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Office 97 combines the ease of intelligent applications with the power of the intranet
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Today Microsoft Office applications are used by more than 40 million people around the world, and over 90 percent of Fortune 500 companies use Microsoft Office. Because the use of Microsoft Office is so widespread, it is important that individuals responsible for implementing and supporting Office 97 have well thought out strategies for upgrading. This document is designed to help administrators and support professionals understand the issues with sharing files between multiple versions of Microsoft Office. It describes the various migration tools built-in to Office 97, conversion utilities, work-arounds and support materials. (Please see links to related information at the end of this document).

Supporting multiple versions of Microsoft Office 

The file formats for Microsoft Office 97 have changed due to new functionality found in each application. For example, features such as Shared Workbooks in Microsoft Excel, Table Drawing in Word, and Custom Shows in PowerPoint required changes to the file formats. However, Microsoft understands that most companies cannot upgrade to Office 97 overnight. For this reason, support and Helpdesk personnel may face issues with running multiple versions of Microsoft Office during the migration. 

In a mixed environment of Microsoft Office versions, users quickly become aware of the issues with sharing files. For example, Office 97 users may not want to give up the new features by saving documents into older formats. Similarly, Helpdesk administrators may not want to invest the time and resources necessary to install converters for the older versions. But ultimately, users of various versions of the software need to share files and work together to get their work done. So what can be done to solve this problem? Microsoft spent considerable time anticipating these issues and provides several solutions such as Default Save As, installable file converters, file viewers, dual file formats and batch file converters. Each of these options is described below. 

Default Save 

Users of Word, Microsoft Excel and PowerPoint can save their documents as previous version file formats or even in the formats of competitive products. To make this process even easier, Office 97 provides users with the new Default Save feature to automatically save files in a specified version. Through the Tools/Options Dialog box in each application, users can select a previous file format, say Microsoft Word 6.0/95, as the default format to save all files.

Another way to set the Default Save format is for administrators to use System Policies (shown in the illustration below) in Windows® 95 or Windows NT® Workstation 4.0 and the System Policy Templates included with the Microsoft Office 97 Resource Kit. With System Policies, the administrator can define settings on the end user desktop by changing a file on the server. In addition, these settings are implemented every time the user logs onto the network. Therefore, if the end user makes a change to a setting, that change is automatically overwritten with the administrator’s policy the next time the user logs on to the network. In addition, administrators can customize a message to display when users try to save files in a format other than the default. If necessary, this setting can be overridden for users of Office 97 that aren’t sharing files with users of previous versions. Once all users have been upgraded to Office 97, administrators can use System Policies again to enable users to save in the native Office 97 file formats. For additional information, please see the Using System Policies to Administer Office 97 Whitepaper on http://www.microsoft.com/office/migration/.
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System Policies Editor helps set the Default Save As file format in Word 97

If you cannot implement System Policies because they are not supported on your network or because you have a large number of Windows NT Workstation 3.51 users, there is another alternative. The Network Installation Wizard, which is used to customize Office 97 Setup, can be used to add Windows registry settings keys that will set the Default Save As file format at the end of Setup. The benefit of this method is that it is part of Setup, so it doesn’t require touching the desktop a second time, and it will work in any network infrastructure. The disadvantage of this method is that it is a one-time setting. If the user changes this setting, there is no automatic way of re-setting it to the organization standard.
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Network Installation Wizard helps set the Default Save As file formats 

Installable File Converters for Microsoft Office 97 Documents

The second option for viewing an Office 97 file is to open that file directly in the previous application, using a file converter. For example, a Word 6.0 or 95 user can use an installable file converter to open a Word 97 document, but not save in the Word 97 format. Note that not all Word 97 features will be converted, as described later in this document. 

The freely distributable Word 97 converter for Word 6.0 and Word 95 users is included with Microsoft Office 97, Word 97 and is also available on http://www.microsoft.com/word/. This functionality will be available for PowerPoint, in Q2 1997. Previous versions of Microsoft Excel and Microsoft Access do not provide support for installable file converters. However, both applications provide other mechanisms for users to share files, as discussed later.

File Viewers

Third, Microsoft provides file viewers that enable users who do not have Microsoft Office to view and print Office 97 documents. Microsoft will release 32-bit Windows Viewers for Word (Q1 1997), Microsoft Excel (Q2 1997), and PowerPoint (Q2 1997). The Viewers will be available for free on http://www.microsoft.com/office/.

Since the Microsoft Viewers are not yet available, users who need this functionality immediately can use an interim solution. FTP Software's KEYview product offers a broad viewing solution that allows Microsoft Excel 97 and Word 97 files to be viewed by users without the applications installed. 

However, users will want to implement the Microsoft Viewers as they become available, which will offer a full-fidelity solution, including richer viewing, navigation, printing and more. For additional information on File Viewers, see the Office 97 File Converters/Viewers Matrix on the Office 97 Migration Web at http://www.microsoft.com/office/migration/.

Microsoft Access will not release a Viewer since database users tend to share entire databases and not just individual files. However, developers can offer similar functionality in their solutions with the Microsoft Access runtime version. The royalty-free runtime version allows users to view and change data but not the design (tables, forms, reports and queries) of the Microsoft Access database. This runtime license is available in the Office 97 Developer Edition.

Dual File Formats

In addition to the above three options, both Microsoft Excel and PowerPoint introduce a new file format that allows the information from both the version 97 and previous version to be saved into one file. For example, if a Microsoft Excel 97 user chooses to save a file in the Microsoft Excel 97 & 5.0/95 format, two data streams are created for that workbook file: one for version 97 and one for version 5.0/95. In PowerPoint, you can save both the PowerPoint 95 and PowerPoint 97 data streams in one file. If your PowerPoint 4 users have already installed the filter for PowerPoint 95 files, they will be able to read this file. Note that this file will be larger and it will take longer to save, but not open, the file. This combined file format is designed specifically for companies that are gradually migrating to Microsoft Office 97 (more detailed information to follow).

Batch File Converters

Finally, once the entire company is upgraded to Office 97, users or even administrators may want to take advantage of another tool available to help complete the migration. Batch file converters are available for Microsoft Excel, PowerPoint and Word and will convert entire directories of files to Office 97 format. This will save time and the hassle of converting each file one at a time as needed. (Note, this converter is included with support for Microsoft Excel and Word, but needs to be installed from the Microsoft Office 97 Resource Kit Tools & Utilities for PowerPoint).

Understanding the limitations of down-rev saving files

Down-rev saving allows the creator of an Office 97 file to Save As the previous file format to facilitate sharing information within a workgroup. While down-rev saving allows for file sharing and collaboration, some of the functionality from the Office 97 applications will be lost (since the previous versions don’t support the new features). For example, if a user creates a file in Microsoft Excel 97 that includes a Web Query and then saves this file as a Microsoft Excel 5.0/95 file, the Web Query will no longer work in the spreadsheet because this feature only works with Microsoft Excel 97. 

Any organization gradually migrating to Office 97 needs to understand the implications that down-rev saving has on the original file. The following tables describe new features in Word, Microsoft Excel and PowerPoint that may be lost when down-rev saving. There is no table for Microsoft Access because files cannot be down-rev saved. (For more detailed information, please refer to the Microsoft Office 97 Resource Kit).

Word

When saving to Word 6.0/95 format, the only features that are actually lost are Visual Basic for Applications code and forms and Versioning. The Word team did a lot of work to preserve the Word 97 features for the Word 97 user. If a user with Word 6.0 or Word 95 subsequently makes changes to the file and saves it, the following features will then be lost as the earlier application does not know how to save them.

Basic Use Features

The following table describes new features in Word 97 that may affect your data or formatting in previous versions. 

When this Word 97 feature
Is saved in Word 6.0/95 format

Embedded fonts
The embedded fonts are lost, and Word 6.0 or 95 assigns the closest font available.

Table Features

The following table describes new features in Word 97 that may affect your data or formatting in previous versions.

When this Word 97 feature
Is saved in Word 6.0/95 format

Vertical text in table cells
Vertical text is reformatted as horizontal text.

Vertically aligned text in table cells 
Vertically aligned text is reformatted to align at the top of the cell.

Vertically merged table cells
Merged table cells are unmerged.

Graphics Features

The following table describes new features in Word 97 that may affect your data or formatting in previous versions.

When this Word 97 feature
Is saved in Word 6.0/95 format

EMF, PNG, and JPEG graphics
Graphics in these formats are converted to WMF (Windows) or PICT (Macintosh) format.

Office Art objects
Office Art objects are converted to the nearest available shape and tool. 

Formatting Features

The following table describes new features in Word 97 that may affect your data or formatting in previous versions. 

When this Word 97 feature
Is saved in Word 6.0/95 format

Animated text (Animation tab)
Animated text formatting is lost.

Embossed and engraved characters (Font tab)
Embossed and engraved character formatting is lost.

Shadow and outline effects (Font tab)
These effects are lost in Word for Windows, but are preserved in Word for the Macintosh.

Bullets and Numbering dialog box (Format menu)

Outline numbered list (Outline Numbered tab) 
Outline numbered lists are converted to regular text, but retain their existing numbering and indentation.

Heading numbered list (Outline Numbered tab) 
Heading numbered lists are converted to regular text, but retain their existing numbering and indentation.

Multilevel bullets (Outline Numbered tab)
Multilevel bullets are converted to regular text, but retain their existing numbering and indentation.

Borders and Shading dialog box (Format menu)

Page borders (Page Border tab)
Page borders are not converted.

Character shading (Shading tab)
Character shading is lost.

Character borders (Borders tab)
Character borders are lost.

Paragraph borders (Borders tab)
New Word 97 paragraph borders are lost.

Floating pictures surrounded by wrapped text 
Floating pictures are converted in a frame to WMF (Windows) or PICT (Macintosh) format.

Floating OLE objects
Floating OLE objects are converted in a frame.

Highlighting applied with the Highlight button (Formatting toolbar)
Highlighting is preserved in Word 95, but is lost in Word 6.0.

Workgroup and Internet Features

The following table describes new features in Word 97 that may affect your data or formatting in previous versions.

When this Word 97 feature
Is saved in Word 6.0/95 format

Document properties (File menu)
If the document is edited in Word 6.0, all custom properties and the following built‑in properties are lost: Type, Accessed, Attributes, Manager, Company, Category, Bytes, and Document Contents.

HYPERLINK field (Insert menu)
The result of the HYPERLINK field is retained.

Password protection options in the Save As dialog box (File menu)
Because saving in Word 6.0/95 format actually saves in RTF format, password protection is not supported.

Protect Document settings (Tools menu)
Document protection is lost.

Tracked changes to properties, paragraph numbers, and display fields (Tools menu)
Revision marks for properties, paragraph numbers, and display fields are lost, but other revision marks are retained.

Versions (File menu)
Version settings are lost. However, if you display an older version of a document and then save it in an older format, Word 97 suggests a different file name making it difficult to overwrite the Word 97 document and lose data in later versions.

Other Features

The following table describes new features in Word 97 that may affect your data or formatting in previous versions. 

When this Word 97 feature
Is saved in Word 6.0/95 format

DOCPROPERTY field
The DOCPROPERTY field is retained in Word 95, but only the most recent result of the field is retained in Word 6.0.

Forms controls 
Forms controls can be displayed, but not modified.

Unicode characters (two bytes per character)
Unicode characters are mapped to corresponding ANSI (Windows) or one byte per character (Macintosh), or are converted to question marks (?) if no equivalent character is available. Foreign language characters are most likely to be affected.

Word 97 macros, and toolbar, menu, and keyboard customizations
Macros and customized elements are lost.

Microsoft Excel 

Formatting Features

The following table describes new features in Microsoft Excel 97 that may affect your data or formatting in previous versions.

When this 
Microsoft Excel 97 feature

Is saved in Microsoft Excel 5.0 or 95 format

Angled text
Angled text is reformatted to horizontal orientation.

Conditional formatting
Conditional formatting is lost, and cells are reformatted as normal text.

Data validation
Lost in the conversion.

Indenting within cells 
Indentation within a cell is lost, and data remains left aligned.

Merge cells option on the Alignment tab in the Cells dialog box (Format menu)
Merged cells are unmerged.

New border styles
New border styles are converted to the nearest border style available in Microsoft Excel 5.0 or 95.

Partial page breaks
Partial page breaks are converted to full-page breaks.

Shrink to fit option on the Alignment tab in the Cells dialog box (Format menu)
Text and data retain the same point size they had before Shrink to fit was selected.

Formulas and Functions Features

The following table describes new features in Microsoft Excel 97 that may affect your data or formatting in previous versions.

When this 
Microsoft Excel 97 feature

Is saved in Microsoft Excel 5.0 or 95 format

Defined labels
Lost in the conversion.

English language references in formulas
English language references are converted to A1 reference notations. However, names of named cells and ranges are preserved.

PivotTable Features

The following table describes new features in Microsoft Excel 97 that may affect your data or formatting in previous versions. 

When this 
Microsoft Excel 97 feature

Is saved in Microsoft Excel 5.0 or 95 format

Calculated fields, calculated items, and formatting based on structure
These PivotTable features are preserved until the user makes changes to or refreshes the PivotTable data. Then they are lost.

PivotTable properties sheet
All new properties are lost. These include:


Page field placement across columns or down rows


Alternate strings for NA and error cell display


Server‑based page fields


AutoSort and AutoShow on fields


Multiselect on page fields


Persistent grouping and sorting


Data fields displayed as numbers



Preserved formatting
Formatting is saved, but structured behavior is lost as soon as the user makes changes to or refreshes the PivotTable data.

Charting Features

The following table describes new features in Microsoft Excel 97 that may affect your data or formatting in previous versions.

When this 
Microsoft Excel 97 feature

Is saved in Microsoft Excel 5.0 or 95 format

3‑D bar shapes (cylinder, pyramid, and cone)
3‑D shapes are converted to 3‑D column charts.

Angled text on axis and data labels
The text is formatted straight (0 degrees).

Bubble chart format
Bubble charts are converted to type 1 XY scatter charts.

Data tables on charts
Lost in the conversion.

Gradient fills
Gradient fills are converted to the nearest color and pattern.

Office Art objects
Office Art objects are converted to the nearest available shape and tool.

Pie‑of‑pie and bar‑of‑pie chart types
These charts are converted to type 1 pie charts.

Time series axis
Special scaling information is lost, and the axis is converted to a normal category axis.

Workgroup and Internet Features

The following table describes new features in Microsoft Excel 97 that may affect your data or formatting in previous versions.

When this 
Microsoft Excel 97 feature

Is saved in Microsoft Excel 5.0 or 95 format

Comments
Comments are converted to Cell Tips. 

Hyperlink (Insert menu)
The HYPERLINK text and formatting is preserved, but the functionality is lost.

Multi-user workbooks
Sharing is disabled, and the change log is lost. 

Revision marks and audit trail
Lost in the conversion; the change log is also lost.

Data Access Features 

The following table describes new features in Microsoft Excel 97 that may affect your data or formatting in previous versions.

When this 
Microsoft Excel 97 feature

Is saved in Microsoft Excel 5.0 or 95 format

Parameterized queries
Parameterized queries cannot be executed or edited.

Report templates
Lost in the conversion.

Shared queries (connections without a data source name, or DSN)
Files that contain connections without DSN are supported in Microsoft Excel 95 (with ODBC 2.0). In Microsoft Excel 5.0 (with ODBC 1.0) the user is prompted for connection information.

Programmability Features

The following table describes new features in Microsoft Excel 97 that may affect your data or formatting in previous versions.

When this 
Microsoft Excel 97 feature

Is saved in Microsoft Excel 5.0 or 95 format

New Microsoft Excel 97 objects, methods, and properties
Not all programming elements are supported. For more information about compatibility, see Microsoft Office 97 Resource Kit and Microsoft Office Developer Web site.

ActiveX™ controls (formerly OLE controls or OCX)
ActiveX controls appear in the workbook but cannot be used.

User forms dialog controls
Lost in the conversion.

Other Features

The following table describes new features in Microsoft Excel 97 that may affect your data or formatting in previous versions.

When this 
Microsoft Excel 97 feature

Is saved in Microsoft Excel 5.0 or 95 format

32,000 characters per cell
Characters beyond the 255th character are truncated.

65,536 rows per worksheet
Data in rows below row 16,384 are truncated.

PowerPoint 

The goal for PowerPoint in converting files, based on user feedback, is to preserve visual accuracy as much as possible. In some cases, that results in a loss of editibility or in file size increases.

Basic Use Features

The following table describes new features in PowerPoint 97 that may affect your data or formatting in previous versions.

When this PowerPoint 97 feature
Is saved in PowerPoint 95 format

Animated chart elements
Animated chart elements are displayed as static chart objects. PowerPoint 95 users must have Microsoft Graph to edit charts.

Custom shows
Slides appear in the presentation in the correct ordering, but Custom Show grouping information is lost.

Elevator effects
Elevator effects are converted to Wipe Up effects.

Native format movies and sounds
Movies and sounds are converted to Media Player and Sound Recorder objects.

Play options for CD tracking and movie looping
Play options are ignored.

Workgroup and Internet Features

The following table describes new features in PowerPoint 97 that may affect your data or formatting in previous versions.

When this PowerPoint 97 feature
Is saved in PowerPoint 95 format

Comments
Comments are converted to shapes with rich text format; cannot be turned on/off so hidden comments are displayed.

Hyperlinks that combine Play Sound with other action settings
Play Sound settings are lost.

Hyperlinks embedded within an object 
The hyperlinks are lost. 

Action settings embedded within an object.
The action settings are lost.

Graphics Features

The following table describes new features in PowerPoint 97 that may affect your data or formatting in previous versions. In general, graphics features in PowerPoint 97 are converted to their closest equivalent in PowerPoint 95.

When this PowerPoint 97 feature
Is saved in PowerPoint 95 format

3‑D effects
3‑D effects are converted as pictures. 

AutoShapes
If there is no matching shape, AutoShapes are converted to freeform shapes.

Composite shapes
Composite shapes are converted to separate shapes and lines, which are grouped together.

Connectors
Connectors are converted as freeform lines, and lose their automatic connecting behavior.

Curves
Curves are approximated with connected line segments.

Gradient fills
Semi‑transparency is lost on gradient fills.

Joins and endcaps of lines
On AutoShapes, these become mitered joins and round endcaps. On freeform shapes, they become round joins and round endcaps.

Objects that are linked or embedded
Brightness, contrast, and color transformation settings are lost.

Picture brightness, contrast, and color transformation
These are rendered at current PowerPoint 97 settings.

Picture fills
Picture fills are converted to picture objects.

Picture fills on shapes
The shape is converted as a picture object and is given a solid fill with the last applied foreground color.

Shadows, engraved
Engraved shadows take on embossed shadow effects.

Shadows, perspective
Perspective shadows are converted as shapes and grouped with the shape casting the shadow.

Shapes or arcs with attached text that are new in PowerPoint 97
These are converted to PowerPoint 95 freeform shapes or arcs and text boxes.

Text box margins
Margins are averaged to center the text block in the box.

Text effects
Text effects are converted as pictures. 

Thick compound lines
Thick compound lines are converted as picture objects.

Other Features

The following table describes new features in PowerPoint 97 that may affect your data or formatting in previous versions.

When this PowerPoint 97 feature
Is saved in PowerPoint 95 format

Charts
Users cannot edit charts unless they have Microsoft Graph. 

Clip Gallery
The clip art is rendered as a picture object; double‑clicking clip art does not launch ClipArt Gallery in PowerPoint 95.

PowerPoint macros
PowerPoint macros are not converted; there is no macro language in PowerPoint 95.

Unicode characters (two bytes per character)
Unicode characters are mapped to corresponding ANSI. Foreign language characters are most likely to be affected.

File sharing strategies for multiple versions of Office 

This section explains the various options to continue sharing files and working together in an environment with mixed versions of each Microsoft Office application. For more detailed information and procedures, please reference the Microsoft Office 97 Resource Kit.

Sharing Documents with Word 6.0/95 Users

If your company is migrating to Word 97, some users may need to collaborate or share information with others still using Word 6.0 or 95. To facilitate this need to share files, there are three solutions:

Save Word 97 documents in the Word 6.0/95 format

· Benefits — All Word users can open, edit and save the documents.

· Limitations — If a Word 6.0 or 95 user saves the documents, features unique to Word 97 are lost. For critical information on this topic, please see the "Word 97 Save As Word 6.0/95 Overview.”

Open Word 97 documents using the converter for Word 6.0 or 95

· Benefits — All Word users can open, edit and save the documents. Sharing files through this converter provides the best results overall, and can be installed from the Microsoft Office 97 CD-ROM and the Microsoft Office 97 Resource Kit Tools and Utilities CD-ROM or downloaded from http://www.microsoft.com/word/.

· Limitations — Word 6.0 and 95 users must install the converter for Word 6.0 or 95 and cannot save documents in Word 97 format. Please note that Word 97 features and formatting that are not supported in Word 6.0/95 will be lost. 

Use the Word Viewer to open Word 97 documents

· Benefits — All Word and non-Word users can open, view and print documents.

· Limitations — Users of the Viewer cannot create or edit Word documents and the Viewer must be installed on all Word 6.0/95 desktops.

Sharing Workbooks with Microsoft Excel 5.0/95 Users

If your company is gradually upgrading to Microsoft Excel 97, some users may need to collaborate with others still using Microsoft Excel 5.0 or 95. To facilitate this need to share files, there are three solutions:

Save Microsoft Excel 97 workbooks in Microsoft Excel 97 and 5.0/95 format

· Benefits — All Microsoft Excel users can open and edit the workbooks. Microsoft Excel 5.0 or 95 users do not need to install additional software. No data is lost since two data streams are created for the workbook file: one for version 97 and one for version 5.0/95.

· Limitations — Workbook file size and save time will increase to reflect the additional information. When a Microsoft Excel 5.0/95 user opens the file, he/she is prompted to open the workbook read-only (but can choose to open it read/write). When a Microsoft Excel 5.0/95 user saves the workbook, features and, potentially, data unique to Excel 97 are lost. Similarly, if a Microsoft Excel 97 user saves the file in Microsoft Excel 97 only format, the Microsoft Excel 95 data stream will be lost.

Save Microsoft Excel 97 workbooks in Microsoft Excel 5.0 or 95 format

· Benefits — All Microsoft Excel users can open, edit and save the workbooks. The file sizes are very similar to the 97 format size.

·  Limitations — Microsoft Excel 97 users cannot take advantage of features unique to Microsoft Excel 97. And since not all Microsoft Excel 97 features are supported in previous versions, some data or formatting may be lost when saving to this format.

Use Microsoft Excel Viewer to open Microsoft Excel 97 workbooks

· Benefits — All Microsoft Excel and non-Microsoft Excel users can open, view and print workbooks.

· Limitations — Users of the Viewer cannot create or edit Microsoft Excel workbooks, and the Viewer must be installed on all Microsoft Excel 5.0/95 desktops.

Sharing Presentations with PowerPoint 4.0/95 Users

If your company is gradually upgrading to PowerPoint 97, some users may need to collaborate with others still using PowerPoint 95. To facilitate this need to share files, there are four solutions:

Save PowerPoint 97 presentations in dual PowerPoint 95 & 97 format

· Benefits— All PowerPoint users can open the presentations. PowerPoint 4.0 users can use the existing PowerPoint 95 filter, while PowerPoint 95 users will be able to read the file natively. PowerPoint 97 users can edit and save presentations. No data is lost since two data streams are created for the presentation file: one for version 97 and one for version 95.

·  Limitations — Presentation file size and save time increase due to additional information. PowerPoint 95 users must open the file read-only. If a PowerPoint 95 user saves the presentation, all PowerPoint 97 features and data will be lost. Similarly, if a PowerPoint 97 user saves the file in PowerPoint 97 only format, the PowerPoint 95 information will be lost.

Save PowerPoint 97 presentations in PowerPoint 95 format

· Benefits — All PowerPoint users can open, edit and save presentations. Graphic fidelity is preserved in the conversion.

· Limitations — Some features unique to PowerPoint 97 are lost.

Use PowerPoint Viewer to open PowerPoint 97 presentations

· Benefits — All PowerPoint and non-PowerPoint users can open, view and print presentations. Disk space is saved as PowerPoint 97 files are smaller than previous version files due to compression.

· Limitations — Users of the Viewer cannot create or edit PowerPoint presentations and the Viewer must be installed on all previous version desktops.

Open PowerPoint 97 documents using the converter for PowerPoint 4.0 and 95

· Benefits — All PowerPoint users can open, edit and save the documents. 

· Limitations — PowerPoint 4.0/95 users must install the converter for PowerPoint 97 and cannot save documents in PowerPoint 97 format. Please note that PowerPoint 97 features and formatting that are not supported in PowerPoint 4.0/95 will be lost if the PowerPoint 4.0/95 user saves changes to the file. (The PowerPoint 4.0/95 Viewer is available on http://www.microsoft.com/powerpoint/work.htm/)

Sharing Databases with Microsoft Access 1.x/2.0/95 Users

If your company is gradually upgrading to Microsoft Access 97, some users may need to collaborate with others still using Microsoft Access 1.x, 2.0 or 95. To facilitate this need to share information, there are three solutions:

Enable previous version databases

In Microsoft Access 97, users opening a database created in a prior version will receive a message prompt offering the option to convert the database to the 97 format. Most users will simply choose "convert" and allow Microsoft Access to automatically convert the database. In some cases, Microsoft Access 97 users may need to retain the ability to add/delete/modify records with a user of a previous version. These Microsoft Access 97 users would simply choose to "open" the database. The database is then enabled for users of multiple versions of Microsoft Access. 

· Benefits — All Microsoft Access users can open databases in their existing formats and add, edit, or delete data (regardless of what version of Microsoft Access they're using).

· Limitations — Database file size may increase substantially due to additional information stored about objects for each version of Microsoft Access. To view, modify or add new objects, the database must be opened in the version of Microsoft Access in which it was created. With an enabled database, Microsoft Access 97 users will not be able to take advantage of the new 97 features, such as the hyperlink data type. 

Split the database

Since users of Microsoft Access 97 will be eager to take advantage of the new features, they may simply choose to upgrade "parts" of the database. Basically, the back-end database contains the data tables while all other objects reside on the front-end. Microsoft Access 95 and 97 users will be able to automatically split the database using the Database Splitter Wizard. (Prior versions of Microsoft Access will need to split the database manually). 

· Benefits — All Microsoft Access users can open back-end databases and add, edit or delete data. Microsoft Access 97 users can modify or add new objects (except tables) and can use new features.

· Limitations — Additional development of front-end databases may need to be synchronized if users need to create the same exact queries, forms and reports across multiple Microsoft Access versions. New Microsoft Access 97 features are not supported in previous versions.

Import objects/link tables

Alternatively, users can also create a front-end/back-end application by importing all database objects (except the tables) into a new, blank database created in Microsoft Access 97. Then, just link the back-end tables from the previous version database. 

· Benefits - All Microsoft Access users can open databases and add, edit, or delete data. Microsoft Access 97 users can modify or add most objects (except tables), and can take advantage of all features unique to Microsoft Access 97 (except for the new table features).
· Limitations - Although Microsoft Access 97 users can create tables that include the hyperlink data type, users of previous versions cannot link to these tables. Of course, Microsoft Access 97 tables including the hyperlink data type could be posted to an intranet using the new Publish to the Web feature. Legacy users could then use a browser to easily view the data and click on the hyperlinks.

For additional information, please see the Sharing Databases with Users of Previous Versions of Microsoft Access whitepaper.

Converting databases to Microsoft Access 97 format

A more permanent strategy for updating information is to convert the entire database (.mdb file) from a previous version of Microsoft Access to a Microsoft Access 97 database, which allows 97 users to work with all the new functionality. Once a database is converted to Microsoft Access 97 format, it can never be converted back (down-rev saved) or opened in a previous version of Microsoft Access. However, Microsoft Access 97 tables can be exported to databases from previous versions of Microsoft Access. Please see the Microsoft Office 97 Resource Kit and http://www.microsoft.com/OfficeDev/Features/migrate.htm/ for further details on converting databases. Most previous Microsoft Access databases convert to Microsoft Access 97 with no difficulties. For specific cases, please see http://www.microsoft.com/Accessdev/AccWhite/Acc97Cnv.htm/. 

Recommended strategies for sharing files

Now that the main issues with sharing files between Microsoft Office versions are understood, the next step is deciding which solution(s) best fit the needs of your company. There are many alternatives, but perhaps the most confusing is understanding when to install a file converter on desktops using previous versions of Office versus when to have Office 97 users Save As the previous or dual format. The table below is provided to help administrators know which of these two options is best suited for some common circumstances in working with Office 97 files. Actual situations may include several of the circumstances below, in which case the pros and cons of each solution need to be weighed.

Circumstance
Recommended Strategy
Reasoning

Rich formatting in Office 97 files
Converter installed on previous Office desktops
When saving Office 97 files down to a previous version, converters provide the fullest fidelity solution for preserving formatting.

Small Office 97 files without graphics
Office 97 user Save As previous or dual file format
Nothing additional needs to be installed; this functionality is built in to the software.

Central administration of computing environment
Converter installed on previous Office desktops
Converters can be easily pushed out to all users with Microsoft Systems Management Server or distributed via login scripts, batch files, intranet Web pages or email with hyperlinks to the converter setup program.

Remote users not physically on the network
Office 97 user Save As previous or dual file format
Not convenient to visit each machine, send floppies or connect via RAS to install the converter.

Need to share files outside the company
Office 97 user Save As previous or dual file format
Not feasible to install the converter for someone outside the company — use built-in functionality.

Large Word 97 documents with graphics or OLE objects OR 3rd party applications that look for *.doc extension, such as document management packages
Converter installed on previous Office desktops
Because down-rev saving Word 97 documents creates an RTF file, the binary format increases substantially with graphics and objects. This is not an issue with the converter. Also, when a Word 6.0/95 user selects Save As on a file that has been down-rev saved from Word 97, the file format extension defaults to *.rtf instead of *.doc. To maintain the default *.doc format, use a converter. (Please note that in early April ’97 a compression-enhanced update was posted on http://www.microsoft.com/word/ that decreases file size 20-50% for Word 97 files with pictures that are saved to Word 6.0/95 format (RTF).  And in Q3 ‘97 Microsoft will release a new converter that will allow Word 97 to save in Word 6.0/95 binary format, and will maintain the *.doc file extension.)

Conclusion

While new features in Office 97 provide functionality that customers have asked for, Microsoft understands that new file formats are not desirable when upgrading a company to the new applications. Hopefully, this whitepaper has helped answer many questions and provided solutions to addressing issues in a mixed environment of Microsoft Office users. Please see the links below for related information and resources:

· Microsoft Office 97 Resource Kit: http://www.microsoft.com/Office/ORK/

· Converting Macros: http://www.microsoft.com/officedev/features/migrate.htm/

· Developing Office Solutions: http://www.microsoft.com/officedev/

· Online Office Support: http://www.microsoft.com/MSOfficeSupport/

· Knowledge Base: http://www.microsoft.com/kb/ 

· Office 97 Migration: http://www.microsoft.com/office/migration/ 
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