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Overview


This guide organizes major feature enhancements of Word 95 into four main sections.  The first section highlights those tools that focus on the tasks most users do every single day—things like typing, spell checking, and formatting. The next section covers new features that help users communicate in a connected world, such as WordMail, Internet Assistant for Word, and tools for document sharing.  The third section focuses on those features in Word 95 which make it the best word processor for Windows 95, and the final section summarizes enhancements in Microsoft Office application integration and consistency.


Introduction


Apart from the features seen in a brief demonstration of Microsoft Word for Windows 95, there are literally hundreds of major and minor enhancements to the product that would take hours to demonstrate.  Word 95 has incorporated a tremendous amount of feedback from a number of different sources via our User Driven Design process, including:


14,000 hours of usability testing on virtually every aspect of the this round of desktop applications.


Microsoft Product Support Services (PSS)—from its base of experience in answering over 8,641 Word 6.0 related calls—influenced hundreds of changes in an effort to simplify tasks for users.


Nearly 5,000 suggestions from our Word “Wish” telephone hotline were logged.


Over 750,000 keystrokes and mouse clicks from 500 users were recorded by our “Instrumented Version” of Word to understand exactly how users take advantage of the product.


Over 148 corporate accounts were visited for in depth interviews as part of our ABP (Activities Based Planning) process.





All of this research, planning, and feedback ensured that Word 95 would be totally focused on making improvements in areas that impact users every time they use Word.
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Focus on Core User Tasks


Spell It


Microsoft Word for Windows 95 redefines spell checking by automatically completing this task as users type.  Spell It eliminates the need for the time consuming process of spell-checking a document once it is complete.  Word 95 takes advantage of the “idle” time available while users work to automatically check the document’s spelling, mark misspelled words, and provide instant access to suggested correct spellings. Even if a user chooses to refrain from adjusting corrections/misspellings as they work, Spell It will have already spell-checked the document.  This means that by the time the user does run the spell-checker, Word already knows which words are misspelled and can just jump from misspelled word to misspelled word. 





Word displays possible errors with wavy red underlines.
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Clicking the right mouse button on flagged words provides a context sensitive shortcut menu (shown above) with suggestions directly from the 125,000-word spelling dictionary that ships with Word 95. 





�


You can also correct errors by just editing the misspellings in your document—the red underline disappears when the word is spelled correctly.  Those who prefer to only view their spelling errors after they’ve finished writing can easily adjust this feature to hide red underlined words while they work.


Animated status bar icons show the current spelling status. To navigate to your next misspelling and raise a menu of suggestions you can double click on the status bar icon or type Alt+F7.
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The spelling status is stored with each document, yielding improved performance when the standard spelling dialog is used. Also, ignored words stay ignored, saving time for the user.


AutoCorrect


AutoCorrect, one of the most innovative features in Word 6.0, is even smarter in Word 95. It fixes a variety of new errors, and it more intelligently handles some things that Word 6.0 mistakenly corrected.


�


Accidental usage of the cAPS LOCK key is automatically corrected. For example, when typing “tHIS” with the Caps Lock key depressed, Word will automatically change the typing to “This” and turn off the Caps Lock key.


The TWo INitial CAps rule is much smarter in Word 95. It no longer mistakenly corrects CDs, PCs, MHz, or any other TWo initial capitals pattern which does not contain vowels. This dramatically reduces the number of false ‘corrections.’


AutoCorrect supports an exception list for the “Correct TWo INitial CApitals” rule. Words in the list are not changed by AutoCorrect when they are typed, and Word even watches as you type and automatically adds words to the list if you change an AutoCorrect action.


AutoCorrect supports an exception list for the “Capitalize First Letter of Sentence” rule. Word doesn’t capitalize words that follow abbreviations from the exception list, and Word even watches as you type and automatically adds words to the list if you change an AutoCorrect action.


�


The default AutoCorrect list has grown from 12 entries to approximately 350 based on research of the most common typographic errors and misspellings.


Word 95 automatically expands many ‘symbols’ into real symbol characters.


�
Typing�
�
AutoCorrection�
�
(c) (r) (tm)�
(�
© ® ™�
�
<-- <== <=> ==> -->�
(�
( ( ( ( (�
�
:) :| :(�
(�
( ( (�
�
Word 95 is much more flexible with regard to AutoCorrect expansion. In addition to the spacebar (which is all that Word 6.0 recognized), punctuation, apostrophes, and other delimiter characters now automatically trigger AutoCorrect expansion. This allows the symbol expansion described above as well as possessive expansions. For example (with MS(Microsoft in your list), it is possible to type MS and MS’s to achieve Microsoft and Microsoft’s. Likewise, typing MS(r) will yield Microsoft®.


AutoFormat


Word automatically formats your documents as you type, making it fast and easy to create beautifully formatted documents without ever taking your hands from the keyboard.





 �





Numbered lists with hanging indent are automatically created when the user manually types a number followed by white space and text. The list can be ‘turned off’ by simply hitting return twice at the end of the list or backspacing over the last automatic number.


Bulleted lists with hanging indents are automatically created when the user starts a paragraph with *, o, >, -, or any symbol character. As with numbered lists these can be easily turned off.


Horizontal borders are automatically created when more than three of the following characters are used alone on a single line: =====, -----, or _____.


Symbols, fractions and ordinals are automatically created:


For example—symbols like the Em Dash are created when typing “--”.


Fractions like ½, ¼ and ¾ are created when typing 1/2, 1/4, and 3/4.


Ordinals like 1st, 2nd, 3rd, and 4th are automatically formatted with superscript.


Smart or ‘typographic’ quotes are automatically created, and Word 95 is smart enough to properly handle these quotes as used in the ’95. (HINT: ‘95 is incorrect).


Headings are created when typing a short line without punctuation followed by two carriage returns.


Address Book


The new Address Book tool makes it easy to access name and address information by just clicking a button and selecting the desired name from a list. The picture below shows the most recently used (MRU) address list. Picking a name from the list automatically inserts the person’s name and address into the document at the insertion point.


�


The address book integrates tightly with the Microsoft Exchange personal address book (PAB) and the Schedule+ 2.0 contact list. Also, many of the leading industry PIM vendors are creating MAPI Address Book Providers which will allow them to work directly with this tool.





Addresses can be inserted into a document by using the button above. Likewise, the same button is provided in the “Envelopes and Labels” feature for easy address insertion when creating envelopes and labels.





�





In addition to the MRU shown earlier, Word maintains a separate MRU just for envelope return addresses. This make it easy for an administrative assistant to send correspondence for several different people without having to retype their return addresses.


This address book tool is also integrated with the Letter, Memo, and Fax Wizards to make it easy to insert the appropriate information into each of those documents.


The second step of a Mail Merge in Word now includes the option (shown below on the left) to Use Address Book. Choosing this option then prompts the user to choose between Schedule+ and PAB as shown on the right.


�        �


WordBasic includes high level commands to access the MAPI PAB, making it easy for developers to include PAB functionality in their custom applications.





File Open with Find Fast


Word 95 makes finding, opening, and managing files much easier and more powerful than in Word 6.0. Pictured below is the dialog showing long filenames and a thumbnail preview.


�


Word 95 merges what were formerly separate File Open and File Find utilities into one dialog box. This dialog box was modeled after the Windows 95 common dialog for File Open, but it has been extended to encompass the most common uses of the former File Find utility. For example, 98.81% of the searches created in FileFind in Word 6.0 are possible to create in the Word 95 open dialog box. 


In addition to file name and file type fields, File Open lets the user easily search for files based on when they were last modified. Likewise, a user can search within the actual text or property stream of any file by typing text in the “Text or property” field. If available, Word uses a Find Fast (discussed below) index to greatly speed the search. Otherwise, Word conducts a physical scan of the files.


Since Windows 95 allows users to create much longer and more detailed file names, File Open now supports substring matching for the file name field. So, typing “coffee” finds files that use the string coffee anywhere within the file name and not just at the start of the name.


Word 95 includes the Find Fast utility which enables File Open to search large quantities of documents extremely quickly. Find Fast enables this by creating a very small (~3.5% of the original document size) index of the target documents. Local hard drives are automatically indexed when the user installs Microsoft Word, and more advanced users can also build and maintain indexes to other drives and subtrees by using the Find Fast utility in their control panel. Find Fast can index documents created by all current Microsoft Office applications, older versions of Microsoft Word, and WordPerfect® 5.x and 6.x.


File Open makes it easy to quickly jump to your favorite folders or documents by just clicking on the “Look in Favorites” toolbar icon. Likewise, it’s easy to add new files or folders to the Favorites list by clicking on the “Add to Favorites” icon. The user is then given a choice of adding the current ‘Look In’ folder or adding the currently selected file. Choosing either automatically adds a shortcut to the Favorites folder (C:\Windows\Favorites). Of course, all of the Favorites are just as accessible from the Windows 95 shell, and new shortcuts can be added by using the Shell as well.
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File Open shares a consistent look and feel with the Windows 95 Open common dialog, but it also offers rich views of your documents. In addition to standard List and Details views, it can also show Properties and Preview views to let the user easily learn more about the file before opening it.


File Open still offers an Advanced Find (akin to File Find of the past) dialog box which allows users to build and save much more complex searches. Of course, the results of these searches are displayed in the File Open dialog so that users don’t have to negotiate two separate interfaces.


File Open and Find Fast are actually implemented once and shared by all of the Office 95 applications. This saves hard disk space for users and ensures perfect consistency across applications.


File Open makes it easy to rename and delete files. To rename you just click on the name and edit it in-place as shown below. 





�


Right mouse button click to rename files








Users can also perform common file management tasks like copy and delete right from within File Open. Simply right click on a file name and choose from a variety of functions listed on the context sensitive shortcut menu pictured below.
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File Starter


Word 95 presents a simple, tabbed interface to organize its templates. Also, thumbnail previews and long file names make it easy to choose a template.


�





The File Starter dialog box is shared by all Microsoft Office applications. When called from within each application, only the relevant files and tabs are shown for that application.


The structure and names of the files and tabs shown above can be easily customized using the Windows 95 shell. To create a new tab, the user simply creates a new folder in their Microsoft Office templates folder. The contents of the folder are then displayed on a tab with the name of the folder. The folder below corresponds to the dialog shown above. Any templates at the root are displayed in the “General” tab. Users can even drag shortcuts (to folders or templates) into their template folder. This makes it easy for businesses and individuals alike to organize collections of  templates they use most. 


File Save


Word 95 has a new File Save dialog box.


It is now easy to create new folders as you save documents by just clicking on File Save “Create New Folder” button shown below.


�


The File Save dialog box is very consistent with File Open, and is also shared across all Microsoft Office applications.


Just like File Open, it’s easy to jump to the Favorites folder with the click of a button.


Word 95 now optionally saves first page thumbnails with files, enabling other applications to display a preview for a Word file easily.


Templates & Wizards


To get users up and running quickly Word 95 includes document wizards and templates.


Word makes it easy to create great looking documents using any of its twenty-six professionally designed templates. Word includes templates for letters, memos, fax cover sheets, reports, newsletters, press releases, resumes, and many other common documents.


Word includes ten automated Wizards for creating letters, memos, fax cover sheets, newsletters, resumes, calendars, tables, meeting agendas, award certificates and legal pleading documents.


�


TipWizard


The TipWizard® provides real-time suggestions to help users learn how to get their tasks done faster and easier in Word 95. 


The primary goal of the TipWizard is to help users complete their tasks, not to educate users with many tips about keyboard shortcuts. For example, the tip below helps users get the most out of Word’s new Spell-It feature.


�


The TipWizard works interactively with the AutoFormat (as you type) feature to provide feedback and present choices to users. For example, clicking the Change button (the left hand button below) toggles the current AutoFormat action. Clicking the Show Me button (the right hand button below) will demonstrate to the user how to turn this AutoFormat behavior on or off . It does this by visually leading the mouse pointer to the appropriate setting in Tools/Options/AutoFormat.


�


Answer Wizard


Word 95 includes totally redesigned user assistance tools.  Our research indicates that about 90% of users only access 25% of Word on a daily basis.  To help users to explore and learn and more about Word 95 we included the Answer Wizard.  The Answer Wizard uses an emerging technology called Natural Language Processing, or NLP, to enable users to ask questions about Word 95 in their own words.  


It allows users to get help by typing a question using their own words rather than having to search based on the application’s terminology.





�


Based on the question, the Answer Wizard returns a list of appropriate topics. These topics are implemented as Visual Examples, Step by Step procedures or Interactive Answers—whatever is appropriate for the information at hand.


ScreenTips


Word provides ScreenTips for a many different elements of the interface.


ToolTips—first introduced in Word 6.0, ToolTips provide a brief description of Toolbar buttons. Word 95 now has the option to show shortcut keys if they exist for a particular button.


�


QuickTips—now users can get a more detailed tip on every aspect of the product, whether a menu item, a toolbar button or a dialog box control.


�


ScrollTips—the scrollbar thumb now provides a tip to show the current page when navigating your document.


�


New Print Dialog


Word 95 features a redesigned print dialog.


�


The new dialog is consistent with other Microsoft Office 95 applications, and it is modeled after the Windows 95 common dialog. This includes more printer status information, a more logical dialog layout, and animated graphics to depict what the collate checkbox does.


Switching printers can now be done by just choosing a printer from the “Name” drop-down list. This used to require the user to tunnel into a separate dialog.


Best of all, Word 95 users can now change printers without changing the default printer for all Windows applications. Many Word 6 users requested this feature improvement.


Word users can take advantage of powerful new options available in Windows printer drivers by simply clicking the “Properties” button. For example, shown below are the 2 up and 4 up printing options provided by the Windows 95 PostScript™ printer driver.


�


Usability Improvements


Word 95 includes a number of subtle but important improvements as a direct result of extensive usability testing and product support feedback.


The AutoSelect feature now dynamically adapts to the user’s mouse actions. By default it selects text a word at a time once the user’s selection has crossed the first word boundary. However, if the user ‘wiggles’ their mouse pointer to try and select just the first letter of a word, then AutoSelect lets the user select characters within that word. However, if the user continues selecting into the next word, then the automatic word selection turns back on. This allows users to enjoy the convenience of word selection without the inflexibility.


The checkbox in the Insert Date and Time dialog box formerly labeled “Insert as Field” has been changed to “Update Automatically (Insert as Field).” Likewise, the formats list in the Insert Index and Tables dialog box now includes “From Template.” This option was formerly labeled as “Custom” which confused many people.
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Many users are not familiar with the indenting features of modern word processors. Rather, they are more comfortable with the typewriter metaphor of using the tab key to signify indent. Word 95 adapts to this by automatically treating tab as indent when appropriate. For example, if a user has a series of paragraphs selected and types tab, it is much more likely that they wanted to indent those paragraphs than to delete them and insert a tab character. Likewise, if a user types a tab at the beginning of the second line in a multi-line paragraph, they usually don’t want a tab character in the stream. Advanced users can use this to easily indent and unindent without ever taking their hands from the keyboard. Word supports the use of shift + tab or backspace as unindent. To insert a tab character where it doesn’t necessarily make sense, a user can always type ctrl + tab.


Using the backspace key is much more intuitive for most users in Word 95. In Word 6.0, if users backspaced over a paragraph mark, it would cause that paragraph to inherit the properties of the following paragraph. Now Word 95 let’s you backspace over paragraph marks without disrupting the formatting of the first paragraph. 


Find & Replace All Word Forms


Word features linguistic technology to understand the meaning of words and their different forms. For example, if a user wants to replace the word “purchase” with the word “buy” throughout a document, Word intelligently changes not only “purchase” to “buy,” but also “purchasing” to “buying,” and “purchased” to “bought.”


�


�
WordPerfect Compatibility


Word continues to make conversion to and from WordPerfect easy.


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


Word now 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 only available via Word’s supplemental offer coupon and in the Microsoft Office CD.)


Word also offers new Compatibility Options to further mirror WordPerfect layout behavior. This allows documents to paginate more similarly to their original pagination in WordPerfect.





�


�
Helping Users Communicate in a Connected World


In recent years the combination of rapidly-expanding technologies, like the Internet, and proliferation of information have precipitated a fundamental change in the way we communicate and view document-based information.  As we move into the future, the movement from paper-based to electronic documents will continue at an increasingly rapid pace.  However, just because the world grows increasingly connected should not mean that users need to learn and understand new tools to navigate through the electronic landscape.  We know users want online editing tools, the ability to communicate via electronic mail, tools to create documents for the Internet, and be able to post information to advanced workgroup information databases.  We believe this should all be as easy and familiar as creating a document today. 


WordMail


Windows 95 includes a powerful messaging client, the Microsoft Exchange universal inbox. Through the use of installable MAPI service providers, this email client can speak to a variety of servers. For more information on Microsoft Exchange see the Windows 95 Resource Kit.


As shown below, Microsoft Word can optionally replace the standard Microsoft Exchange electronic mail editor. This gives users all the power and ease of use provided by Word while still being tightly integrated with the Microsoft Exchange inbox.
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WordMail is just Microsoft Word working in the context of mail, so virtually everything available in Word is available when using WordMail. This includes automation features such as Spell-It, AutoCorrect, AutoFormat, and AutoText, as well as rich formatting features like tables, bulleted & numbered lists, and even drawing layer callouts.


WordMail messages share the exact same file format as messages sent by Microsoft Exchange, including message attachment storage. This allows WordMail users to co-exist peacefully with Exchange users while still enjoying the added richness of Word. This is because Exchange and WordMail use RTF (Rich Text Format) to store the text and formatting of a message, and RTF is a ‘gracefully degradable’ format which provides a mechanism for a reader to ignore formatting that it doesn’t understand. For example, a message composed in WordMail might contain a table. This same table would appear as tab-delimited text in Exchange, because Exchange doesn’t support tables.


Although WordMail is Microsoft Word, its interface has been customized to provide functions necessary for composing email messages. Shown below is the toolbar from the WordMail “Compose” note. It includes buttons to send a message, select and check names, and change message properties. WordMail even includes an button to toggle the mail header on and off, a useful way of reclaiming screen real estate when composing a longer message. In addition, the other features which appear on the toolbar are those deemed to be most useful when composing an email message.
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WordMail also includes a customized toolbar for use with its “Read” note. This includes buttons to reply, reply to all, forward, move and delete messages, and jump to the next or previous message. The toolbar also includes buttons for several Word features which are particularly useful when reading messages. This includes AutoFormat, Highlighter, and Insert Callout.
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To allow for peaceful coexistence with text-only email clients, messages sent from WordMail or Exchange contain a flat textual representation of the message in addition to the RTF (which is stored in a compressed form as an attachment). Thus, any email user can receive messages from WordMail or Exchange. WordMail ensures that the textual representation accurately represents formatting such as bulleted and numbered lists, and WordMail even reverse-textizes the default symbols which AutoCorrect normally cleans up. For example, AutoCorrect converts “:)” to “(” and “==>” to ‘’(” as you type, and WordMail ensures these symbols are readable by a text-only client.


To automate a repetitive task, WordMail includes an AutoSignature feature to automatically insert a standard closing to an email message. It does this by looking in the default email template (email.dot) for an AutoText entry named “Signature” and inserting this AutoText in the appropriate place when a user composes a new message, replies to a message or forwards a message.


When replying to messages Word automatically styles the previous message header in a very distinctive way. This makes it easy to discern the message flow in longer reply streams.





From: Adam Tratt


Sent: Wednesday, March 08, 1995 12:42 AM


To: Eric LeVine; Angela Schindler


Cc: Ann Nelson


Subject: VCC/Colombian Coffee Company Partnership


When replying to a message, WordMail has an AutoRevision feature to automatically track when a user has typed into the prior message body. Inserted text is tracked and displayed on a per author basis by automatically using Word’s standard revision marking tools.


Document Posting


As more and more people working in organizations begin to share their documents on-line, these groups need a central place to post documents and organize large  amounts of information. Microsoft Exchange is an application that allows you to post, organize, and quickly retrieve the information you need. Microsoft Word includes features for posting documents in Microsoft Exchange public folders, making it easy to share information with friends and co-workers. This means that it’s easy for members of your organization to quickly find what they need—saving you time, effort and—ultimately—money.


�


�
Highlighter Tool


Word lets you highlight parts of your document to call them out for other users.


�


Clicking on the highlight button changes the cursor (�) and clicking or selecting text adds color highlighting to the document.


Clicking the dropdown button lets the user select different highlight colors. (HINT: to see a broader selection of highlight colors, drag the dropdown down and to the right.)


�


Highlighted text prints in color on a color printer, otherwise they appear in shades of gray.


Display and printing of highlights can be suppressed by deselecting the highlight checkbox in Tools\Options\View.


You can search for highlighted text using the Find and Replace feature in Word 95. Just select highlight on the Format dropdown.


Extensible Document Properties


In addition to its standard summary and statistics properties, Word 95 allows you to create custom document properties. This allows users to organize and quickly sort their documents by custom properties like case number, region, or quarter.


�


Custom properties support several data types including Text, Date, Number and Boolean (Yes or No).


Document properties are stored as part of the file and travel with it in the file system, enabling more robust document management solutions. For example, currently third party document management systems maintain a separate database of profile information for each document, but if the document leaves the repository this profile does not travel with it. Using custom document properties these vendors can now store this profile information with the actual document, thereby maintaining the profile information wherever the document travels.


All properties are stored in a standard, defined way using OLE structured storage. This allows third party applications to easily access and change the property streams without opening the file in Microsoft Word.


Properties can be linked to text which has been tagged with the Bookmark feature in Word. These properties can be updated bi-directionally. For example, as bookmarked text changes within a document, the property changes dynamically. Likewise, if another application changes a linked property then Word updates the bookmarked content when opening the file. The � next to a property in the dialog above symbolizes that it is linked to a Bookmark.


Word includes a docproperty field to allow users to incorporate properties into the actual document content. This field includes arguments to access any property, including custom properties.


The property dialog shown above is shared by all Microsoft Office applications.


OLE Property Exchange


As mentioned above, Word 95 and other Office 95 based applications can exchange document properties with any application through the use of OLE to store the property streams. Shown below is an example of this integration as used by the Microsoft Exchange client.
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When a document is dragged and dropped to a Microsoft Exchange folder, it automatically extracts all of the document properties, including custom properties. Any of these properties can then be exposed and used to build folder views as shown above. Exchange supports three level of grouping (the view above is grouped by Author) as well as the creation of column headings for any property.


Notes/FX Support


Just like Word 6.0c for Windows, Word 95 can exchange document properties with Lotus Notes® via Notes/FX. Word 95 now supports version 1.1 of Notes/FX. Coupled with support for extensible document properties, Office 95 based applications actually make it easier to integrate with Lotus Notes than the current generation of Lotus SmartSuite® applications.


Microsoft Online Services Support


If you have a modem, Word 95 makes it easy to register electronically using The Microsoft Network (MSN). Likewise, the Word forums on MSN are just a mouse click away—just select The Microsoft Network on Word’s help menu to see a list of shortcuts to MSN.


�


Word Viewer


To help distribute Word documents online, Microsoft has developed the Word Viewer for Windows, a no-charge, stand-alone, application that enables anyone to view Word documents on a machine running Windows. The Word Viewer enables users:


Full viewing and printing options—users can choose from a wide selection of options for viewing Word documents ranging from page layout and outline view to annotations as well as headers and footers.


View all of Word formatting capabilities—anyone using the Word Viewer can view any formatting feature possible in Word ranging from multiple columns and Drop Caps to richly formatted tables.


Distribute documents with rich data—the Word Viewer enables users to view and manipulate data contained in OLE Objects such as Microsoft Excel Charts and multimedia sounds.


Enables anyone to View Word documents online—The Word Viewer can serve as a “helper application” to Web Viewing tools like Mosaic or Netscape, thereby allowing Word users to post richly formatted Word documents on the Internet and share them with users who don’t own Word.


No charge, freely distributable—Anyone can download the Word Viewer for free and distribute it to friends and co-workers free of charge. With this product, sharing Word documents on-line and off is easier than ever before.


Internet Assistant for Word


Internet Assistant for Microsoft Word for Windows is a free add-on that makes Word an easy and powerful tool for creating, sharing, and exploring information on the Internet. Here are the features that make Internet Assistant the most powerful and unique Internet authoring solution available:


Integrated solution—Internet Assistant is the only application that enables users to author, view, and browse through documents on the Internet from within a single interface, eliminating the need to switch between multiple applications while users create documents for the Web.  


The Web tool for anyone—since Internet Assistant removes the complexities of Hypertext Markup Language (HTML), the standard document format for the World Wide Web,  anyone who knows Word can create documents for the Internet. Internet Assistant eliminates the need to learn HTML because it automatically converts Word documents to HTML for you.


Extensive formatting capabilities—users that want to distribute richly formatted online documents with multiple fonts, variable width columns and tables can save their documents to the Web in Word file format. In addition, users can distribute Word documents that contain OLE 2.0 embedded objects such as Microsoft Excel charts and PivotTable® dynamic views.





�


�
Great Application for Windows 95


Optimized for Windows 95


Word 95 has been optimized to take advantage of the improved architecture of Windows 95.


Word is fully 32-bit and optimized for improved performance. This allows it to multitask more effectively under Windows 95. It’s important to note that Word 95 is the second 32-bit version of Word, building on top of the work done for the earlier release of Word 6.0 for the Windows NT™ operating system. 


The multithreading capabilities in Windows 95 allow Word to provide improved system responsiveness when background printing. Likewise, multi-threading is used in the FileOpen dialog box to ensure responsiveness when performing searches.


Word takes advantage of the improved file system in Windows 95 to raised the capacity of its Master Document feature. Whereas Word 6.0 running under Windows 3.x could only manage 30 sub-documents, Word 95 can handle approximately 512 sub-documents.


Long filename support


At long last, Windows 95 allows users to use more descriptive names for their documents instead of the cryptic 8.3 names that have formerly been required. Word 95 takes full advantage of this capability. Word also honors the system setting to hide extensions for registered files when it displays file names on the title bar, in the Window menu, on the MRU files list, and anywhere else it displays file names.


�


Updated Visuals


Word 6.0 and other Office 4.x applications pioneered ToolTips, tabbed dialogs, and a 3�D look as standard interface elements. Now that Windows 95 takes advantage of these user interface conventions and introduces others, Word has been updated to support the look and feel of Windows 95. Office 95 based applications also include several other enhancements which are designed to provide a more polished and professional feeling.


The Word toolbars, dialog boxes, and other interface elements are all consistent with the look and feel of Windows 95.


Word takes advantage of the proportional scrollbar thumbs provided by Windows 95 to make document navigation easier.


Several of the Word 95 dialog boxes have been redesigned to emulate the look and feel of the Windows 95 common dialogs. The includes the Open, Save, New, and Print dialogs.


To provide a more polished feel, Word 95 now has smooth scrolling. When a line wraps while typing, Word smoothly slides the rest of the document text down the screen. For performance reasons this scrolling only occurs when typing within a paragraph or using soft returns.


Word and the other Office 95 based applications have a distinctive title bar which features a gradient wash.


�


Multi-Language Support


Windows 95 provides very rich international support, and Word takes advantage of this to smoothly support the creation and spell checking of multilingual documents as shown below.


�


Multiple Keyboards—Windows 95 lets users install keyboard layouts and font sets for multiple languages as shown below.


�


Language Switching—When multiple languages are installed, an indicator (below on the left) is optionally included on the taskbar. Clicking on this indicator yields a context sensitive menu (below on the right) to choose a language and keyboard setting. Language switching can also be done from the keyboard as shown in the dialog above.


�         �


Multilingual Proofing—Word has supported multilingual proofing for several versions, but Word 95 takes advantage of Windows 95 to make this much easier than ever before. When a user switches the keyboard in Windows 95, Word automatically changes the language setting (shown below) at the insertion point. Likewise, Word automatically switches to use the appropriate font and keyboard layout for the selected language.


�


Font Smoothing


If it is installed on the system, Word takes advantage of Windows 95 font smoothing to provide improved on-screen readability of text. Font smoothing is a system provided service that can improve the perceived readability of text at low resolutions and improve the look of text at higher point sizes. It involves the addition of gray pixels in between a font’s black pixels, in effect trying to "fill in" and make a letter less “jagged.”


�


Plug and Play


Word 95 offers basic plug & play support. For example, it gracefully handles screen resolution changes. Likewise, it dynamically scales interface elements when they are changed from the Appearance tab of the Display control panel.


Registry Support


Word stores its settings in the Windows registry. This makes it possible for multiple users to share a single machine and still maintain their own Word settings. Likewise, this makes it possible for user to log into a machine anywhere on the network and run Word with their default settings. Finally, this enables systems administrators to set up and edit user profiles remotely across the network.


Shell Support


Drag & Drop—Word 95 has rich support for drag & drop, including dragging document information to the desktop. Doing so automatically creates a Scrap (below left) which can be dragged into any application which supports drag and drop. Dragging to the desktop by using the right mouse button yields a context sensitive shortcut menu (below right) to give the user several drop choices. These choices include copying or moving the selection to a Scrap file or creating a Document Shortcut, a link to the selected text in the original document.


�                  �


Shell Icons—To better support the Windows 95 desktop, Word registers separate file types for documents, templates, wizards, backup files, and WLL’s (Word linked libraries). Word even includes distinct shell icons (shown below) and context menus for each file type. For example, double-clicking a template or a wizard in the shell creates a new, unnamed document based on that template or wizard. In contrast, double clicking a Word 6.0 template in the Windows 3.1 file manager would open the actual template for editing.


�


Document MRU File List—Opening and editing files in Word automatically adds them to the Documents MRU list (shown below), a system wide MRU files list.
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Properties—Word document properties can be browsed in the Windows shell without having to launch Word and open the file. This is because Word stores its properties using OLE storage.
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Uninstall—Word automatically registers itself so that it can be removed with the click of a button.


�


Microsoft Exchange integration


Word 95 provides exceptional integration with Microsoft Exchange, the mail client in Windows 95.


WordMail—As described on page � PAGEREF _Ref322683183 �14�, Word can replace the standard Exchange message editor.


PAB integration—As described on page � PAGEREF _Ref322683220 �4�, Word features very tight integration with the Exchange Personal Address Book. Shown below are the business properties for a PAB entry.


�


Posting—As described one page � PAGEREF _Ref322683240 �16�, Word makes it easy to post a document in an Exchange public folder.


SendMail and Routing—It’s easy to send a document while working within Word. Users can even route a document to a group, either all at once or one after another.Great Member of the Microsoft Office family


�
Great Member of the Microsoft Office Family


Consistency & Technology Sharing


Word 6.0 and Office 4.x broke ground by introducing a suite of extremely consistent applications. In most cases though, dialog boxes were implemented separately in each application. Office 95 goes one step further by implementing several key tools once and sharing these across all of the applications. For example, the following tools and technologies are shared across Office applications:


AutoCorrect list storage


File Open


Find Fast


File Save


File New


File Properties


Answer Wizard


MSN Integration


Notes/FX thunking layer


Print dialog (Consistent, not shared)


Spell checking


OLE Servers (Graph, WordArt, Equation Editor, Data Map, Clipart Gallery, Imager)


Text Converters


Graphic Filters


MSInfo


Data Sharing


Word 6.0 and Office 4.x broke ground by introducing a suite of very tightly integrated applications including strong support for OLE 2.0. Office 95 continues to make progress and further hone the level of integration between the applications.


OLE Integration—OLE technology enables a great deal of data sharing between Office applications. For example, Word has a Microsoft Excel toolbar button to easily insert a spreadsheet into a document. Likewise, PowerPoint® has toolbar buttons to insert Microsoft Excel or Word tables at the click of a button. Drag and drop across Office applications allows users to share data. Finally, WordMail is an example of next generation OLE integration.


Mail Merge—Wherever your data lives, Word allows you to easily access it. Mail Merge integrates with the following data stores: Exchange PAB, Schedule+ Contact List, Microsoft Access tables and queries, FoxPro® tables, Microsoft Excel spreadsheets, any ODBC compliant data store (using Microsoft Query for multi-tier databases), Word document, CSV text, and WordPerfect Secondary Merge format.


Schedule+ Integration—Schedule+ 2.0 is the newest member of the Microsoft Office. As mentioned on page � PAGEREF _Ref322683220 �4�, Word integrates very tightly with the contact manager in Schedule+, making it easy to leverage contact information directly within Word.


Office Binders


Microsoft Office 95 includes a new tool for assembling and distributing documents, the Microsoft Office Binder. The binder is an electronic ‘paper clip’ which allows users to store documents from Microsoft Excel, Word, PowerPoint and other Office Compatible applications in one file. This file can be printed in one step with consecutive page numbering, and the enclosed documents can be reordered and renamed for easy identification. This is all enabled through the use of OLE technology.
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WordPerfect is a registered trademark of Novell Inc.


PostScript is a trademark of Adobe Systems Inc.


TrueType is a registered trademark of Apple Computer Inc.
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