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Microsoft Office 2000 Small Business Tools

What Productivity Means Today

Understand and manage your business information like never before using the new Microsoft Office Small Business Tools. Designed specifically for small businesses, this comprehensive set of tools helps you improve customer communication, streamline daily tasks, and make better business decisions.
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Powerful Tools for Your Unique Business Needs

A set of four sophisticated programs that come with Office 2000 Premium, Professional, and Small Business suites, the Microsoft Office Small Business Tools include:

· Small Business Customer Manager

Manage and develop customer relationships. Combine customer contact data from Microsoft Outlook® with financial data from popular accounting programs to track customer profiles and maximize revenues.

· Business Planner

Get templates, real-world examples, and additional resources to help you produce business and marketing plans with ease.

· Direct Mail Manager

Easily conduct targeted, cost-effective direct mail campaigns.

· Small Business Financial Manager

Analyze business data and create easy-to-read financial reports in Microsoft Excel.


Learn more about these topics in the brochure of the Office Small Business Tools:
· Make Better Business Decisions
· Manage and Build Customer Relationships
· System Requirements
Make Better Business Decisions

Identify opportunities and act on them using Microsoft Office Small Business Tools. From analyzing data and creating reports to developing business plans and accessing specialized resources, these tools help you respond nimbly in a changing business landscape.

Create a Rich Customer Database with Ease

Rely on step-by-step guidance from the Small Business Customer Manager Database Wizard. It helps you merge accounting data with Microsoft Outlook customer information to track customer profiles and increase revenues.
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Quickly Make Sense of Your Data

Analyze your business data quickly and easily using Small Business Customer Manager Views. They give you a fast way to view critical data based on a broad range of criteria. For example, choose to look at "customers by sales volume" or "profitability by sales person."
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Apply filters to your Small Business Customer Manager Views to see even more detailed information. With predesigned filters for key topics, and customized filters for leading accounting applications, it's easy to make your queries more specific—and more meaningful.

Perform Powerful Business Analysis

Use advanced "what if" analysis capabilities to identify potential outcomes for different business scenarios using Business Financial Manager. It can be integrated with Microsoft Excel to help you forecast costs, project future results, and more.
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Automatically produce dynamic and customizable financial reports—such as income statements and balance sheets—with the Report Wizard. And visualize how your business is doing with easy-to-create charts.

Discover Additional Small Business Resources

Get useful tips and information from the Resource Center in the Business Planner. It includes business planning templates, advice from experts, and marketing, tax, and legal resources—all to help you build your business.
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Take advantage of predefined templates in the Business Planner to create key documents such as budgets and profit-and-loss statements. The templates offer complete instructions as well as provide links to related articles on the Web—so you can create critical financial reports to make well-informed business decisions.

	Develop Personalized Templates, Views, and Filters

	Use the Customer Manager Toolkit to quickly tailor the analysis tools in Small Business Customer Manager to meet your specific needs. The Toolkit helps you customize built-in templates, views, and filters, or create new ones from scratch. 
Get more information on the Customer Manager Toolkit.



Manage and Build Customer Relationships

With Microsoft Office Small Business Tools, you can easily create strategic plans for reaching and communicating with customers. Then, carry out those plans and track customer contacts easily—to build better customer relationships.

Keep Track of All Customer Interactions

Use predefined templates in Small Business Customer Manager to send Office documents, such as sale flyers or invoices, to customers on the spot. This makes it easy to turn the customer information you track into actions that build relationships.
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In addition, you can save a complete record of your interactions with each customer—from letters sent to phone calls received—using the Activity Tracker in Small Business Customer Manager. The Activity Tracker helps you ensure that no matter who within your organization contacts a customer, they have complete information on your history with that customer.

Communicate Easily and Effectively with Customers

The Microsoft Office Small Business Tools work seamlessly with Microsoft Publisher 2000, an Office 2000 application that provides wizards and templates to help you easily produce informative Web pages, brochures, newsletters, flyers, business cards, and more. And with helpful Publisher Design Sets, you can keep your image consistent—in print and online.
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Send Targeted Mailings with Ease

Use Direct Mail Manager and the Internet to acquire U.S.–based prospect lists, verify and correct U.S.–based addresses, check for duplicate addresses, and send documents and target lists to a mailing service for quick production.
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Work from a Solid Marketing Plan

Take advantage of step-by-step guidance from the Marketing Plan Wizard to easily develop strategies for reaching customers and building relationships. The Wizard provides the instructions, resources, and examples you need to create powerful marketing plans quickly and efficiently.
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System Requirements
Select the Office Suite that's right for your needs.
Below you'll find the system requirements for Office 2000. First you can see which applications are included in each Office Suite. 
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Microsoft Office 2000 System Requirements
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Additional items or services required to use certain features: 

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

· Multimedia computer required to access sound and other multimedia effects

· Microsoft Exchange client or Microsoft Outlook required to run Office E-mail

· 8 MB of additional memory required to run Office E-mail

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

Pricing Information:
For pricing information on Microsoft Office 2000 please visit the Office Web site at http://www.microsoft.com/office/
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