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Essential Tools for Running Your Small Business

Manage your business more efficiently using Microsoft 
Office 97 Small Business Edition. It provides the easy, integrated tools you need to do your best work every day.

[image: image1.wmf][image: image6.wmf]Microsoft Office 97 Small Business Edition provides everything you need to master the tasks you do every day. Whether you’re creating documents, assembling and analyzing information, communicating with customers, or publishing marketing materials, you’ll find all the essential tools in this easy-to-use, integrated office suite.

Creating professional-looking documents is easy in Office 97 Small Business Edition with intelligent, intuitive features such as Spell It, Grammar Check, and AutoCorrect. Helpful wizards are there to walk you through creating everything from letters and memos to brochures and Web sites. Plus, find the meaning behind your business’s numbers easily with advanced charting, reporting, and analysis tools.

Office 97 Small Business Edition also helps you to bring people and information together. Communicate with clients, vendors, and employees easily and manage contacts, tasks, and schedules from one central location. And it’s all integrated, making it a snap to build detailed maps from your contact information to pinpoint clients in any U.S. city.

Now it’s easy to do your best work with the complete, integrated tools in Office 97 Small Business Edition.
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Essential Tools for Running Your Small Business

Also includes:

Micosoft
Small Business
Financi
Manager 98

Microsoft

Expedia. Streets 98

Microsoft

Internet Explorer 4.0

And more!





Look what’s inside Office 97 Small Business Edition!
· Microsoft Word 97

· Microsoft Excel 97

· Microsoft Publisher 98

· Microsoft OutlookTM 97*

· Microsoft Small Business Financial Manager 98

· Microsoft Internet Explorer 4.0

· Microsoft ExpediaTM Streets 98
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Sweet Lill's
123 Oak Street
Chicago, IL 98709

Dear Lillian,

My gustomers has been giving me such wonderful comments on all your spedialty desserts that
1 just had to write and tell you. Your famous magic bars are so popular, I'm tempted to tell people
we bake them right here at the café!

On that note, the coming holiday season promises to bring hoardes of hungry shoppers into
town. My gstimites tell me Pll need double quantities of just about every item beginning the first
of the next month — we'll specify oxact amounts when we place our order next week.
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Write impressive documents fast. Create letters, memos, and reports easily and share them on 
paper or online using Word.

Create documents and analyze information easily.

· Compose letters effortlessly and automatically with the Letter Wizard in Word. 

· Write error-free memos and reports—Spell It and Grammar Check proofread your documents as you type.

· Create eye-catching graphics with guidance from the Chart Wizard in Excel.

· Analyze financial data using helpful What-If wizards in Small Business Financial Manager.

· Research products, vendors, and the competition on the Internet with Microsoft Internet Explorer. 

· Get up to speed quickly and easily—the interactive Office Assistant provides help when you need it. 

Organize your office with Microsoft Outlook. Manage all of your daily activities from one location.

Keep in touch with customers.

· Manage customer information easily using the Outlook Contact Manager.

· Communicate with clients regularly with Outlook e-mail for the Internet or Exchange Server.

· Map client addresses and delivery routes with help from Expedia Streets Pushpins.

· Track customer communication and correspondence with Journaling in Outlook.

Create professional-looking publications easily. From newsletters 
to Web pages, you can develop unique publications in no time with Publisher.
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Publish high-impact messages.

· Design eye-catching publications in no time—for print or the Web—with help from step-by-step PageWizards.

· Develop compelling marketing materials with color Design Sets, more than 10,000 clip-art images, and more in Publisher.

· Create a compelling Web site from scratch or convert an existing newsletter or brochure to a Web site with just the click of a button.

Specifications

To use Microsoft Office 97 Small Business Edition, you need:

· Personal or multimedia computer with a 486 or higher processor

· Microsoft Windows® 95 operating system or later or Microsoft Windows NT® Workstation operating system version 4.0 (will not run on earlier versions)

· For Windows 95: 8 MB of memory to run applications individually; more memory may be required to run additional applications simultaneously

· For Windows NT Workstation: 16 MB of memory to run applications individually; more memory may be required to run additional applications simultaneously

· 145–250 MB of available hard-disk space, depending on configuration and installation choices

· CD-ROM drive

· VGA or higher-resolution video adapter; Super VGA, 256-color required for Expedia Streets 98
· Microsoft Mouse, Microsoft IntelliMouse®, or compatible pointing device
Additional items or services required to use certain features:

· Multimedia computer required to access sound and other multimedia effects

· 9600 or higher-baud modem; 14,400 baud or higher recommended

· Microsoft Mail, Microsoft Exchange, Internet SMTP/POP3, or other MAPI-compliant messaging software required to use e-mail 

· Microsoft Exchange Server required for certain advanced workgroup functionality in Outlook

· 8 MB of additional memory to run Word Mail

· Microsoft Internet Explorer (version 4.0 included on CD) or compatible Web browser required for Microsoft Clip Gallery Live and Web Site Preview 

· Internet access required for Microsoft Clip Gallery Live and Direct Mail Manager

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

Note: Microsoft Office 97 Small Business Edition comes on three compact discs.

Take advantage of award-winning technical support from Microsoft:

With Microsoft Office Small Business Edition, you get unlimited, no-charge support for usability issues (toll and/or connect time charges may apply). So if you ever have a technical question, or a question about using this product, a Microsoft Technical Support Engineer is ready to help, over the phone or the Internet.

Get the most out of Microsoft Office 97 Small Business Edition with product enhancements and assistance from Microsoft Office Update at http:
//www.microsoft.com/office/sbe/
© 1998 Microsoft Corporation. All rights reserved. This data sheet is for informational purposes only. MICROSOFT MAKES NO WARRANTIES, EXPRESS OR IMPLIED, IN THIS SUMMARY. Companies, names, and/or data used in screens and sample output are fictitious, unless otherwise noted. 
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For even more great business products, look for Microsoft Office 97 Professional Edition, including Microsoft Access, PowerPoint®, Word, Outlook, and Excel.
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*	Outlook 98 will be available upon release to licensed users of Microsoft Office Small Business Edition (all versions) for free via Internet download at � HYPERLINK http://www.microsoft.com/office/info/outlook ��http://www.microsoft.com /office /info/outlook�98coupon/ (connect time charges may apply); CD-ROM, which can be ordered for a nominal fee at � HYPERLINK http://www.microsoft.com/office/info/outlook ��http://www.microsoft.com/office /info/outlook�98coupon/; or in-box mail-in coupon. Outlook 98 is not available on 3.5" disk. 
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