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This demo is designed to show users how to create a web page using Internet Assistant for Microsoft Word and use Microsoft Word Viewer and Microsoft Excel Viewer to share Office files on an Intranet or the Internet.


�
Setup Instructions


First Time Setup


Install Internet Assistant version 2.0z from \\productsx\release or \\word\public\user\adamtr\latest\wrdia20z.exe


Install Microsoft Word Viewer version 7.1 from \\productsx\release\wordvw95


DURING SETUP SELECT VIEWER AS THE DEFAULT FOR OPENING WORD DOCUMENTS WHEN THEY ARE DOUBLE-CLICKED IN THE WINDOWS 95 SHELL


Install Microsoft Excel Viewer beta from \\productsx\release\excelvw.95


DURING SETUP SELECT VIEWER AS THE DEFAULT FOR OPENING EXCEL DOCUMENTS WHEN THEY ARE DOUBLE-CLICKED IN THE WINDOWS 95 SHELL


Install Internet Explorer version 2.0 from \\productsx\release


Copy iademo directory from \\desktop\salestools\word95\Internet Assistant\ to root of your c:\ drive


Copy scrap from iademo directory to desktop


Open Word


Select File/New and choose the HTML template from the general tab


Click on the Insert Picture button on the toolbar


Browse to iademo directory and choose logo.gif


Each Time Setup


Go to Tools/Options File Locations Tab and set the file and clipart location to c:\iademo


Turn off gridlines in Word Table/Gridlines


Tile Word so that you can see the table scrap that will be dragged and dropped into Word later


Then maximize Word


Turn off grid lines in Word Viewer View/Options


Make sure headings is selected under Tools/Options/Autoformat As You Type	


Open the AboutUs.doc and Volcano Newsletter.Doc in Word


�
 


Segment/Notes�
What You Say�
What You Do�
�
Internet Assistant demo�
Today I’m going to show you Internet Assistant for Microsoft Word, a free add-on to Microsoft Word that lets you easily create and edit great-looking documents for the Internet or an Internal corporate web site. You’ll see how:





Internet Assistant makes Internet authoring fast and easy


Internet Assistant helps you author full-featured Web documents


Internet Assistant and other Microsoft Office products provide an integrated solution for Web authoring





The great thing about Internet Assistant is that if you know how to use Word, you already have most of the skills you need for Internet authoring. �
AboutUs.doc should be open when you get to the demo�
�
�
Here is a Word document I’ve been working on—it’s just like any Word document. Because Internet Assistant works within Microsoft Word, I get all of the flexibility and functionality of Word when I’m creating documents for the Internet or my internal corporate web. That means when I hit return, Word knows that I’m trying to create a heading and intelligently inserts one for me. I can easily center this text, and also type a few hyphens and Word automatically inserts a horizontal border for me. I also have Word’s SpellIt automatic spell checker working for me as I create my web pages.





�
Insert cursor at the end of the first line 


Hit enter twice (headline should AutoFormat into stylized header)


Center the text.


Type “---“


Enter (should turn into border)


Right Mouse Click to fix misspelled words in the first table cell


�
�
�
You’ll notice that I also have a table in here. If I want to add a row and some information, I can use Word’s easy-to-use table functionality�
Click Insert row button


Type “maui” “kona” and “oahu” in the three cells�
�
�
Creating full-featured documents for the Internet used to mean having to learn those complicated HTML tags. With Internet Assistant, Microsoft Word users just save as HTML. Word then analyzes your document, intelligently applies the correct HTML styles and then reopens it a special authoring template. This gives me the tools I need to finish off the job.





This new version of Internet Assistant notices that I have pictures in my document and asks if I would like to convert those into Internet graphics automatically. 





 �
File/Save As and navigate to the c:\iademo folder. 


Select HTML from the file type drop down list


Click OK


Click Save Pictures when the Conversion of pictures dialog box comes up. 


NOTE: If this dialog doesn’t appear, then you may not have installed the .gif graphics filter when you installed Word 95





�
�
�
You’ll notice that Internet Assistant even converted my table correctly. That’s because we now support HTML tables! NOTE: If anyone asks what the blue asterisks are for, say “This is where word stores the formatting tags for your table.” 





You can use Internet Assistant’s easy-to-use dialog boxes to set all kinds of controls for your HTML tables, like cell width and spacing, alignment, captions, and even background colors.�
Scroll down to show the table converted


Insert the cursor inside the table and then go to the table menu�
�
�
Internet Assistant makes this all look so easy, but take a look at all of the work it saved us. As HTML gets more complex, Internet Assistant will save users more and more time by providing an easy to use, automated system for generating HTML. If you want, you can even edit HTML tags from this view. Internet Assistant allows users to insert any HTML tag by hand.�
Select View/ HTML Source


Scroll through Source Code 


Click Pencil button to return to a more WYSIWYG View�
�
�
Let’s say I want to make this graphic a hyperlink back to my home page. Just select the text or graphic that will be the link and click on this convenient Hyperlink button. This lets me create a Hyperlink to a local document, a document on the Internet, or even within the same document quickly and easily. �
Select the logo


Click on the Hyperlink button


Click Browse button next to the File box  and navigate to default.htm


Click OK and show that the picture has a blue border


DO NOT ACTIVATE THIS LINK: it is a dummy page�
�
�
Graphics and Hyperlinks are great, but nowadays you need more if you want your Internet document to stand out on the Web. That’s why designed Internet Assistant to support all of the HTML extensions that Internet Explorer supports.�
Put Cursor between the two paragraphs of text.


Enter�
�
�
Users told us they want to create forms that gather information from potential clients who visit their web site. Rather than create a form from scratch, let’s just drag and drop one that we created with Word’s forms tools. You’ll also notice this has a Marquee tag which I created earlier… �
Tile Word window


Drag and Copy Table scrap from the desktop and drop in the space you just created.


Maximize Word�
�
�
To see what that looks like, let’s preview this in Microsoft Internet Explorer. We realized that users want a seamless authoring environment- so Internet Assistant gives users  single click access to a more WYSIWYG view of their work. It turns out that I still have work to do on this document, but luckily Internet Explorer has an edit button which will bring me back to Internet Assistant. �
Click Preview in Internet Explorer button in Word


Click Yes to save


Click Edit button in Internet Explorer to return to Word�
�
�
Let’s insert another picture in our document. The Insert Picture dialog gives users on tool for inserting all kinds of graphics, sensitive maps or even In-line video. Let’s tantalize Volcano customers with a video clip. 


�
Click in the paragraph above the <MARQUEE…> field


Click Insert Picture button


Click the picture tab


Browse to eruption.gif


Double Click on it


Click the Video Tab


Browse to the eruption.avi


NOTE: You may have to select all files from the select from file types drop down box


Select FileOpen from Start Play dropdown


Set loop to infinite by clicking on the down arrow to the right of this box


Double Click on it


Click options tab and show controls that are available


Click OK


Center the picture�
�
�
This page is starting to take shape, but let’s format the background. Internet Assistant makes it easy to choose a color or a picture. 























You can also make your background a Watermark just by clicking on this check box.�
Select Format/ Background and Links


Point to color drop down box


Click Browse button next to image


Select tiled.gif


Click “Do Not Scroll Image” Checkbox


Click OK�
�
�
Internet Assistant also supports background sounds, so your Internet documents can have a mood all their own. This is a  great example of how Internet Assistant supports the very latest HTML tags so your Internet documents can be as rich and compelling as you want them to be.�
Select Format/ Background Sounds


Browse to drum2.wav


Select 1 as the number of times to playback


Click OK


Click Preview in Internet Explorer button�
�
Transition�
I just showed you how fast and easy it is to create full-featured HTML documents with Internet Assistant, now let’s talk a little bit about Word documents. We realize that as more and more people begin publishing online, they want a way to easily leverage Word documents that they create every day or already on file. Converting every file to HTML isn’t always the best solution so we’ve creating tools let users share their Microsoft Office files with more people than ever before. �



�
�
�



Word Viewer 7.1�
Take this newsletter that I sent out through the mail last week. I wrote it with Microsoft Word, inserted Hyperlinks in it thanks to Internet Assistant and now I’m sharing it over the Internet or my corporate web without converting it to HTML. �



�
�
�
I can share my Word documents online with more people than ever before thanks to another free product called Microsoft Word Viewer version 7.1.�
Click on link to newsletter in AboutUs.htm


Show  Word Viewer opening up �
�
�
This brand new version of Microsoft Word Viewer is a freely distributable application that allows people who don’t use Word to view and print Word documents. Word Viewer now automatically configures itself as a  helper application to Web browsers like Microsoft Internet Explorer and Netscape. This way when people browse to a Word document on an Internal Web or the Internet, like I just did, the browsing tool will call up Word Viewer to do the job.





The best part is that we’ve added new functionality in Microsoft Word Viewer 7.1 that allows users to browse through links embedded in Word documents. These links can go to other Office documents on the corporate web or even HTML documents on the Internet. 


�



























Click on link to Annual report�
�
Excel Viewer�
Here is Volcano’s Annual report that we’ve posted on the corporate web.  You’ll notice this has an Excel Spreadsheet embedded in it. Excel users could double click on this to get a closer look and even manipulate the data in the spreadsheet. But what about people who might not use Excel? I’d like them to be able to look at the data too!





Enter Microsoft Excel Viewer, another freely distributable no-charge product that let’s Excel users share their spreadsheets with more people than ever before. 





All I have to do is double click on the Spreadsheet, and it opens in Microsoft Excel Viewer. Let’s say I just want to look at the sales of just Alajuela blend, I can use AutoFilter to get the results quickly and easily.


The best part about all of this is that I used Microsoft Office to create, link and distribute information across my organization or the Internet quickly and easily. �
Scroll to bottom of page where Excel Spreadsheet is














Double Click on spreadsheet








Select View/AutoFilter


Click the arrow that appears at the top of the first column and choose Alajuela from the list


�
�
�



Conclusion�
During the past few minutes I’ve shown you how Internet Assistant for Microsoft Word is a fast easy way to author documents for a corporate web site or the Internet right from within Microsoft Word. 





I focused on three main points:


Internet Assistant makes Internet authoring fast and easy- because if you know how to use Word, you already have most of the skills you need for Internet Authoring


Internet Assistant helps you author full-featured Web documents- because if you can view it in Microsoft Internet Explorer, you can author it with Internet Assistant for Microsoft Word


Internet Assistant, Word and Excel Viewers, and Internet Explorer, provide an integrated solution for Web authoring- You can easily toggle to and from you authoring tool and your browsing tool and post rich Microsoft Office documents on the Internet or corporate webs.





As you can see, Internet Assistant is the easiest tool for creating and editing documents for the Internet or an internal corporate Web site. With Internet Assistant, Microsoft Word Viewer, and Microsoft Excel Viewer, you can leverage the power of Microsoft Office for creating documents that can be shared easily on your internal Web or on the Internet. �
�
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