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The Most Popular Office SuiteÑNow with the Power of the Web�Microsoft Office 97, the latest �edition of the worldÕs best-selling office suite, integrates intelligent applications with the power of the Internet so you can get your job done faster and more effectively than ever before.

�Microsoft Office 97 brings together the worldÕs best-selling productivity applica-�tions in a unified work environment, making it easy to organize your information �and tasks. Office 97 helps you improve your performance by providing unparalleled consistency between applications, such as common commands, menus, and tool-�bars, so you can get your work done faster and better than ever before. Office 97 now includes Microsoft OutlookTMÑa powerful new desktop information manager. Outlook keeps your electronic mail messages, appointments, contacts, tasks, and access to your documents in one place. And itÕs tightly integrated with all Office 97 applications, making it easy for you to organize, view, and share the information you work with every day.

Bring the power of the Internet to your PC. Revolutionary new Web technology built right in to Office 97 helps you quickly author exciting, multimedia Web pages directly from your Office 97 applications without having to learn HTML. Add hyper-�links to other Office documents for easy navigation from document to documentÑwhether they are on your hard drive, your company intranet, or even on the Internet. And, easily share information and collaborate with others using powerful, advanced workgroup features.

Office 97 is intelligent software thatÕs designed to help �you get powerful results quickly. Innovations such as the new Office Assistant give you advice, help, and tips while you work. Even more IntelliSenseTM features, such as Spell It in Microsoft Word and PowerPoint¨ and the background grammar checker in Word, which find and fix common spelling and grammatical errors with the click of a mouse, all vastly simplify your everyday work. And Office 97 also takes advantage of new Microsoft IntelliMouseTM functionality, which streamlines on-screen navigation of your documents.

Microsoft Office 97 provides all the tools you need to get organized, get connected, and get your job done in new and better ways.
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�Product Highlights

Get organized, get connected, and get results with �Microsoft Office 97.

Get organized.

Microsoft Office 97 provides a unified work environment and tighter integration between applications, making it easy to organize your information and tasks so �you can get your work done better than ever before.

Microsoft Outlook 97: Helps you manage your appointments, personal contacts and addresses, tasks, and e-mail, and gives you direct access to your docu-�ments by keeping everything in one place. And Outlook is tightly integrated with every Office 97 application to provide extra power and ease of use.
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Dial your phone, send e-mail, fax, or jump to a Web site from the Contacts Address Book in Microsoft Outlook 97.

Outlook Calendar: Lets you view your calendar any way you like: by the day, week, or monthÑeven across non-consecutive days.

Outlook Journal: Tracks your activities in a timeline format so you can find files based on when you last worked on them, instead of by what they are named or where they are stored. 

Message Flag: Flag received or outgoing e-mails with due dates, reminders, or specific follow-up actions required.

Outlook TaskLinks: Create an Outlook task from within Microsoft Excel, Word, �or PowerPoint without leaving the application youÕre working inÑTaskLinks will add the new task to your Outlook task manager automatically.

Address book integration: All your contact and address information is now shared among Office 97 applications, making it a snap to do mail merges with Microsoft Word and to send e-mail using the same address book.

�

Use AutoCreate to drag and drop one Outlook item to make another. For example, drag an e-mail message onto your Calendar to create an appointment automatically.

��

Quickly preview the first three lines of e-mail messages with Microsoft Outlook AutoPreview for fast prioritizing and decision-making.

Get connected.

Office 97 maximizes the potential of the Internet or your companyÕs intranet. Powerful new Web technology provides everything you need to find information quickly, publish eye-catching documents, and navigate through documents just as you would through the Web.

��

Reviewers can add notes with In-Place CommentsÑwithout changing the original document.

Navigate between the sections of your document by just clicking a hyperlink in the innovative new Document Map in Word.

Natural-language grammar checker proofreads for grammatical errors as you type and displays possible corrections with a click of the right mouse button.
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Internet Assistants: Available throughout Office 97 applications, Internet Assistants help you create exciting, multimedia Web pages without having to learn HTML.

Hyperlinks: Create rich documents by adding hyperlinks to other Office files or HTML pages, whether theyÕre on your hard drive, your company intranet, or even the Internet.

FindFast technology: Lets you quickly find the information you need by doing �full-text searches of all your files, even those on your corporate intranet.

Web Page Wizard: Gives you step-by-step assistance with content and design �to help you create sophisticated, cutting-edge Web pages without having to �learn HTML.

Web toolbar: Gives you standard browser functionality within your Office 97 documents, letting you jump forward and backward to your home page or between documents, URL addresses, or other file locations.



�

Search the web, jump to favorites, and follow links between documents with the Web toolbar.

Web Queries in Microsoft Excel: Import dynamic, real-time data such as stock quotes, currency exchange rates, or even sports scores into your Microsoft Excel spreadsheet with Web Queries. Data can be fed directly into your formulas or charts and refreshed automatically to keep them up-to-date.

Publish To The Web in Microsoft Access: Share your database over your company intranet or the Internet by setting up live, interactive database pages that users can query, update, and add information to.

PowerPoint Animation Player for ActiveXTM: Lets you publish a multimedia presentation as a Web page, complete with animation, sound, hyperlinks, and special effects. Others can view it using the Animation Player, an Internet browser extension, which you can freely distribute.

Shared Workbooks in Microsoft Excel: Work more effectively as a team. The Shared Workbooks feature allows multiple users to edit a single spreadsheet simultaneously. And use Track Changes to easily see when changes were made, and by whom.

Database Replication: Synchronize your Microsoft Access data from remote locations into a single database so everyone is working with the latest information.

Slide Finder: Save time building your presentations. Slide Finder lets you quickly and easily preview, select, and insert slides from existing presentations without having to open the presentation files themselves.
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Get results.

Whatever you need to accomplish, Microsoft Office 97 makes it easy to get the results you want. Office 97 is intelligent, personalized software that works the way you do, so you can achieve powerful results quicker and easier than ever before. Advanced Help guides you through the most difficult tasks, while state-of-the-art wizards and features enable you to do more in less time. And new administration tools, Internet extensions, and compatibility with third-party products increase the value of Office 97.

�

OfficeArt: Add impact to your documents with OfficeArtÑpowerful drawing �tools shared across Office 97 applications that let you easily create compelling, professional-quality drawings and graphics in your Office documents.

Formula AutoCorrect: Helps you avoid common formula-writing errors in Microsoft Excel by automatically correcting your equations on the fly.

�

Office Assistant: Take advantage of the full functionality of Office 97 by using the Office Assistant to accomplish your everyday tasks more efficiently. It provides interactive advice and tips to help you learn as you work. You can even ask the Office Assistant questions in your own words. Along with giving you the answer, it can even walk you through the steps to achieve your desired result.

Spell It and Grammar Check: As you type, improved Spell It in Word and PowerPoint identifies misspelled words and a new natural-language grammar checker in Word automatically proofreads your documents for grammatical errors. To fix mistakes, simply click the right mouse button over the marked text and choose the appropriate correction.

Get the help you need with the Office Assistant, which provides interactive assistance while �you work.

Table Drawing Tool: Creating tables on-screen is now as easy as drawing them on paperÑthe new Table Drawing Tool in Word lets you design tables that custom fit your needs. Use the on-screen pencil and eraser to draw columns, rows, and single cells of varying sizes and shapes, merge cells in a flash, and add individual cells with total precision.
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Custom Cells: Create great-looking spreadsheets just the way you want them �to look. Custom Cells lets you rotate, indent, and merge cells. You can also automatically resize text to fit with the click of your mouse.



��

Natural language formulas let you build formulas using your own terminology. Now you can use your column and row labels to build equations.

�Custom Cells lets you rotate and indent text, even merge multiple cells into one.

�

Create everyday documents easily with intuitive tools such as Letter Wizard in Word, which formats your letters and inserts dates and addressesÑall automatically.

Letter Wizard: Save time and effort by simplifying the task of creating letters. The Microsoft Word Letter Wizard automates common letter-writing elements such as addressing and formatting, so you can focus on the content rather than on the formatting details.
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Multiple Undo: Now in Microsoft Excel as well as in Word and PowerPoint, Multiple Undo tracks the changes youÕve made and allows you to undo them.

Custom Shows: Save multiple versions of a presentation within a single PowerPoint file, then present only the slides you need for your specific audience.

Table Analyzer Wizard in Microsoft Access: Automatically organizes your data by converting your flat-file list or spreadsheet into a powerful, relational database.

Visual Basic¨ for Applications: Visual Basic for Applications is now supported across Office 97 applications, making it easy to create custom business solutions using the worldÕs most popular programming language for the Windows¨ environment.
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Visual Basic Editing Environment: A new integrated development environment (IDE) brings IntelliSense technology to developers, including shared Office Forms, drag-and-drop code, syntax Quick Tips, and a simple yet powerful set of debugging tools. With Office 97 and the Visual Basic Editing Environment, you will be able to develop powerful custom solutions faster than ever before.

IntelliMouse support: The Microsoft IntelliMouse simplifies on-screen navigation of your documents. Use the Wheel to pan left and right, scroll up and down, and even zoom out for a birdÕs-eye view or zoom in for a closer look at your data.

Smoothly scroll around your documents or zoom in quickly on details you need with the Wheel �on the new Microsoft IntelliMouse. The same functionality makes it easy to travel the Internet with unparalleled speed.

Bookshelf¨ Basics: Office 97, Professional Edition, on CD-ROM contains the Bookshelf Basics reference library for quick access to the reference tools you need most. Included in Bookshelf Basics are The American Heritage¨ Dictionary, The Original RogetÕs Thesaurus, and The Columbia Dictionary of Quotations. 
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Continually improve the performance of your database with the Performance Analyzer Wizard in Microsoft Access, which suggests ways to optimize your database for speed and then automatically does so if you choose.�

Organize all your documents for a project in one place with the Office Binder. You can even create common headers and footers across all documents in a binder, �so they look and print as �one report.

Add background textures and create rich 3-D graphics and drawings easily with OfficeArt.

Create interactive docu-�ments by adding hyperlinks to other Office or HTML files, no matter where they reside.

�Fix common errors on the fly with Spell It, which proofreads your Word and PowerPoint documents as you type.

Bring your data to life in Microsoft Excel 97 with new chart types such as bubble, pie-of-pie, bar-of-pie, and formatted 3-D charts.
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�Inside Microsoft Office 97

Technical Features

Get organized with a unified workspace and tighter integration between applications��Microsoft Outlook�Provides an integrated desktop in which you can organize and manage your e-mail, calendar, contacts, tasks, and files in one place��Office Binder�Stores all your files for a project in one placeÑyou can even add common headers and footers so they look and print like one document��Get connected with Internet-ready software��Internet Assistants throughout Office 97�Allow you to create exciting, multimedia Web pages without having to learn HTML��Web Queries in Microsoft Excel�Performs automatic data queries from Web locations without programming��Publish To The Web �in Microsoft Access�Converts your data or reports to HTML so you can create dynamic, interactive database pages and share them across  a company intranet or the World Wide Web��PowerPoint Animation Player for ActiveX�Lets you publish presentations to the Internet as a Web page, complete with animation and narration��Get results with a personalized desktop and intelligent software��Office Assistant�Provides interactive advice and tips to help you learn as you workÑand itÕs completely customizable so you can choose the Office Assistant and the options that best suit the way you work��OfficeArt�Gives you the drawing tools to easily design sophisticated 3-D effects, shadows, multicolored fills, textures, and BŽzier curves��Microsoft IntelliMouse support�Makes it a breeze to navigate through long or complex Office documents (hardware sold separately)��3,000 clip-art images�On CD-ROM versions of Office 97, you get more than �3,000 clip-art images, plus 150 fonts and the Microsoft Internet Explorer Web browser��Enhanced AutoCorrect across Office 97 applications�Corrects common multiple-word typographical and gram-�matical errors; fixes capitalization mistakes; and creates handy shortcuts for frequently used text and graphics��Multiple Undo�Allows you to undo multiple commands in Microsoft Excel, Word, and PowerPoint��Natural language formulas in �Microsoft Excel�Allow you to use your own terminology when building formulas���To use Microsoft Office 97, you need:

Specifications

Personal or multimedia computer with a 486 or higher processor

Microsoft Windows 95 operating system or Microsoft Windows NT¨ �Workstation 3.51 Service Pack 5 or later (will not run on earlier versions) 

For use on Windows 95: 8 MB of memory required to run applications individually (12 MB required to run Microsoft Access); more memory may be required to run additional applications simultaneously

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

Office Standard hard-disk space required: 60Ð167 MB; approximately 102 MB required for typical installation, depending on configuration (use the Office Upgrade Wizard during setup to maximize free disk space)

Office Professional hard-disk space required: 73Ð191 MB; approximately �121 MB required for typical installation, depending on configuration (use the Office Upgrade Wizard during setup to maximize free disk space)

CD-ROM drive (3.5" high-density disks available free of charge through in-box coupon; CD-ROM contains additional items such as Microsoft Internet Explorer, extra clip art, fonts, .avi files, and sounds not available on 3.5" disks)

VGA or higher-resolution video adapter (Super VGA, 256-color recommended)

Microsoft Mouse, Microsoft IntelliMouse, or compatible pointing device

Additional items or services required to use certain features:

9600 or higher-baud modem (14,400 baud recommended)

Multimedia computer required to access sound and other multimedia effects

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

The Publish To The Web feature in Microsoft Access requires Microsoft Internet Information Server for Windows NT or Microsoft Personal Web Server for Windows 95 

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

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

Money-back guarantee and no-charge support notice:

As with all Microsoft Office 97 programs, you get a 30-day, money-back guarantee. You also receive, at no charge, easy access to the latest technical support informa-�tion on the World Wide Web at http://www.microsoft.com/support/ and unlimited usability support for all Office 97 programs except Microsoft Access (toll and connection charges apply). For assistance with Microsoft Access and developing custom solutions with your Office applications, we provide two no-charge incidents.*

For more information

Visit the Microsoft Office 97 World Wide Web site at http://www.microsoft.com/office/
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Web authoring is a snap with Microsoft FrontPageTM 97 with Bonus Pack, the revolutionary new application that makes it easy to publish professional-quality Web sites without programming.



*Support services vary outside the United States and Canada. For information on support in other locations, contact your local Microsoft subsidiary. MicrosoftÕs support services are subject to MicrosoftÕs then-current prices, terms, and conditions, which are subject to change without notice.

© 1996 Microsoft Corporation. All rights reserved. Companies, names, and/or data used in screens or sample output are fictitious, unless otherwise noted.

The information contained in this data sheet relates to pre-release software product which may be substantially modified before its first commercial release.  Accordingly, the information may not accurately describe or reflect the software product when first commercially released.  The data sheet is provided for informational purposes only and MICROSOFT MAKES NO WARRANTIES, EXPRESS OR IMPLIED, WITH RESPECT TO THE DATA SHEET OR THE INFORMATION CONTAINED ON IT. 

Microsoft, ActiveX, Bookshelf, FrontPage, IntelliMouse, IntelliSense, the Microsoft Excel logo, the Office logo, Outlook, PowerPoint, Visual Basic, the Visual Basic logo, Windows, the Windows logo, Windows NT, and the Windows Start logo are either registered trademarks or trademarks of Microsoft Corporation in the United States and/or other countries. ToolVoxTM audio compression technology provided by Voxware, Inc. ToolVox is a trademark of Voxware, Inc. The Columbia Dictionary of Quotations is licensed from Columbia University Press. �© 1993, 1995 by Columbia University Press. All rights reserved. The American Heritage Dictionary of the English Language, Third Edition. © 1992 by Houghton Mifflin Company. Electronic version licensed from INSO Corporation. All rights reserved. The Original RogetÕs Thesaurus of English Words and Phrases (Americanized version) is licensed from Longman Group UK Limited. © 1994 Longman Group UK Limited. All rights reserved.

Microsoft Corporation ¥ One Microsoft Way ¥ Redmond, WA 98052-6399 ¥ USA

Microsoft Canada Inc. ¥ 320 Matheson Blvd. West ¥ Mississauga, ON L5R 3R1 ¥ Canada
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