, (b) powerful numbering, (c) user benefits. These fields update dynamically, as the AUTONUM fields do in Word 6.0 and Word for Windows 95.

LISTNUM can also be used to create multiple paragraph numbers on the same line of a paragraph. The use of LISTNUM fields is required for the a) style numbers that represent level 3. Fields can be used for the b) and subsequent numbers on level 3, or regular multilevel paragraphs for level 3 will also work together with the fields to achieve the desired result. See the following example:

A.	HEADING��subheading��1.	a) Lorem ipsum dolor…��		b) Lorem ipsum dolor…��subheading��2.	a) Lorem ipsum dolor…��		b) Lorem ipsum dolor…��B.	HEADING��subheading��3.	a) Lorem ipsum dolor…��                                 Lorem ipsum dolor…��

Users switching from WordPerfect can use LISTNUM fields to fully emulate the PARANUM�based numbering found in WordPerfect 5.1.



�Smarter Cross�Referencing

Word 97 has a new dialog box designed specifically to help legal professionals create cross�references between a variety of items in their documents. For example, legal professionals can easily cross�reference text or page numbers of headings, tables, footnotes, figures or marked text (bookmarks). The Word 97 cross�reference dialog box makes this process automatic so users don’t have to learn complicated field codes.

�

Cross�referencing is updated to work with LISTNUM in the paragraph numbering functionality described in the Bullets and Numbering section.

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

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

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



Table of Authorities

Word 97 includes the ability to generate a table of authorities automatically. Word is the only word processor that can automatically scan a document and locate the most commonly used bluebook formats, such as v. or §. Once the user has selected the entire long citation and indicated the short citation, Word automatically marks each citation in the document. Users can also specify the citation’s category (e.g., cases, regulations, statutes) from a list of nine category types — or customize the list for their own categories. Once Word has marked all the citations, the user can generate a table of authorities with a click of a button.

�The following diagram shows how the table of authorities feature automates the process of identifying and listing citations:

�



Table of Contents

Word 97 automates inserting a table of contents by providing six predefined formats, check boxes to drive common formatting, and a rich preview facility.

A table of contents can also be built from arbitrary (non�heading) styles and table of contents fields. This ability makes it much easier to generate a table of contents for individual paragraphs within a long brief.

The table of contents feature in Word also provides an option to update page numbers only and preserve all local formatting. Entries in a table of contents are now unlimited in length.

Page numbers in a Word table of contents are dynamic jumps to the appropriate place within the document.

�

When creating a table of contents, many legal professionals want the first part of a paragraph to appear in the table. This part is usually underlined in the main document and set off from the rest of the paragraph with some punctuation. In Word 97, this embedded heading can be handled more elegantly than before.



�Easier Text Reuse With AutoText

Research shows that many legal professionals reuse the same blocks of text repeatedly in documents they create. AutoText allows users to store frequently used text such as standard contract clauses, court document captions, signature lines and letterhead and easily insert this information any time they want. The Word 97 AutoText toolbar simplifies document creation by offering users context�sensitive content drawn from predefined AutoText entries and a user’s previous work.

Word 97 filters AutoText entries based on styles and templates and displays only those relevant to the content of a document. For example, if a user is working in a contract template, only those AutoText entries that have been designated as relevant to the contract will appear.

� EMBED Word.Picture.6  ���

Users can create new AutoText entries simply by selecting the text and clicking the New button.

�

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

Word 97 ships with approximately 50 predefined AutoText entries.



�AutoComplete

AutoComplete reduces typing and mistakes by automatically suggesting text based on what the user is typing. To accept the suggestion, the user presses Enter, and Word automatically replaces the partially typed word with the completed word.

Word 97 will AutoComplete today’s date, days of the week and months.

�



Word 97 will also AutoComplete AutoText entries such as the preceding example. As a result, users can add boilerplate text without ever taking their hands off the keyboard.

Navigation Using IntelliMouse

In Office 97, Microsoft introduces compatibility with IntelliMouse™. This new pointing device provides a wheel in the center of the mouse that offers users a wide range of scrolling and navigational choices with compatible applications. With the IntelliMouse, users can set their document to scroll automatically. The IntelliMouse also allows users to pan, manual scroll, zoom, chunk scroll and change the AutoSummarize percentage.

Table Drawing Tool

Often, contracts and other legal documents require complicated tables that summarize important information. Word 97 redefines the way users create tables by allowing them to use the equivalent of a pencil and an eraser to draw tables of any size or shape directly in the document. Users can seamlessly create tables of varying row heights and column widths without ever having to access the Cell Height and Width dialog box. The Table Drawing Tool allows users to create tables to fit any type of data needs.

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

The user selects the Table Pencil to draw any size table, column or row directly into a document, and also to add new cells, rows and columns of varying heights and widths.

�

With the eraser tool, users can remove unwanted cell divisions easily and thereby merge text in adjacent cells. This includes vertical cell merge.

�New Table Functionality

Tables and Borders Toolbar   Usability testing showed that most users think of tables and borders in conjunction, so Microsoft modified the toolbar to include both.

�

Vertical Cell Merge   Word has always featured horizontal cell merge; in Word 97, a user now can merge cells vertically. The user can select two cells in a column and merge them vertically using either the Merge Cells toolbar button or by erasing the cell division with the eraser tool.

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

�

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

In�Table Row Resizer   The user can adjust the height of any row or the width of any column simply by grabbing the row or column border and moving it up or down.

�Even Row and Column Distribution   The user can align a range of cells using either the Distribute Columns Evenly or Distribute Rows Evenly toolbar buttons. These buttons are especially useful for users who have difficulty drawing evenly spaced columns or rows with the Table Drawing Tool.

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



Master Documents Improvements

Master Documents functionality in Word 97 allows users to break up a large document into smaller, more manageable linked documents. In Word 97, master documents have been redesigned to improve navigation and performance. Each subdocument appears as a hyperlink, making it easy to find and navigate to specific documents. In addition, master documents open with all subdocuments collapsed and closed, thus speeding up file operations and navigation.

Outlining

When creating a long document, many users prefer to use the Outline View in Word. This view shows the document’s structure and makes it easy for users to plan their work. The indentations and symbols in outline view do not affect the way a document looks in normal view and do not print. Outline view makes it easy to quickly restructure a document. A gray line under a heading means that the heading includes collapsed, or hidden, subordinate headings or body text. Users can reorder headings and text by moving them up or down in outline view, or they can promote or demote body text or a heading to a higher or lower level.

�

�Footnotes

Typical legal documents often include footnotes. Users can add note text of any length and format it as they would any other text in the document. Word automatically numbers marks or lets users create their own custom marks such as “*.” Word renumbers the note reference marks when users add, delete or move notes that are automatically numbered.

Many legal professionals have been frustrated with other word processors that don’t let them view the note reference mark, its context in the document and the corresponding note text at the same time.

Word lets users view notes as shown in the following illustration. Users simply rest the pointer on the note reference mark in the document. The note text appears above the mark. To display the note text in a note pane at the bottom of the screen, users simply double�click the note reference mark.

�

Easy Collaboration and Information Sharing

Document Map

The Document Map in Word 97 allows users to navigate through documents easily. This ability is especially helpful when working on contracts and other long documents. A split screen displays a hyperlink outline of a document on the left pane, while the right pane contains the document text. The document map gives users single�click access to the points of interest, and serves as a “you are here” road map.

�

�Navigation Tools

In Word 97, Microsoft combines the intuitive navigation of the scrollbar with the power of the Find and Go To dialog boxes. Usability tests showed that although users are comfortable navigating through their documents using the scrollbar, it is not an optimal tool when users are reviewing long and structured documents.

�

Word 97 contains a Document Browser accessible from the scrollbar. The browser lets a user choose an element to navigate by. For example, to review the tables or pictures in a document, the user clicks the Table button in the browser. When the user clicks the Previous or Next buttons, Word automatically goes to the previous or next table in the document.

Users can browse by page, section, comment, footnote, endnote, field, table, graphic, heading or edits.

��EMBED Unknown���



�Reviewing Toolbar

Because more legal professionals are sharing documents online, Microsoft has worked hard to make this task easier. The new Reviewing toolbar in Word 97 makes online reviewing easier by giving users instant access to common reviewing commands as shown in the following diagram.

�

Versioning

Many legal professionals need to keep track of who made changes to a document and when the changes were made. Versioning in Word 97 allows users to maintain a working history of each document. With versioning, users can backtrack to see who made what changes to a document on various dates.

�

Comments on revisions can be saved with each version.

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

All the versioning information is stored within the document, so a user does not need to maintain and track multiple copies of the document. This also saves disk space and makes managing versions easy.



�Merging Documents

Word 97 allows users to consolidate all changes or rewrites from multiple users in one easy step. Instead of making the user merge documents manually by copying and pasting changes across several documents, Word 97 lets the user choose multiple documents and seamlessly merge the changes back to the original document. Word 97 tracks and merges text changes and formatting changes.

In�Place Comments

When legal professionals review printed versions of documents, they often fill the margins with comments. Like reviewers working on paper, online reviewers also want to make comments on documents. With Word 97, users can now write and read comments when reviewing documents online.

�

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

To display the comment, users hover over the shaded text or click the Next Comment icon.

Users can browse comments sequentially or sort by individual reviewer name.



Tracking Changes

Although Microsoft introduced revision�marking to support online review and tracking of changes in Word 2.0, this feature has not been powerful enough for many legal users. Specifically, legal professionals need a tool that will tell them exactly who made what change and when the change was made. Users also need a tool that will redline their documents according to legal�industry norms. The Word 97 development team enhanced redlining specifically to meet the needs of legal users.

Track change tips note the date, time and type of changes made. They appear when users hover over changes.

�

�Edits are seen on a per�word basis instead of per�character basis. Old way: Tiom. New way: Tim Tom.

Numbered lists are revision�marked correctly by legal standards.

Word 95�Word 97��1.	This is a deleted list item.

21.	This item shows revised numbers.

32.	This item also shows revised numbers.

�1.	I add a new item.

2.	Now I add a second new item.

1.	This is a deleted list item.

23.	This item shows revised numbers.

34.	This item also shows revised numbers.

5.  This item is completely new.���

Deletions are indicated with special characters such as ^ or #. Formatting changes such as bold and italics are revision�marked.

Fields are no longer automatically updated and revision�marked.

Page numbers are not revision�marked.



Portable Documents

In the past, when a user opened an existing document on a machine attached to a different default printer, the layout and font of the document might be different. With Word 97, a document looks the same regardless of the machine on which it is opened.

Word 97 lays out documents to a virtual printer instead of the printer to which the user is connected. This prevents repagination when a document is opened on a different machine and guarantees that a carefully crafted one�page document will not spill over into a two�page document.

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

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



�WordMail Improvements

WordMail, one of the most innovative technologies in Word 95, is extended in Word 97 to include new functionality and integrate seamlessly with both the Microsoft Exchange Server e�mail client and Outlook. WordMail allows users to use Word as their e�mail editor, so they can take advantage of the functionality and familiarity of Word when composing e�mail.

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

As shown in the following diagram, Word 97 automatically detects whether a message contains a long conversation thread. Using AutoFormat, it picks out the sender of each message and displays his or her name in the Document Map. With the Document Map, users can go directly to comments made by any user without having to scroll or page through the entire message.

�

WordMail allows users to right�click a name anywhere in a message and use the Who Is command to bring up address book information about the person. This ability eliminates the need to go to the address book and enter the person’s name to get more details.

WordMail automatically formats plain text WordMail messages, making it easier to follow message threads by stylizing headers and indenting message threads. The following diagram shows a typical e�mail message before WordMail AutoFormatting.

��

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

�



�Hyperlinks and Web Toolbar

Word 97 now allows users to employ the navigation paradigm of the Internet to create rich Web sites of hyperlinked documents. All the Office applications support hyperlinks, making it possible to create Word documents with links to other Office files and HTML files on a local machine, a corporate intranet or the Internet.

The Web Toolbar allows users to navigate among documents using the navigational paradigm of the Internet.

�

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

�

Hyperlinks can be inserted using the Insert Hyperlink dialog box pictured in the following diagram.

�

�Hyperlinks can also be inserted with the Copy/Paste Hyperlink function or by dragging and dropping.

Cross�references are inserted as hyperlinks.



FindFast Web Query

Practicing law involves having the right information available whenever it’s needed. Often, this means being able to find a document that was created years ago by searching through thousands of pages of information. With FindFast Web Query in Word 97, users can search from within Word for Microsoft Office and HTML documents relevant to their task. FindFast Web Query creates an index of every Office and HTML document on a local machine or an intranet, so Word 97 can find information whether the user searches by custom document properties such as name, client, case and file size or by key word. The user navigates to a search page either by clicking the search button on the Web Toolbar or by using a browser. The results of a FindFast Web Query are returned in an HTML page with hyperlinks to each of the documents. The results of the search are ranked by their relevance to the user’s search criteria.

Making the Transition From WordPerfect and Using Word 97 With Other Legal Technologies

WordPerfect File Compatibility

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

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

Word 97 supports indexing, irregular text wrap around objects, and page borders to help make conversion of WordPerfect documents smoother.



Document Conversion

Microsoft dedicated an entire development team to the conversion of WordPerfect for DOS files. A special team of Word conversion specialists ran thousands of documents through a “document analyzer” to better understand complex WordPerfect files. The result is unsurpassed file conversion functionality for users of WordPerfect for DOS. Microsoft built elements into Word to match those features found in WordPerfect so even the most complex documents will convert smoothly. File conversions were benchmarked with complex documents to help ensure a smooth transition of information to Word for Windows.

Word 97 includes a WordPerfect 6.x file converter. The already robust WordPerfect 5.x file converter has also been improved to support better conversion of paragraph numbering.

Word includes TrueType fonts to emulate the WordPerfect Compose characters sets. Both the WordPerfect 5.x and 6.x converters use these fonts automatically on conversion. (Note: These fonts are available only via the Word supplemental offer coupon and on the Microsoft Office CD.)

Word also offers new compatibility options to further mirror WordPerfect layout behavior. This allows documents to paginate more like their original pagination in WordPerfect.



�User Assistance

Help for WordPerfect users   Word 97 has Help for WordPerfect users that describes each WordPerfect command and explains the Word equivalent. Word 97 also greatly expands the number of WordPerfect keyboard commands included in online Help. In addition, Word offers animated demonstrations of Word equivalents for over 80 percent of all WordPerfect features. These interactive demonstrations help WordPerfect users learn Word as they get their work done. This assistance is now accessible through the Office Assistant.

�

Full Screen   Full Screen view is designed to give WordPerfect users a more familiar interface with fewer toolbars and other graphical elements. Word also offers a blue screen background with white text to make users of other word processing programs feel more comfortable as they switch to Word.

�Reveal Format   Word 97 provides information about formatting with a single mouse click or use of the WordPerfect reveal codes keyboard command, ALT�F3. This feature is helpful for former WordPerfect users who want to reveal codes and know the exact formatting applied at any point in the document.

�

The Word 97 Reveal Format feature helps WordPerfect users identify formatting characteristics in Word 97



Macro Detection

Word 97 contains a built�in tool that automatically checks for macros and interface customization when a user opens a document. If Word finds macros, it alerts the user and provides the option of disabling the macros before the document is opened. By providing automatic detection of macros and the option to disable them, Word helps protect users’ documents from potential infection by macro viruses.

Macro Recording

Users who perform a task repeatedly in Word can automate that task using a macro. A macro is a series of Word commands and instructions that are grouped together as a single command to accomplish a task automatically. Instead of manually performing a series of time�consuming, repetitive actions in Word, the user can create and run a single macro — in effect, a custom command — that accomplishes the task. The following are some typical uses for macros:

Speed up routine editing and formatting

Combine multiple commands

Make an option in a dialog box more accessible

Automate a complex series of tasks



�Word offers two ways to create a macro — the macro recorder and the Visual Basic® Editor. The macro recorder can help users get started creating macros.

�

Word records a macro as a series of Word commands in the Visual Basic for Applications programming language. The user can open a recorded macro in Visual Basic Editor to modify the instructions. The user can also use the Visual Basic Editor to create flexible, powerful macros that include Visual Basic instructions that cannot be recorded.

After the user has assigned a macro to a toolbar, menu or shortcut keys, running the macro is as simple as clicking the toolbar button or menu item or pressing the shortcut keys. The user can also point to Macro on the Tools menu, click Macros, then click the name of the macro he or she wants to run.

Users can store macros in templates or in documents. This allows legal professionals to create a set of macros for use each time they create a specific type of brief, pleading, contract and so on.

Visual Basic for Applications

Word 97 supports Visual Basic for Applications, a full�featured professional programming language. In Word 97, Visual Basic for Applications replaces WordBasic. Now that Visual Basic for Applications is supported in all Office applications, users need to learn only one way of programming to apply their learning across all the Office applications. Because Visual Basic for Applications also has a true event model, Word users are exposed to a polished programmatic interface. In addition, Visual Basic for Applications allows other applications to program Word using OLE Automation. The tool set offered with Visual Basic for Applications is a significant improvement over the Visual Basic 4.0 environment and is optimized for Office documents. Visual Basic for Applications provides developers with a robust, full�featured integrated development environment (IDE) and excellent tools and support for developing custom document solutions.

�Tools That Make Word 97 an Integrated Member of the Office Family

Over the past three years, the percentage of Microsoft Word sales originating with suite sales has grown over 200 percent. Such dramatic growth indicates the importance of making Word not just a great standalone product, but also a well�integrated and consistent member of the Office family. One of the primary motivations for purchasing a suite is the ability to share data and optimize learning across applications. Word 97 continues to focus on ensuring that Word is consistent and well�integrated with the rest of Office. In Word 97, over 50 percent of the code is shared across all the Office applications, resulting in enhanced integration and performance across the applications in the suite. The following are just a few of the many ways that Microsoft has made Word a powerful member of the Microsoft Office family. For more detailed information on this topic, see the Word 97 Enhancements Guide.

Enhanced Toolbars

Menus and toolbars now have a new, cleaner look and are easier to customize. It’s easy to drag and drop new commands onto menus, toolbars and even shortcut menus. Users can personalize their toolbars by creating custom toolbars that combine menu and toolbar items. For example, using drag�and�drop functionality, in each application users can create their own toolbars and menus consisting only of the features they want displayed.

The new toolbars are fully programmable and share a single object model across all the Office applications. The use of shared code across the Office applications results in significant performance improvements in boot time and RAM usage (as much as 50K per application).

Integration with Microsoft Outlook

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

Event journaling   The Outlook Journal was created to help users keep track of any information that goes through their personal computers — whether it is an e�mail message to a client, a contract they have been working on, a Microsoft Excel spreadsheet with billable hours, or a phone call they made to another firm using Outlook. Any communication or business entry made can be recorded in the Journal. No longer do users need to remember where a document is located or in which file they stored a contact’s e�mail message. With the Outlook Journal, users need only remember when the event occurred. Once the date entry in the Journal is located, the Journal provides a shortcut to that item. Users simply double�click, and the item opens automatically. As pictured in the following graphic, Word 97 users can take advantage of this feature by enabling event journaling in Word.

�

�

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

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

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



Present It

Using the Present It feature from the File/Send To menu, users can turn their Word document into a PowerPoint® presentation with one mouse click.

�Other Resources

Microsoft has created a variety of additional tools to help you evaluate all the applications in the Microsoft Office 97 family. For a more detailed guide to Word 97, please see the Word 97 Enhancements Guide. For the most up�to�date information on Microsoft Word 97 and other Office 97 products, please visit the Microsoft Office Web site at http://www.microsoft.com/office/. Microsoft also has a special site dedicated to providing tools and information for the legal industry, http://www.microsoft.com/industry/legal/. Users with technical questions who are considering a move to Microsoft Word or Office 97 can call the Microsoft Office Legal Switchers Line at (206) 635�7067. This no�charge support line is staffed by technicians at Microsoft who are specially trained to help legal professionals make the move to Microsoft Office 97.
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The new wheel on the IntelliMouse simplifies scrolling and zooming, and serves as a third button to support new features.








