Attached is an electronic version of one of our collateral pieces. You must print and distribute this piece without making any changes. If you would like to make changes, please email your Product Marketer.  Changes may require approval from the Microsoft Legal Department.



Ben Evans

Creative Director���

Essential Productivity Tools with Reference Library





�Create professional documents easily and quickly.



Microsoft Works & Bookshelf 1996•97 for Windows® 95 provides the essential tools to make every computing task easier: word processor, spreadsheet, database, drawing, and communication tools—plus nine best-selling reference volumes.

•	Select a task from the Works Task Launcher (such as creating a letter, address book, invoice, school test, or mailing) and a TaskWizard gets you started instantly.

•	Use the Letter TaskWizard to create a letter, insert an appealing letterhead, and even add letter content with the click of a button. Choose from more than 100 sample letters.

�

•	New Easy Formats let you insert a stylish format with the click of a button. Give your document flair with new bullet styles, page and paragraph borders, and shading. Add your choice of images from the ClipArt Gallery, and use WordArt to create fancy headlines and fun font effects.

•	Click the Find Information button in Works to launch Microsoft Bookshelf and find definitions, quotes, maps, and much more that you can copy back into your document. And Bookshelf even creates a footnote for the copyright information automatically!

•	Use Bookshelf’s Address Builder feature to find zip codes for any U.S. address to update your letters, envelopes, or Works address book.

•	Take advantage of one-click access to thousands of Internet sites worldwide using the new Microsoft Bookshelf Internet Directory and your favorite Internet browser (Microsoft Internet Explorer 2.0 and one month of free access to MSNTM , The Microsoft Network, included).

�•	New Easy Calc makes financial calculations in the Works spreadsheet a snap. And, with OLE technology, it’s easy to link your worksheet or chart to a word-processing document and have it updated automatically.

•	The Works Toolbar gives you quick access to the most common formatting options, your Works Address Book, and reference products such as the Microsoft Bookshelf CD-ROM reference library and Microsoft Encarta® Encyclopedia (if you have them on your computer).

•	ToolTips remind you what each toolbar button does.

•	Step-by-Step Help is always available  at the side of the screen.

•	Access the Works Forum on MSN, The Microsoft Network,* directly from Works to get product information and templates, talk to other Works users, and much more.

Specifications

To use Microsoft Works & Bookshelf 1996•97 for Windows 95, you need:

•	Multimedia PC with a 486DX/33 or higher processor

•	Microsoft Windows 95 operating system or Microsoft Windows NT® Workstation operating system version 3.51 or later (will not run on earlier versions of Windows)

•	6 MB of memory for Windows 95 (8 MB recommended); 12 MB of memory for Windows NT Workstation

•	Available hard-disk space required: 10 MB minimum to install; 25 MB for complete installation

•	Double-speed CD-ROM drive

•	Audio board and headphones or speakers required for sound

•	SVGA 256-color monitor

•	Microsoft Mouse or compatible pointing device recommended

•	2400 or higher baud modem required for Internet access and monthly updates through Bookshelf, and for using communication tools and accessing the Works Forum on MSN, The Microsoft Network,* (9600 baud modem recommended)

* The software to access MSN is a feature of Windows 95. Access to and use of MSN require payment of a separate fee.





Microsoft Bookshelf 1996•97 contains updated versions of all these best-selling books: 

The American Heritage Dictionary • The Original Roget’s Thesaurus • The World Almanac® and Book of Facts, 1996 Edition • The Concise Columbia Encyclopedia • The Columbia Dictionary of Quotations • The People’s Chronology • The National Five-Digit Zip Code® and Post Office Directory • Microsoft Bookshelf Internet Directory • Microsoft Encarta 96 Concise World Atlas�Select a task from the Works Task Launcher and a TaskWizard gets you started instantly.

�





Access Bookshelf right from the toolbar for quick reference information from nine sources,including �the Internet. 
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