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Mindshare Live Presentation (Business Focused Audience)

Facilitator Preparation – Presenter Script

 Introduction 
5 minutes

	Speaking Points
	Slides/Key Strokes

	Introduce yourself.

· Hi! My name is [Your Name] and I’m a Microsoft representative. 

· I am really excited to be here today to give you a sneak preview of the new Microsoft Office System.


Transition into presentation by polling audience with the following questions:

· Before we get started, let me get a show of hands to see how many of you currently use Office applications like Word, Excel, PowerPoint and Outlook.  

· How many of you use it at work?  

· How about at home?

· How may of you are small business owners?

Note: Make note of how many people are small business owners as there are some features in this presentation that are marked optional, but do apply to this group (i.e. Outlook Business Contact Manager)

· All right, now let’s see who the 
Office diehards are.  How many of you have a copy of Microsoft Office 2003 Beta?


Take a count of raised hands.

· Very impressive!  It looks like all of you are familiar, if not experts, with Microsoft Office. The next hour should be a lot of fun for all 
of us.


	Display Title Slide

	Discuss the new Microsoft Office System name.
· As you know, to date, the Microsoft business tools have been fairly separate.  

· With the new Microsoft Office System we are evolving Microsoft Office from a suite of personal productivity products to a more comprehensive and integrated system. 

· Building on the familiar tools that many people already know, the Microsoft Office System includes servers, services, and desktop programs designed to work together to help address a broad array of business problems such as filtering spam, collaborating on documents and supporting remote workers.   
· We will show you some examples of this in a few minutes. 

	Display “What Is the Microsoft Office System” slide.

	Overview the development process by which Microsoft has improved The Microsoft Office System.

· Over the past 24 months, Microsoft has received a lot of great Office feedback from active users such as you.  Microsoft users, if nothing else, are knowledgeable and creative and are more than willing to share that knowledge and creativity – we love that!
· I am sure one or two of you have made suggestions to us on how to improve Office. 
Ask:

· At Microsoft, we listen to feedback from our users and continually strive to make our products fit your needs.  What are some features of Word or Excel that you use all the time and don’t know how you lived without?

· How about PowerPoint?


	

	Solicit responses from participants and explain the following:

· We continually try to improve ourselves and the new Microsoft Office System is no different.  We’ve listened and built hundreds of new features and enhancements into the new Microsoft Office System that can save you time, make you more productive and help manage one of our biggest e-mail nightmares…spam. 

· Many of the new features and enhancements came from user feedback – from Microsoft listening and trying to respond to your pain.

	

	Review chart moving from right panel clockwise around the diagram.

Say:

· Let me paint you a picture.  Joe here is working in his home office one weekend preparing a report for a meeting Monday morning.  He needs to so some research online to obtain some facts and figures to incorporate directly into the document.  Normally, that would require moving back and forth from the Internet to his document – not hard, just annoying and time consuming. 


	Display “Microsoft Office System: An Easy Way to Make an Impact” slide.  This is a slide build.  At this time all blue blocks should be empty.


	· Well, we made Office easier to learn and use by placing greater functionality right at your fingertips.  We did this by making the interface easier to use and navigate and by creating access to helpful tools such as dictionaries, Web search engines and Office Help from within any application.
	Display “Microsoft Office System: An Easy Way to Make an Impact” slide. Display right block.



	Say:
· So, let’s get back to Joe. 

· Just as Joe is about to save and send his report, his dog accidentally knocks the power cord out of the wall (and of course he just leant his battery to his son).  Has Joe lost his document?


	

	Ask:

· Who here has lost a document that you spent hours working on?

· Or been spammed to death?


Take a few comments/reactions from the audience.  Sympathize with their frustration.

	


	Show bottom block.

· Well, after ease of use, we focused on the big hot button for all users, document protection, security and reliability.  The security and reliability in the Microsoft Office System is the best ever with improved protection against spam, viruses, crashes and unauthorized viewing or tampering.

	Display “Microsoft Office System: An Easy Way to Make an Impact” slide. Show bottom block.


	Say:

· Joe has a couple more problems. One of 
his colleagues is notorious for rewriting everything he gets his hands on and Joe really only wants his feedback on one particular section.  What options does 
Joe have?

· Joe also has discovered that one of his colleagues does not have PowerPoint on her home computer and the report has a large slide deck – what can Joe do?

· Finally, Joe would prefer that no changes 
be made directly to the slides, though he does want everyone’s feedback on them…and it would be much easier if the comments could somehow be on the slides so he doesn’t have to toggle between PowerPoint and a word doc or e-mail.  Is there a way to do that?

Ask:

· How many of you work remotely or with people from other offices?

· How many of you have kids, other family and friends that you talk to all the time 
via e-mail?

	

	Show left block and say:

· Microsoft created powerful new tools for communication and collaboration.  Staying connected remotely and collaborating with friends, co-workers and other user group members is fast and easy.

· And what do the enhancements in all these areas lead to?  Greater Productivity! 

· Joe has finished his report and now has the rest of the weekend to play with his four-year-old, have a romantic dinner with his wife…and maybe even pet the cat.


	Display “Microsoft Office System: An Easy Way to Make an Impact” slide. Show left block.

	Show top block.

· Whether it is your office life, your personal life or both – the new Microsoft Office System maximizes your productivity. You accomplish more – you spend less time – you have more freedom.
	Display “Microsoft Office System: An Easy Way to Make an Impact” slide. Show top block.



	Provide Roadmap of the presentation:

· In the next hour you will get a firsthand look at the new Microsoft Office System. 

· I will introduce you to the features and enhancements of the new Microsoft 
Office System and show you how Microsoft Office helps you maximize productivity, communicate more effectively and 
eliminate spam.

· Finally, we are always striving to be even better, so we still want your input and 
you will have the opportunity to provide feedback. 

· And, if all of that is not exciting enough, wait until you see the prizes that will be raffled off at the end of the presentation.

· We have a lot to do.  So, let’s get started.


	Display “In the next hour you’ll…” slide.


Mindshare Live Presentation Demos:  45 minutes

	Speaking Points
	Slides/Key Strokes

	Introduce Demo.

· Okay, it is now the time I know you have all been waiting for and the reason why you are all here.  

· Everyone, I give you the new Microsoft Office System.

· Let’s start this demonstration with a look at a few of the components of Microsoft Office Professional Edition – specifically Word, Excel, PowerPoint and InfoPath.
· A little later we will also look at Outlook 
and Publisher.
	 Display “Demo” slide.


	Refer audience members to the handout. 


Provide a brief overview of what is the new Microsoft Office System.  After providing overview ask audience members which features they are most interested in hearing about in order to move through the demo 
in a manner that best responds to your audience’s needs.

· In Microsoft Office Word 2003 there are:

· A New Reading Layout

· Task Panes including Research, Help, Getting Started and New Document

· Advancements in Document Protection, and 

· Advancements in Document Collaboration

· In Microsoft Office Excel 2003 there are:

· The same Task Panes as you will see in Word 
· As well as better list management and side-by-side worksheet comparison for reviewing comments and changes
	

	· Microsoft Office PowerPoint 2003 has:

· A new “Package to CD” function, and

· Better support for Windows Media
· Finally, Microsoft Office InfoPath 2003 has new form libraries.
· Let’s begin with Microsoft Word.
	

	 Demo reading in Layout View in Word.

· With The new Microsoft Office System, you will notice that all types of information are easier to read, including Word documents.  

· Let me show you with this document.  

· It opens in Normal View but to make it easier for reading documents we’ve created a new view: Reading Layout View.

	Open live demo. 

1. Open JetBlue’s CS document shortcut on desktop. 

	· Reading View was designed to make long documents like this one easier to read on the screen so you don’t have to print them out.  

· And for those of you who wonder whether your familiar Normal View is still there – it is.
	2. Go to View 

3. Show pull-down menu and select Reading Layout.

	· In Reading View, you can enlarge the text size easily, and the view automatically adjusts without making any adjustments to the document’s font.
· You can even print two pages together in order to save paper
	4. Click Increase Text Size (large “A” button or magnifying glass) to make text bigger (decrease size when done).

5. Click the Actual Size button to show the difference between reading mode and regular mode.

6. Close document.

	Transition

· Microsoft Office has also enhanced the Task Panes.

· So, let’s say that you are working in this document that we have opened – the JetBlue report – and you are recommending Wi-Fi networking as a possible option at the JetBlue airport lounges. You realize, though, that some of the audience that will be reading the report really have no background on Wi-Fi technology.  So, you need to provide additional information to give readers a quick snapshot of Wi-Fi.  

· Lets create a Wi-Fi Overview document.
	

	Open the Browser Demo environment.
	Open browser demo.

1. Double click the shortcut on the desktop.  [Filename:  NewDocBU]


	Demo the New Document Task Pane.

· One way to get a running start is the new Document Task Pane.

· It gives you instant access to a template gallery featuring hundreds of time-saving templates – everything from reports to wedding plans made quick and easy.  

· And, because the resource is Web-based, it’s not static.
	2. If Task Pane is not immediately visible at right, click “View” on menu bar and select “Task Pane.”

3. At bottom of Task Pane, click “Create a New Document.”

4. Under Templates in the Search Online field, click in Search field.

5. Tap keyboard and word “Reports” will appear in the Search field.

6. Press “Go.”

7. View first template search result (click the text in blue).

8. Click through six templates using green “next” arrow at bottom of template window.

9. Click to close template window screen.

10. Close document.

11. Close Account Manager Demo browser window.

12. Close TaskPane-NewDoc Demo browser window.

	Demo the Research & Reference Task Pane in Word.

· Another example of a Task Pane is the new Research and Reference Pane.  It allows you to search the Web or internal documents and Encarta, without leaving the application in which you’re working.  

· The great thing about the Research and Reference Task Pane is that it actually searches more destinations than most search websites, including your hard drive and subscribed services.

· We have a number of services – Dictionary, Thesaurus, Encarta Encyclopedia, MSN Search, Factiva News Search, eLibrary newsfiles, and Gale Company Profiles.

· And by leveraging the SmartTag functionality that was introduced in Office XP and extended for 2003, you can grab tables, charts, and other information from your research results, integrate them into your Office documents and presentations and have the data automatically refreshed and current without ever leaving your Office documents.

· What’s even better is that research can be customized by an individual, department or company. In an instant, you’ll have the information you need at your fingertips. Here you can see the content I found in eLibrary.

· OK, let’s say your company subscribes to Gale Company Profiles, and you need to search for fiscal year results for a document you’re writing. You can get the information you need without missing a beat. Here you can see financial tables, for example.


	1. Double click the shortcut on the desktop.  [Filename:  ResearchBU]
2. From the desktop open Word document entitled “Wi-Fi.”

1. Click “Tools” on menu bar and select “Research” in the drop-down menu. The Research Pane will open at right.

2. At the base of the Research Pane, click “Research Options” (note list).

3. Click on scroll bar to display more research options.

4. Click to close the Research Options window.

5. At the top of the Research Pane, click in the Search field (empty).

6. Tap keyboard and the words “Wi-Fi” will appear in the Search field. 

7. Under the Search field, click drop-down arrow, and select “All Research Sites.” 

8. Note search results which appear in the Research Pane.

9. Click the “+” icon next to the words “eLibrary” to see those results.

10. Click the “Read Now” link (in blue) from the first result in the eLibrary set.

11. Note new eLibrary results window. Close window.



	
	12. Select “All Business and Financial Sites” from pull down (note this will start new search).

13. Click the “+” icon next to the words “Gale Company Profiles” to see those results. 

14. Click on “View Complete Profile.”

15. Click on “Company Overview” link.

16. Note Wi-Fi mention in overview.

17. Close window.

18. Close document.

	Demo the Help Task Pane in Excel.

· Another innovation in The new Microsoft Office System is access to help via the Task Pane.  

· Let me show you this in Excel.  


Point to Help areas. 

Say:

· In addition to regular help you can also access interactive step-by-step training through the Help Pane.  

· This is a really great feature as it gives you access to a huge amount of information right at your fingertips. 

· Also, having interactive step-by-step training online means that everyone has access to it and its continually expanding. The information is always up to date and grows over time.
	1. Double click the shortcut on the desktop.  [Filename:  HelpBU]
2. Open Excel 2003 document entitled “Q3_Revenue.”

3. If Task Pane is not immediately visible at right, click “View” on task bar and select “Task Pane.”

4. At the top of the Task Pane, select Help using the drop-down arrow.

5. Click in the Search field.

6. Tap the keyboard and “PivotTables” will appear in the Search field.

7. Click on green arrow next to Search field.

8. Click the first link in the Search Results, “PivotTable I: What’s so great about PivotTable reports?”

9. Note results.

10. Close Help browser.

11. Close document and program.

12. Close Account Manager Demo browser window.

13. Close TaskPane-Help Demo browser window.



	Transition by saying.

· So, we’ve seen how the enhancements to Microsoft Office can make your work easier; let’s see how they can help you collaborate with others and make your work more secure.  
	

	Introduce Document Protection.

· With Microsoft Office XP, the Send for Review feature streamlined the document feedback process for Microsoft Word, Microsoft Excel, and Microsoft PowerPoint, giving you full control over which comments and revisions to accept or reject.  It provided you with the ability to work from a single Office document with everyone’s comments and changes color-coded by reviewer and displayed in markup balloons in the right margin.

· But let’s face it, sometimes, you want to get feedback or edits on only certain areas of a Word document, or you don’t want to risk someone else reformatting it.  

· Microsoft Word 2003 takes the review process to the next level by giving you the flexibility to allow team members to collaborate on your documents while maintaining safeguards to make sure that only predefined formats are used, or limiting review access to read-only.  In other words, you can lock down sections of your document and set permissions so only certain team members can review and edit particular sections.  
	

	Demo Document Protection.

· For example, say we have a product profile that we want to collaborate on. 

· First, we lock down the document so that it is read-only. 

· Then, we can give Carol Phillips exclusive access to only this section of the document that she is qualified to change. 
	Switch to live demo.

3. (From the desktop) Open “My Documents” folder by clicking Start( My Documents.

4. Open Word 2003 document entitled “Product Profiles.”

5. Select “Tools” from the menu bar and click “Protect Document.”

6. In the Editing Restrictions section, check “Allow only this…”

7. Click drop-down arrow but leave selection as “No changes” (Read only).

8. In the document, select any portion of the page.

9. In the Exceptions section, click “More Users.”

10. In the Add Users dialog box, type “cphillips@contoso.com” and then click “OK.” 

11. In the Individuals box, check “cphillips@contoso.com.”

	· And we can give exclusive access to Kari Hensien for a different section.
	Select a different portion of the document.

In the Exceptions section, click “More Users.”

Type “khensien@contoso.com” and then click “OK.” 

In the Individuals box, check “khensien@contoso.com.”

	· And as the document owner, my last step is to password protect the document.
	Click “Yes, start enforcing protection.”

Key in password: “anything.”

Re-enter password to confirm: “anything.”

Click “OK.”

Save document.

	Introduce working in Document Workspaces.  

· In addition to allowing for easy and safe collaboration, the Microsoft Office System now also provides you with the ability to ensure that everyone is working with the latest version of the document.  This way nobody is wasting his or her time reading a document that is already out of date.  

· SharePoint Services empower end users with the ability to create and enhance team Web sites without IT assistance, while still allowing your IT department to control content management policies and data storage at the company level. 

· SharePoint Services enable teams to share and organize information, access and manage documents within a browser or client application.  It is easy to imagine how this collaboration and communication will increase the flow of information among information workers.
	

	OPTIONAL: Demo working in Document Workspaces.

· Let me show you how this works.  I’m going to send this document right from Word, and, with Office 2003, we can make this a Live Attachment. 

· This means that when I send this document to Brian and Kari, Office will automatically create a shared workspace for this document on the server that’s running Windows SharePoint Services or SharePoint Portal Server 2003. 
· Every recipient of the e-mail message will get a local copy they can edit when they’re offline, or if they’re connected they can go directly to the “Live Attachment” on the SPS site and see the most up-to-date edits from the rest of the team.  If the person is connected, the document will offer to update itself to the latest version.  Alternatively you can go directly to the SharePoint site and open it there. 

· Once they have made edits to the “Live Attachment” and sent them back to me from within my e-mail I will be notified if there is a newer version of this document to view.
	Switch to browser demo.

1. Double click the shortcut on the desktop.  [Filename:  DocWorkspaces]
2. Open Word 2003 document entitled “Promissory.” 

3. Click “File” from the menu bar and select “Send To.”

4. Click “Mail Recipient” (for review).

5. In the mail message click “To.”

6. Click To -> (Kari’s name will appear in the “To” field).

7. Click “OK.”

8. Under the Attachment Options Task bar, click “Shared Attachments.”

9. Ensure the Contoso Pharmaceutical site is selected in the field below 

10. Point out the link to the document in the report.  Do not click the link.

11. Click “Send.”

12. Close Promissory document in the Word 2003 Beta window, ensuring not to close the Account Manager Tablet window.

13. At “Do you want to save changes?” prompt, click “No.”

	· When someone has uploaded a more current version to the workspace, I have the opportunity to update that version instead.  Similarly when I upload a version of the document; others on the team will have an opportunity to upload their changes to my new version.  

· This means that if two of you are making changes at the same time, Office will offer to let you see the differences and resolve the conflict.  A great time saving and version control tool.
	

	Demo Document Workspaces.

· Just to show you what it’s like when a user receives an e-mail message like this, I’m going to open an e-mail that I received that has a live attachment. 

· When I double click the attachment, Word opens just as usual; however, I have the option of checking to see if it’s the latest version. 

· Here you can see how Office 2003 informs me that there is a newer version of this document to view.

· Since someone has uploaded a more current version to the workspace, I have the opportunity to start from that newer version instead of working off the old copy I received in e-mail.  Similarly, once I upload my changes to the document, others on the team will have an opportunity to start from that version, or integrate their changes with my version.  

· Notice that in the Shared Workspace pane I can add:
· Members
· Tasks
· Related documents
· Links, and
· Information about the document. 
· I can also find out who on the team is online and send Instant Messages from within my Microsoft Office applications.
	1. (From the Browser Demo taskbar) Open Microsoft Outlook.

2. Click e-mail message from Kari Hensien called “Please Review Promissory.” 

3. Single-click attachment.

4. Click “Open.”

5. Click “Get Updates” to the prompt that asks if you want to connect to the workspace.

6. Close Reading View by hitting the “Close” button on the Reading Menu on taskbar (not the upper right corner red “X”).

7. Note the tabs within the Share Workspace Task Pane on right.  The Members tab will already be clicked.

8. Move cursor and click on “Tasks” tab, a clipboard icon.

9. Move cursor and click on “Documents,” a paper icon. 

10. Close Promissory document (the attachment) in the Word 2003 Beta window by clicking the small black X in the upper right corner, ensuring not to close the Account Manager Tablet browser window.

11. Close e-mail.

12. (From the Browser Demo taskbar) Click on the “Contoso Pharmaceutical” IE browser.

13. Note Contoso homepage.

14. Click forward-arrow in browser menu to view Promissory document workspace. 

15. Close Account Manager Demo browser window.

16. Close Document Workspaces Demo browser window.

	Discuss Document Recovery.

Ask:

· Who here has a really good story about losing a document?  I know I do.

Share your story or have a few participants share their stories.  

Say:

· While I can’t promise you a life free of [insert the funniest examples from participants], Microsoft can take away the fear of losing your documents.
· Microsoft introduced a new document recovery feature to protect you from losing documents. 

	

	· If your system goes down when you’re in the middle of working on a document, the next time you boot up that application, you’ll be greeted by the Document Recovery Pane.  
· Office XP ended that nightmare with document recovery to protect you from losing documents.  And we’ve made it even better with this version by improving the inner workings for Microsoft Word and Excel 2003.

· Recovery is now more reliable, and more types of corrupt documents are now automatically repaired.  If your system crashes when you’re in the middle of working on a document, the next time you boot up that application, you’ll be greeted by this Document Recovery Pane.  Not only will you find that your work has been auto-saved, but you’ll find it much easier to choose among your options for recovering your document.
	1. Double click the shortcut on the desktop.  [Filename:  DocRecovery]
2. In Document Recovery Pane, note two versions: “last saved” and “last saved auto-recover.”

3. Click on “auto-recovered document” (top).

4. Note document changes.

5. Click “Close” button in the bottom right of the Document Recovery Pane.

6. Close document.

7. Select the “Save As” button in the dialog box that pops up.

8. The “Save File As” window will appear.

9. Select the file “Understanding Wi-Fi.”

10. Click “Save” button.

11. A dialog box will appear asking if it is ok to replace the existing file.  Click “OK.”

12. Document will close.

13. Close Account Manager Demo browser window.

14. Close Document Recovery Demo browser window.

	Introduce InfoPath.

· While it is important to protect your documents, you also need to ensure that those documents are created from good information.  

· Good documents are based on good information, but in order to gather and share information it needs to be in a form that allows you to access it.  

· InfoPath 2003 provides you with a familiar Microsoft Office document authoring experience that enables you to capture and send highly structured and varied types of information to help you access organizational data from the desktop. 

· Using industry-standard technologies such as XML and XML Web services, InfoPath offers built-in support so you and others in your organization can access and use information – even when it resides in incompatible systems.

· Think of XML as a technology that acts as an interpreter between your files and the rest of the world.  By turning form data into XML it ensures other systems, such as CRM or Financial systems, can read and act upon the data.
	

	Demo InfoPath.

· For example, let’s complete this Job Transition Survey.

· You can see that InfoPath offers familiar authoring functions such as spell-checking and cut-and-paste.

· InfoPath can accept various types of data such as form fields, check boxes and radio buttons. 

· When I click submit, data from this form will be directed to numerous locations.  A copy of the entire form will be stored on a SharePoint site.  The employee’s personal data will be directed to the HR backend system and financial/salary data will be sent to the company payroll database. 

· InfoPath will even trigger an e-mail to the Hiring Manager with relevant information about the new employee.

· Here you can see that the data from my form is being stored in SharePoint Portal.

· Using InfoPath, people can more effectively view business information, enabling them to make better decisions and take more effective action.
	Switch to live demo.

1. Open “My Documents Folder” on 
the desktop.

2. Click “Job Transition Survey Document.”

3. Enter “David Barber” in the name field.

4. Click “Fill Form” button at the top 
of page.

5. Close Document [Note the reset button doesn’t work].

6. Close InfoPath.

7. Don’t save document.

	Transition by saying:

· Now I want to show you some of the enhancements to PowerPoint.

	

	Demo Enhanced Media Support.

· An exciting new feature is PowerPoint’s enhanced media capabilities to play that Windows Media clip.   
· PowerPoint 2003 will automatically launch a media clip from within a presentation and play it in Windows Media Player in full-screen mode.

· Here’s an example of zooming to full screen when showing video clips within a PowerPoint presentation.

· Note that on the left-hand corner of the screen there are navigation controls making navigation within a slide easier.


	1. Open PowerPoint document “Contoso-foods.” 

2. Select “View” in the menu bar and click “Slide Show.”

3. Click middle of video screen.

4. Click again (in the same spot) to pause video in full screen mode.

5. Click a 3rd time to restart video and let it play through.

6. Optional: Click navigation buttons on the left-hand corner



	Demo Package to CD.

· One common problem users complain of has been showing those wonderful presentations they develop on computers that don’t have PowerPoint.  Or, preserving all the features on computers running an earlier version of PowerPoint.
· The new Microsoft Office System solves that problem with its new “Package to CD” feature.  The “Package to CD” feature was the most requested feature by current PowerPoint users.  As long as you have a CD burner, “Package to CD” will auto-save your PowerPoint presentations and all 
the linked files, including videos and photos, to CD.  

· It does it all for you, and even adds a PowerPoint viewer so anyone can play your presentation on any computer that has a 
CD drive.  

· In this demonstration, we are saving the presentation to a folder because we aren’t hooked up to CD burner.  However, this feature is straightforward and allows you to easily save your presentation to a CD.

· Note the large file size of the document because of the video. 
	1. Open “My Documents” folder clicking Start( My Documents.

2. Open PowerPoint document:

3. 2004-Plan – BDM (no video)

4. Contoso-foods (BDM with video)

5. Select View in the menu bar and click “Slide Show.”

6. If using presentation with video, click middle of video screen.

7. Click again (in the same spot) to pause video in full screen mode.

8. Click a 3rd time to restart video and let it play through.

9. Press “Esc” button.

10. Select “File” in the menu bar and click “Package for CD.”

11. In the Name the CD field, key “2004-Plan” or “Contoso-Foods”.

12. Click “Copy to Folder.”

13. Click “OK.”

14. Click “Close.”

15. Open “My Documents” folder clicking Start( My Documents and open “2004-Plan” or “Contoso-Foods” folder.

16. Point out various files, player, etc. that get burned to the CD.

17. Close “My Documents” folder.

18. Close PowerPoint, do not save document.

	Transition into Outlook.

Say:

· As you can see there have been a lot of great changes in Word, Excel and PowerPoint.  

· Now, let’s look at Outlook, which has also been enhanced and improved.
	

	OPTIONAL: Audience Quiz 3

Ask:  

What types of accounts can you receive e-mail from in Outlook?

Call on audience member to answer.  Reward first person with correct answer with a give-away.

Look for: You can send and receive e-mail from multiple accounts including Hotmail.

Explain:

Outlook is no longer divided into separate Internet and Exchange modes. The new E-mail Accounts wizard enables you to create several e-mail account types (Exchange, POP3, IMAP, HTTP, LDAP, MS Mail, etc.) in one profile. Multiple profiles are still supported. You can choose the account you want to send and receive messages for.
	

	Refer audience members to the handout. 

Review at a high level what is new in Outlook.  After providing overview ask audience members which features they are most interested in hearing about in order to move through the demo in a manner that best responds to your audience’s needs. 
· There are many new features and enhancements to Microsoft Outlook.  
These include: 

· Streamlined interface

· Improved spam filtering

· Reading Pane

· Slow Modem connection

· Shared calendar

· Search folders

· Instant Messaging integration

· Information Rights Management

· Business Contact Manger

· I know some of these names might not mean much to you at this time, but they will shortly.  
	1. Open Outlook

	Demo New Look and Outlook Bar.

· The first thing you’ll notice is Outlook’s whole new look and feel, and it’s more than just a pretty face.  Outlook 2003 is designed to make it easier to read and manage your e-mail, saving you lots of time. 

· The new Reading Pane makes reading e-mail faster.  

· You actually can see 40% more of the e-mail on the screen, so less scrolling is needed.   In addition to having the pane on the bottom, you can now display it on the right if you like.  
· And it is easy to change between right and bottom views.
	1. Launch Outlook from your menu bar.

2. Select e-mail from Carol Philips entitled “Q4 Update.” 

3. Within the Reading Pane, scroll down to highlight ease of reading long e-mail messages.

4. Adjust frames to show ability to control size.

5. Select “View” from the menu bar, point to Reading Pane and click “Bottom.”

6. Select “View” from the menu bar, point to Reading Pane and click “Right.”

7. Close Reading Pane.

	· The streamlined Navigation Pane, gives 
you easy access to all of your favorite folders and your mailbox, and even to multiple e-mail accounts on services like Microsoft Hotmail.  

· You can also switch quickly between Mail, Calendar, Contacts, Tasks, and Notes.
	8. Scroll to bottom of Outlook Bar show mouse over Hotmail.

9. In lower left portion of Outlook Bar, click “Calendar.”

10. …click “Contacts.”

11. …click “Tasks.”

12. …click “Notes.”

13. Click “Mail, then “Inbox” to return to default view.

	Discuss the Inbox. 

· The Inbox has also been redesigned.  It gives you more room to read your e-mail messages while still providing the information you need.    

· You also have options as to how to group your e-mails.  Let’s start with the Date and Show in Groups. 

· Here you can see messages are conveniently grouped by today’s messages, yesterday’s messages, last week’s messages.  
	1. On “View” from the menu bar, point to Arranged by and click “Date.”

2. Scroll down the Inbox Pane and point out the From, Subject, and Received fields shown.

3. Click back to the Inbox Pane, and point out the groups (such as Today, Yesterday, Sunday, Older etc.)

4. Click the Collapse (-) buttons to close several of the groups: Last Week, Two Weeks Ago, and Older.

5. On “View” from the menu bar, point to Arranged by and click “From.”



	Demo arrange e-mail by conversation.

· Users asked us for the ability to more easily find all of the e-mail messages in a particular thread.  With Microsoft Outlook 2003 we’ve made that easier than ever.  

· You can change the View to see all of the messages grouped by message thread.  

· I can even use “Arrange by Conversation” to delete an entire thread.  

· In this case, I just right-click on the “Vacations” thread and then I can click “Delete” to remove the entire thread at once.  

· To go back to reading my Inbox arranged 
by date, I simply click “Arranged By”, and then “Date.”  
	1. On “View” from the menu bar, point to Arranged by and click “Conversation.”

2. Scroll down to find “Neil’s Vacation” thread.

3. If thread is collapsed, click “Open.”

4. Right-click the “Vacations” thread and click “Delete.”

5. Click “OK.”

6. On “View” from the menu bar, point to Arranged by and click “Date.”

7. Optional: Show collapsing of email conversation

	Discuss Spam Filtering. 

· But Microsoft Outlook 2003’s most popular feature is its improved spam filtering and content blocking capabilities.  

Ask:

· What’s the average number of pieces of spam that you receive per day? 


SOLICIT AUDIENCE FEEDBACK

Explain:

· Well Microsoft Outlook 2003 finally puts spam in its place…the trash.
	

	Demo Spam Filtering. 

· The spam filter’s default setting sends most junk e-mail to its own folder, but you can right click on a message to access options and customize how the filter works for you.

· In addition to keeping clutter out of your inbox, this improves your security by blocking certain types of content, such as  HTML-based e-mail images.

· On rare occasions, Outlook will junk an e-mail that I want such as a newsletter that I subscribe to or a coupon for 20% off my next CD purchase. To retrieve that e-mail, I can simply review the junk e-mail list and send good mail back to my inbox by right clicking it and selecting “Mark as Not Junk.” You can also add e-mail coming from a particular name to your safe list.

· In your Junk E-mail options you can specify the level of e-mail protection you’re comfortable with as well as manage lists of trusted senders and recipients. You can even compile a list of known spammers and permanently keep them out of your inbox.
	12. From Inbox window, select and right-click any spam e-mail (e.g., From: Mark Purcell, Subject: Broadband capacitance logistically).

13. Select “Junk E-mail” > Add Sender to Block Senders list.

14. Click “OK.”

15. In Outlook Bar, click on “Junk E-mail” folder (below Inbox) and junk e-mail displays.

16. From Junk folder, select e-mail from Microsoft called “Insider Update for July 30th.”

17. Right click and select “Mark as Not Junk.”

18. Click “OK.”

19. Return to Inbox and view that e-mail.

20. From the menu click “Tools” and select “Options.” 

21. Click “Junk E-mail” from the “Preferences” tab.

22. Click on all tabs: “Save Sender,” “Safe Recipients,” and “Blocked Senders.”

23. Click “Cancel.”

24. Click “Cancel.”

	Demo Flags and Folders

· Outlook 2003 also helps you make great strides in clearing out the clutter so you can focus on getting your job done. 

· Many people use their inbox as a sort of to-do list by flagging e-mail messages that require action. But, these items can get lost if you have a lot of messages in your inbox.

· Instead of keeping every flagged e-mail message in your Inbox, Outlook lets you file each item wherever you want and access all mail flagged for follow-up with one click of the mouse.

· In this case, I can move this message from Jolie from my Inbox to another folder.  

· The mail will now be located in that folder, as well as in the “For Follow Up” folder. 
	1. Click on Inbox folder and within the inbox right-click the Jolie Lenehan “Best Practices” e-mail message.

2. Point out the flag color. 

3. Click “Move to Folder.”

4. Select the “Best Practices” folder (under Inbox).

5. Click “OK.”

6. Click on “Best Practices” folder in Search folders and view the e-mail that was just assigned.

7. Click on “For Follow Up” folder in Search Folders and show the e-mail is there as well. 

8. Also, review other folders in Search Folders – Unread Mail, Large Mail, etc.

	Demo Search Folders

· The “For Follow Up” and “Unread Mail” folders are also called Search Folders. These are collections of e-mail messages that meet whatever criteria you like, and help you keep track of key items whether you move them out of your inbox or not.  There are some Search Folders set up by default.

· But Search Folders are made even more powerful when you create your own to suit your particular needs.  They can be used to keep search results current and easily accessible without running a fresh search each time.  After I run a search for Katie Jordan and get my results, I simply save this search as a Search Folder. 
	1. From the toolbar, click “Find.”

2. In the Look For field key, “Katie Jordan.”

3. Click the drop-down arrow next to Search In and select “Inbox.”

4. Click “Find Now.”

5. From the Find Pane, click “Options.”

6. Make sure that “Search All Text In Each Message” is not checked. 

7. Select “Save as Search Folder.”

8. Name the folder, “Katie Jordan.”

9. Click “OK.”

10. Close the “Find Pane” (by clicking the “X” or “Find” from the toolbar).

11.  Point out “Katie Jordan Search Folder” in the Search Folders folder (in the Outlook Bar).

	· For those of you familiar with the “Find” options in Outlook – with Outlook 2003 you can now save those searches in their own virtual folders.  E-mail messages that meet multiple search criteria will be referenced in each search folder….all without having to physically move the e-mail message out of your inbox. Also, as new messages arrive, the search folders automatically reference new items that meet the criteria.

· The folder is readily accessible from the Mail Pane any time I want.  I can even take this new Search Folder and click and drag it into the Favorite Folders area for easy access.
	9. Drag the “Katie Jordan Search Folder” into the Favorite Folders area at the top of the Outlook Bar.

10. Click “Katie Jordan” folder.

11. Click “Inbox” folder.

	Transition into IM Demo. 

Ask:

· Let’s say you are trying to schedule your week and you remember that you have a user group meeting, you think it is tonight, but you aren’t sure.  You really need to 
know as soon as possible because a couple other events will be worked it. What would you do?

Solicit responses such as call, e-mail.

· The speed of Instant Messaging has made it an increasingly important communication tool.  When you have a quick question for someone, it’s often easier to participate in a quick Instant Messenger session than it is to send and reply to many e-mails about the same topic.  

· However, it can also be frustrating to have to exit e-mail, open your IM client, and check to see if the person you want to chat with is even online.  
	

	· Outlook 2003 makes access to Instant Messaging easier – both within your documents and shared workspaces. 

· In addition to finding out if the person is online, you can also access the person’s calendar, phone number, etc. using the smart tag feature which was introduced  in Office XP.
	1. Open any e-mail from Brad Sutton.

2. Hover over Brad’s name in the To field.

3. Click “Instant Messenger” 
drop-down button (to the left of 
his name). 

4. If Brad were online you could send him an instant message.

5. Point out other information that can be accessed. 

	Introduce Shared Calendar.

· Now you know who needs to be there.  The client has already told you he is available anytime on Thursday, so you just need to check the associate’s and partner’s schedules.

· As anyone who works with Outlook is well aware, Outlook is more than just a mail program – it is also an indispensable part of your business planning. 

· In Microsoft Outlook 2000 we introduced the Free/Busy calendar feature making it easier to schedule meetings with friends, co-workers and fellow user group members.

·   Microsoft Outlook 2003 goes even farther in taking the hassle out of scheduling meetings with your co-workers in a corporate environment with Shared Calendar. 

	

	Demo Shared Calendar. 

· Here you can see your calendar.  

· And, because you are linked to the SharePoint Team Services site, you can see individual team members’ schedules and with the Side-by-Side calendar feature you can view multiple team members’ calendars at the same time.

· Now that you know when the team is available, you can go ahead and schedule a meeting.
	12. In lower left portion of Outlook Bar, click “Calendar.”

13. Under “My Calendars” in the Outlook Bar, click “Brad Sutton.”

14. Point out two calendars side-by-side.

15. Under “My Calendars” in the Outlook Bar, click “Carol Philips.”

16. Point out three calendars side-by-side.

	Demo IRM.

· Information Rights Management (IRM) is a great new information protection and policy enforcement technology in the Microsoft Office System. 

· IRM gives users in a work environment the ability to create, read, and edit rights-protected files and e-mail messages.  

· Using IRM and Windows Server 2003 at work, you can select authorized recipients and set allowable actions (such as view, print, reply), thus controlling access and distribution of sensitive information such as NDAs.
	

	· You can share a protected file easily with other Microsoft Office 2003 Editions users or users of previous Office Editions who have the necessary add-on software. 

· Protecting your mail is as easy as clicking one button.  Everyone who receives this e-mail will be alerted that they cannot copy, forward or print it. This message is indicated in the gray bar at the top of the mail, thus enforcing your company’s information policies.

· There’s lots of great information on Microsoft Information Rights Management available at www.microsoft.com/office.
	Return to browser demo environment. 

1. Double click the shortcut on the desktop.  [Filename:  LiveEventsIRM]
2. From the tool bar, click “New”.
3. From the top menu, click “File,” click “Permission,” then click “Do Not Forward.”
4. Click “OK” in the “select user” field.
5. Click “To.”

6. Click “To” again, and Brad Sutton’s e-mail will appear in the “To” field.

7. Click “OK.”

8. Click in subject field.

9. Tap the keyboard and “New Account Manager Resume” will appear.

10. Click in the body of the mail.

11. Tap keyboard again and e-mail body text will appear.

12. Click “Send.”

13. Close Outlook.

14. Close Account Manager Demo browser window.

15. Close IRM Demo browser window.

	Discuss Cache Exchanged Mode and Slow Modem Connection.

· There is another great new feature in Outlook that is a lifesaver to those of you who do a lot of traveling for your job.

· Outlook 2003 offers flexibility for how you read e-mail, and for where you read it.  Often, that’s likely to be at home or on the road – places where you might not have a fast internet connection.  If you’ve ever had to wait through creeping downloads to see what messages have arrived, you’ll appreciate these two alternatives.  

· Outlook 2003’s slow modem support downloads titles only first, speeding up your entire process. 

· You can also customize what gets downloaded like only mail with your name in the “To” line. You can easily specify this within options.

· And with Outlook’s new cache exchange support, you’ll still have access to your important data even if your connection is lost. This means Outlook will stay active and functional, keeping a copy of your mailbox on your computer at all times, even as you move in and out of wireless range.
	Return to browser demo environment. 

1. Double click the shortcut on the desktop.  [Filename:  ConnectionMemory]
2. On the Tools menu, click “E-mail Accounts,” select “View” or “Change” existing e-mail accounts, click “Next.”

3. In the “Outlook processes e-mail for these accounts in the following order” list, click the “Exchange Server” e-mail account, and then click “Change.” 

4. Under “Microsoft Exchange Server,” point out the Use Cached Exchange Mode check box.

5. Click “More Settings.”

6. Click “Remote Mail” tab.

7. Click “Retrieves Items That…”

8. Click “Filter.”

9. Check “Send Directly to Me.”

10. Click “Cancel” (I).

11. Click “Cancel” (II).

12. Click “Cancel” (III).

13. Close Outlook.

14. Close Account Manager Demo browser window.

15. Close Shared Connection Demo browser window.



	Introduce Picture Attachment.

· Speaking of slow downloads and e-mails – everyone nowadays seems to have a digital camera and sends pictures – large, large attachments.

· Well, Microsoft has worked on fixing that. Whether you are sending a photo of your newborn son to your cousin in New Jersey, or an architectural drawing to your client in Portland, Outlook will expedite sending those pictures and graphics by resizing your images on the fly.  
	

	OPTIONAL: Demo Picture Attachment.

· Regardless of which e-mail account you are using, Outlook optimizes your picture and graphics sizes for easy sending and viewing to friends, family and co-workers. At the same time you don’t have to change or alter the original picture.  

· There are three file size settings for your pictures:

· Small will make your pictures about the size of a postcard and is perfect for e-mail or Web sites.

· Medium is ideal for larger previews and also the Web.

· Large pictures work well for printing or viewing in documents.

· And of course there is a “do nothing setting”.
	Return to live demo environment.

1. Select “New E-mail” from the Outlook Bar.

2. Go to “Insert File” browse to “My Picture” folder and select “jack_month2.”
3. Click “Insert.”

4. A dialogue box will appear on the right hand side.  Show size options under “Picture Options.”

5. Send the e-mail.

6. Go to Outbox.

7. Open email and click on the image to show that it still holds its quality.

	OPTIONAL:  Demo Business Contact Manager.

NOTE: Only present if the audience is comprised of small business professionals. 

· New in the Microsoft Office Professional and Small Business versions is the Business Contact Manager, which works within Outlook and is ideal for small businesses. 

· You can find Business Contact Manager under the Business Tools menu in Outlook.

· Let’s see how these features elevate Microsoft Outlook from an e-mail client 
and an address book to an indispensable customer contact management tool for 
small businesses. 

· A customer calls from a company you’ve dealt with before, but you don’t immediately remember who or when.  Instead of looking like fool, you can pull up the company’s file under business contacts and immediately see all the people you’ve dealt with.   Another click and you can come up to speed on the relationship by reviewing the activity history, which shows all relevant documents, e-mails, notes and more.

· As you talk, you create a Phone Call Note, to capture important points for future reference. The note is automatically associated with this account and immediately appears in the activity history. The activity history is the central repository for customer related information, and best of all, it works automatically. Did a new business opportunity come out of the phone call?  In seconds, you can capture that important information about your customer and store it in a central repository for easy retrieval.
	1. Select “Business Tools” from the menu bar.

2. Click “Business Contacts.”

3. Double-click on “Kim Abercrombie.”

4. Review contact history at bottom of contact page.

5. Click “Add.”

6. Click “Phone Log or Call.”

7. In subject, key “Inventory concerns.”

8. Click “Save and Close” in dialog box.

9. From “Actions” in the menu bar, select “New Opportunity for Contact.”

10. Key in the following info:

a. Opportunity Title: New Order

b. Probability: 90%

c. Type: select Bulk order

d. Etc. 

11. Click “Save and Close.”

	· Business Contact Manager can also help you prioritize your activities with its reporting feature. 
· A variety of preconfigured and customizable reports help filter information to make it relevant and actionable.   
· For instance, an Opportunity Funnel organizes your opportunities by Stage to help with prioritization.
	25. From “Business Tools” from the menu bar, select Reports > Opportunities > Opportunity Funnel. (Note: this may take a few moments to generate).

26. Maximize or scroll to show full report. 

27. Close report.

28. Close Outlook.

	Transition by saying:

· So what do you think so far? 

· There are a lot of great enhancements right?  And there are still more. 

· Let’s take a look at another application.

Ask

· How many of you create your own Web pages, are responsible for group newsletters, design your own holiday 
cards or create your own business e-mails and flyers?

Take a poll of the group.

Explain:

· Well Microsoft Publisher is an easy and powerful tool to help you accomplish all of that and much more.

· Let’s take a look.
	

	Refer audience members to the handout. 

Review what is new in Publisher. After providing overview ask audience members which features they are most interested in hearing about in order to move through the demo in a manner that best responds to your audience’s needs. 
· Catalog Merge

· Baseline Alignment and new Design Sets

· Improvements to feature areas, such as:

· Creating Web sites

· Marketing e-mail


	

	Introduce Publisher. 

· Microsoft Office Publisher 2003 is a complete publishing and marketing materials solution for business.  In this demonstration we will overview what you can do with Publisher, highlighting some of the features new to this version – such as Catalog Merge, Baseline Alignment and new Design Sets, as well as improvements to feature areas, such as creating Web sites and marketing e-mail.

· Publisher helps you create impressive marketing materials, for print, e-mail and Web, such as brochures, newsletters, catalogs, postcards, business cards, Web sites, marketing e-mail and more. 

· In Publisher, you’ll get all the help you need for professional results, with coordinated Master Design Sets, templates and wizards. Or, start from scratch with a blank publication, to create a look that’s completely unique to your business. 
	17. (From the desktop) Open Microsoft Office Publisher 2003 by clicking Start( Publisher 2003. 

18. Click “View” in the menu bar and select “Task Pane.”


	Demo the Task Panes. 

· The New Publications Task Pane organizes Publications by Categories, letting users choose a publication based on intent of the materials – “Publications for print”, Web Sites, E-Mail, Design Sets and Blank Publications. In addition, Publisher 2003 supports displaying downloaded templates. 

· Within Print Publications, there are several types designed to help businesses market themselves – business cards, catalogs, postcards and more. One common business publication is a brochure.

· When I click “Brochure” in the Task Pane, a collection of thumbnail designs appear on the right. I can browse through the available templates, and select one that fits my needs. 

· This is “PhotoScope” one of the 10 new Master Design Sets in this version – giving users a total of 45 available Master Design Sets. Since Publisher 98, the Publisher 
team has been adding new collections Design Sets based on user feedback that “more is better.”
	1. In the “New Publications” Task Pane, point to “Publications for Print.” 

2. In the “New Publications” Task Pane, point to “Web Sites and E-Mail.”  

3. In the “New Publications” Task Pane, point to “Design Sets.”  

4. In the “New Publications” Task Pane, point to “Blank Publications.”


	Demo Design Sets. 

· Publisher 2003 includes new matching design sets for some of your favorite publication types, such as newsletters, flyers, and greeting cards, as well as 
new templates for publications such as DVD/CD labels and booklets, and Personal Stationery Sets. 

· The new Personal Stationery Sets make it easy for you to create and customize your own stationery. Each of the eight Personal Stationery Sets includes an address label, letterhead, business card and matching envelope. 

· Just a click on one of the color schemes 
and you’ve quickly customized the look of your stationery.
	29. In the “New Publications” Task Pane, click “Design Sets,” click “Personal Stationery Sets.” 

30. Scroll through the catalog of options on the right, then click “Monogram Business Card or Letterhead.”  

31. In the Task Pane, click “Color Schemes,” then click a new color scheme.

	OPTIONAL:  Demo CD label printing. 

· Publisher 2003 now supports Avery CD/DVD templates for labels and Case Inserts and includes seven customizable design sets.
	19. Click “File/New.”

20. In the “New Publications” Task Pane, click “Publications for Print,” click “Labels,” then click “CD/DVD Labels.” 

21. Point out the CD Labels and the 
case inserts. 

22. Choose one, or show the actual sample provided.

	Introduce Greeting Cards. 

· Publisher 2003 has also made keeping in touch with family, friends and business associates easier with the thousands of new greeting card combinations.
	

	OPTIONAL:  Demo Greeting Cards. 

· Let’s create a card now.
	23. Click “File/New.”

24. In the “New Publications” Task Pane, click “Publications for Print,” click “Greeting Cards,” then click “Birthday.” 

25. In the Catalog on the right, scroll down to Birthday card 55 (or another card). 

26. In the Task Pane, point out all the options for that card. 

27. In the Task Pane under Design, click the following options to show how the card design changes: “Image Elegant” (photo of sunflower instead of clip art), “Image Classic,” “Greetings Bar,” “Banded.”

28. On the Status Bar, click the “Page Navigation” to go to pages 2/3  (inside spread) of the card. 

12. In the Task Pane under Selected Verse, click the link “Select a Suggested Verse” – point out the options, click a new verse, then 
click “OK.”

	Introduce and discuss Web site Builder. 

· The ability to create Web sites in Publisher was introduced in Publisher 97, but we’ve come a long way in terms of the caliber of Web site business users can now create. 

· As always, if you need complex Web capabilities such as e-commerce, Microsoft FrontPage is the direction you want to take. However, for most small businesses that are interested in a strong and inexpensive vehicle to deliver plenty of information to customers, a marketing Web site in Publisher is easy to create. 

· Plus, you have the advantage of maintaining your consistent business identity if you’ve been using one of the Publisher Master Design Sets.
	

	OPTIONAL:  Demo Web site Builder. 

· Let me show you an example of how easy 
it is. 
	29. File/New/Web Sites/Easy Web Site Builder.

30. In the catalog, select PhotoScope 
Easy Web Site.

31. In the Easy Web Site builder dialog, select the first three checkboxes and click “OK.”

32. Point out pages created.

	· Publisher 2003 includes several new Web page types including calendars and photo layouts, for a quick no-nonsense way to create a family or business Web site. 

· I can now easily replace the placeholder text and graphics with my own, before publishing the entire site to the Web. 
	1. Click the “Insert” menu on Task Pane, click “Page.”

2. Point out new page types; click “Photos” category, then click “Photo Gallery,” and “OK.”

3. On the Web Tools toolbar (or File/Publisher to the Web), point Publish to the Web (or point to the Web icon on the Web toolbar).

	Introduce and discuss the E-mail Newsletter. 

· Publisher 2002 supported sending a single page of a publication as the e-mail message, as long as senders and recipients were using Outlook or Outlook Express. 

· This limited the effectiveness of e-mail campaigns, as the Publisher e-mail message didn’t always look the way it was designed when viewed in other e-mail clients or Web-based email services – such as hotmail, AOL or Yahoo. 

· The Publisher team tackled this by essentially creating a new e-mail message file format, as well as professionally designed e-mail publication templates.
	

	Demo the E-mail Newsletter.

· To demonstrate this new functionality, I’ll create an e-mail newsletter using the e-mail newsletter template.

· I’ll go to the New Publication Task Pane, click “Web Sites and E-mail”, and then click “E-mail.” E-mail publications include: Newsletter, Letter, Event/Speaker, Event/Activity, Product List, and Feature Product. I’ll choose this E-mail newsletter.

	33. File/New/Web Sites and E-mail.

13. Choose the “E-Mail Newsletter.” 

14. Choose “PhotoScope Design.” 

	OPTIONAL: Introduce Catalog Merge. 

· We’re going to move on now to creating a publication from a data source. 

· The ability to create a directory, catalog or other publication by merging in data and pictures from a data source, adds new, powerful functionality to Publisher 2003. 

· Publisher has long supported mail-merge, which allowed you to merge text from a data file like Microsoft Excel, Access, or Outlook into your publication. 

· But now, you can also merge images – a huge time-saving advantage for businesses that create and distribute a catalog or datasheet products or services.
	

	Demo Catalog Merge. 

· We’ll create a catalog showing other worldwide resorts associated with The Alpine House, by merging in the data and photos from an Excel file.
	34. File/Open/MergeTemplate.pub.

35. Tools/Mail and Catalog Merge, Mail and Catalog Merge Wizard.

36. In the Task Pane, click “Catalog Merge.”

37. In the Task Pane, click “Next: Select Data Source.” 

38. Point out that a database (Excel file) with information about activities has already been selected – data from 
this database will be merged to create the publication. 

39. Choose “OK” to close the Catalog Records dialog box.

40. Click “Next: Create Your Template.” 

41. In the Task Pane, point out the fields in the Excel file you showed in prior step. 

42. In the publication, point out that two 
of these fields – “Activity Name” and “Description” have already been 
added to the Publisher merge area (repeating region).  

43. In the publication, click in a blank area (left of the description text box). 

44. In the Mail and Catalog Merge 
Task Pane, point to the field Picture Location, click the down arrow, and then choose “Insert as Picture.” (A picture frame is added to the publication).

	
	15. To quickly align the top of the description text box: 

· Click the picture frame. 

· Hold down CTRL and then click the Description text box. 

· Arrange/Align or Distribute/Top. 

· Click In. 

· Click the picture frame again. 

· Hold down CTRL and then click the Activity text box. 

· Arrange/Align or Distribute/Left. 

· Click in white space to deselect objects. 

· Click picture frame, then click and drag lower right corner to resize to fit the white space. 

	· Note that a two-page publication was created by merging in the photos and text from Excel into new blank publication. 

· This could be used for creating address books, recipe books, directory, catalogs, datasheets and more.
	In the Task Pane, click “Next: Preview.”

In the Task Pane, click the right 
arrow next to “Record: to preview 
the merge.” 

At the bottom of the Task Pane, click “Next: Complete the Merge.”

In the Task Pane, under Merge, click “Create a New Publication.” 

	· Additional Publisher templates (such as more one page newsletters, wedding sets, and datasheets) can be downloaded from the new Template Gallery on Office Online. 

· Once downloaded and saved as a Publisher template, these templates will display within Publisher in the New Publication Task Pane, under a newly created category called templates (new to 2003). 

· In addition to the template gallery, you will find additional clip art, online training, user assistance and listing of complimentary services on Office Online.
	

	Transition into OneNote and Tablet.

· Well, I have already shown you many new features and enhancements to applications that you are already familiar with.

· I would now like to take a few minutes to show you some things that you may have less familiarity with.
	

	Introduce OneNote.

Ask:

· How many of you use your laptops or a Tablet PC to take meeting notes? How many of you take your notes with good old pen and paper?  How about on your hand? Cocktail napkins? 

· How many of you take great notes, 
and actually go back to your desk to transcribe them?

· Better yet, how many of you have taken notes at a meeting or lecture, only to have them sit on a shelf – or worse, to lose them?  

Explain:

· Written notes, while often easier to take, just aren’t easy to organize, use or share in a productive way.  

· That’s why Microsoft has developed OneNote 2003, a brand new program for digital note taking on desktops, laptops, and Tablet PCs. 

· In this demo I’ll show you how Microsoft OneNote helps you be more productive throughout the day – whether you’re in a user group meeting, at your desk, in a class, or on the phone – anywhere you work with ideas and notes.
	

	Demo the user interface.

· Show the layout and ask – “What does this remind you of?”

· OneNote is laid out very intuitively, much like a familiar paper notebook.  
· The white surface in the middle is a free-form page surface.  
· Each of these tabs across the top represents a separate section of your notebook, much like the sections in a three ring binder.  
· Within OneNote, you can have any number of notebook sections open, and each section can have multiple pages, as indicated by this strip of page tabs.  
· You can easily move from one page to another by clicking on these page tabs.
	1. Click through the notebook tabs at the top.

2. Hover over the page tabs on the 
side; show the tool tip with the title, date, etc.

3. Click on a few pages.



	Demo authoring features. 

· Now, imagine you’re at your monthly user group meeting, and you volunteered to be the designated note taker.  
· As you begin to type your notes you’ll find that OneNote has all the rich authoring features you’d expect from an Office application, including spell-checking, autocorrect, bullets & numbering, indenting, and more.  
	32. Type “Agenda,” press ENTER, 
and create quick numbered list with various items.

33. Spell something incorrectly.

	Demo ability to type anywhere and rearrange notes.

· But, unlike other applications, OneNote lets you type notes anywhere you want – as you would with pen and paper – so you can organize your notes visually on the page 
like this.

· You can even rearrange and organize your notes so they’re in logical and relevant groups just by dragging them around and arranging them any way you want.
	45. Click to the right and type “Attendees,” with list of people’s names.

46. Click to the right again and type 
“To-Dos.” 

47. Move lines of text around. 



	Display Stationery Options. 

· OneNote also provides a number of stationery templates you can use to organize your notes.  
· You can customize your own personal stationery with your company logo, a photograph of your family or favorite 
user group presenter, or an artistic design you like.
	48. Show a gallery of stationery templates.

49. Create a new stationery template 
from a corporate logo and apply it to 
a new page.

	Demo Note Flags.

· When you take handwritten notes, you probably use a star or an asterisk to mark an important point.  You can do the same thing with Note Flags in OneNote, and you can personalize how your note flags work.  

· Note Flags are a great way to keep track of important ideas or action items that come out of this meeting.  

· This convenient Summary Pane makes it easy to see all of your flagged notes in one place, and OneNote will hyperlink to them so you can jump to them instantly.
	50. Click on a paragraph, click on a 
note flag. 

51. Click on the drop down, show that there are a bunch of different ones – apply one of the others.

52. Open the Note Flag Summary Pane. Click on a flagged note to jump to it.

	Demo e-mail notes.

· One of the best things about OneNote is that sharing your notes is easy.  Instead of having to take an hour transcribing handwritten notes, just click this envelope button, and OneNote enables you to e-mail the notes to everyone on the team.  

· OneNote sends the notes both as HTML in the body of the e-mail and as an attachment.  This way, even people who don’t have OneNote can read your notes, and they’ll have them within a few seconds.  
	16. Click “Envelope” button.  

17. Show how notes are HTML in body 
of e-mail and attached as a .one file 
as well.

	Demo Find Notes.

· In addition to being able to share your notes easily, you can find information from them easily, as well.  

· Let’s say a fellow user group member calls you, desperate for a crucial piece of information from a meeting that happened three months ago on “easy ways to build Web sites.”  You don’t have any idea where that information is either – and if you were still using paper notebooks, you might never have found it again.

· But with OneNote, just type a keyword or name into the Find box, and OneNote searches all of your notes for any mention of that word.  You can quickly cycle through all the results, or view them as a summary in the Results Pane, and find the information 
in seconds.
	18. Type name into Find box.

19. Run search.  Cycle through a few search results.

20. Open the Page List Pane to show hyperlinked search results.

21. Click on a search result to jump to it.

	Demo Research and Side Notes. 

· Now, let’s see how OneNote can even help you remember important things. 

· Let’s say you are writing a report and need to remember to check your citations on every page. 

· First, launch a smaller window of OneNote that we like to call a side note.  A side note is like a digital “sticky note” for the PC.  What makes the side note great for research is that you can “pin” it to your desktop so that it stays open on top of other programs. 
	34. Launch a side note by clicking on the “Side Note” icon in the system tray.

35. Launch IE and PowerPoint to show how side note stays open on top.

	· This can also be used to collect data for reports. To gather information from any source, all you have to do is select the text, chart, or photo, and drag it into OneNote.  OneNote will include the URL of any Web site you’re copying information from as a handy reference.

· Once you’ve collected all the information 
you need, select all your notes from OneNote and simply paste them into your Word document.  Your notes will be reformatted for Word where you can create the report and print it out or e-mail it.  
	36. Drag text and photos into the side note from the Web.  

37. Drag in a chart from PowerPoint.

	Demo audio notes.

· You’ve seen how OneNote is great for important presentations, lectures, or classes.  Another great feature is audio recording.  That’ll make sure you don’t miss a thing.

· Simply click record, and OneNote records the entire speech or conversation using the built-in microphone in your PC, or an external microphone if you prefer.  

· What’s special about this recording, though, is that it’s synchronized with your typed or written notes.  

· Every note you type while recording has an audio speaker icon next to it.  If you click on that icon, it will play back the audio that was happening at the exact instant that you typed that note.  

· No more searching hours of audiotape for that one quote you need! Now you can concentrate on taking notes and let OneNote do the listening.

	53. Click View( Toolbars( Audio Recording to show Audio Recording toolbar.

54. Click “Record” to start recording audio.

55. Type some abbreviated notes related to what you are saying.

Click “Speaker” icon next to a paragraph of notes to play back audio.

	Transition into the Tablet PC.

· All the benefits of OneNote you’ve seen up to this point – the ability to type text anywhere, capture graphics, and organize and reuse all that information easily and efficiently – are available to anyone with a PC, whether a laptop or desktop.

· If you have OneNote running on a Tablet PC, however, you can combine those features with Tablet PC’s inking capability. 
	

	Introduce the Tablet PC.

Ask:

· How many of you have noticed that I have actually been using a Tablet PC throughout this presentation?

Say:

· The Tablet PC is a fully capable PC that 
lets you write any way you want. With pen and ink technology, it’s a writing pad that 
lets you handwrite text and drawings into 
the computer.  

· With speech recognition capabilities, it’s a dictation machine that converts your voice into text.  

· You can use the pen and your voice to control your Tablet PC, or you can use a standard keyboard and mouse. 

· In this demonstration, I’ll show you how new applications in the Microsoft Office System can make your Tablet PC even more versatile than ever!

	

	Demo Inking capability. 

· Let’s say somebody in a seminar or meeting draws a diagram or a graph that you’d like to have in your notes.  

· With a Tablet PC and OneNote, you can easily copy that diagram.  

· You can do everything with handwriting that you do with text, and OneNote will even search your handwriting or convert it to text on a Tablet PC.  
	56. Pick up pen and draw a diagram.

57. Write a list of items near bottom 
of page.

58. Select a handwritten word and convert it to text.

	Demo inking with Outlook.

· With the new Microsoft Office System and Tablet PC, the inking functionality is built into all core applications.  

· Let’s look, for example, at how inking support in Outlook can allow you to send e-mail with a personal, handwritten touch. 

· Up to 60% of people’s e-mails are things like quick “thanks” or “see you at 2”. Outlook InkMail works great for that!  


	38. Bring up e-mail, hit “reply to” on the first e-mail.

39. Press “Insert Ink” button.

40. Write, “This is GREAT!” and then press “Send.”


Conclusion:  5-7 minutes

	Speaking Points
	Slides/Key Strokes

	After completion of the demo, discuss participants’ reactions to the various features they saw in the demo.

Say:

· You just saw some of the great new features in Office 2003. 

· Let’s take a quick look back at what 
we saw.

· It has the best ever e-mail management.  

· From QuickFlags that let you quickly sort or set reminders for e-mail, to creating your own Search Folders, managing 
e-mail is a snap with Office.

· Finally spam is put  in its place…“the trash”

· Outlook 2003’s most popular feature is improved spam filtering and content blocking capabilities.  These features make sure you get the e-mail you want and automatically get rid of the rest. 

· It makes teamwork and working remotely 
a snap.

· There are a variety of features across Office applications that make working collaboratively easy.  Whether it’s creating a shared workspace to simultaneously work on reports and presentations with 
co-workers or Outlook’s shared calendar feature for setting up team meetings, you’ll find staying connected to your colleagues is simple, secure and convenient.
	Display “4 Out of 5 User Group Members Recommend the Microsoft Office System” slide.



	· You can access and research information  right from your Office document.

· The new Research and Reference Pane allows you to search the Web or internal documents and Encarta, without leaving the application in which you’re working.

· It keeps your documents safe and secure.

· Another added level of security in the Microsoft Office System is Information Rights Management functionality for protecting your sensitive documents.  This new feature lets you restrict who can open a document to those authorized people for whom you’ve set permission. 

· It is easy to learn and use.

· Finally, throughout Office you will notice 
an array of improvements such as the Getting Started Task Panes, the Outlook Reading Pane and Word Reading Layout View that make learning and using Office so much easier. 

· You can use it right away.

· It offers 100% native backward file compatibility.
	


	Ask:

· What features made you think “Wow I could really use that”? In other words “Why is Office 2003 a must have?”

· Personally, inking is one of my favorite features. I can even use it in PowerPoint . I can ink comments directly onto a slide, instead of having to print the slide out and write comments on a paper copy or use it to provide emphasis.

Engage the group on giving feedback about what they just saw. Try and get each participant to provide a response. 
	59. Circle something and write “comments.”

60. Circle something else and draw an arrow to add emphasis.

	OPTIONAL: Audience Quiz 4

Ask:  

According to PC Magazine, what is Bill Gates favorite Microsoft Office Feature?

Call on audience member to answer.  Reward first person with correct answer with a give-away.

Look for: XML and SmartTags.

Explain:

These are great features because you can keep track of your stock portfolio, create quick surveys to poll co-workers, customers and friends, keep track of the NY Times Best Seller List and even keep track of your favorite pie flavors all from within your Excel worksheets.
	

	Discuss different Microsoft Office 2003 Editions.

· As this last discussion exemplified, every user has his or her needs and preferences in an application.  While we can’t personalize a suite of products for every single individual user and enterprise, we have taken all the great features and applications of new Microsoft Office Editions and packaged them into four sets designed to best suit common groupings of needs. 
· The Standard Edition includes Word, Excel, Outlook and PowerPoint.
	Display “Which Microsoft Office 2003 Edition Is Right for You?” slide 1.



	· The Student and Teacher Edition is ideal for the classroom or students who do a lot of school work at home and is priced for qualified education users and can be installed on up to three additional computers at no additional charge. 
	Display “Which Microsoft Office 2003 Edition Is Right for You?” slide 2.


	· The Small Business Edition also includes the Business Contact Manager, ideal for managing your existing and prospective customers, and Publisher, so you can create impressive Newsletters, direct e-mails and much more.
	Display “Which Microsoft Office 2003 Edition Is Right for You?” slide 3.


	· The Professional Edition is ideal for the power user and additionally offers Access for database creation and provides support for XML and information rights management (IRM) content creation and authoring. 
	Display “Which Microsoft Office 2003 Edition Is Right for You?” slide 4.


	· The Professional Enterprise Edition is great for large corporate deployments.  See your handout for more details.
	Display “Which Microsoft Office 2003 Edition Is Right for You?” slide 5.



	· Pricing for all Office Editions should remain about the same.  Users can also purchase the individual Office applications including those that are part of the Office Edition as well as other Microsoft Office System applications including OneNote, FrontPage, Visio and Project.

· The products in the Microsoft Office System will be broadly available at retail on Oct. 21.but your company may have access to it sooner depending their licensing agreement with Microsoft.
	

	Transition to the call to action…Find Out More

· You saw a lot today, but, remember, what you saw was only a sampling of the many new features and enhancements of the new Microsoft Office System.  

Point to the Web sites where they can get more information on the product, customer case studies and more.

· This slide lists some excellent Web sites for you 
to access for more information on the new Microsoft Office System, customer case studies and much, much more.  I urge you to check them out for yourself.

· I hope you enjoyed today’s Microsoft Office System sneak preview.  If you have a friend or colleague you think would benefit from this information please tell them to check out the one-hour sneak preview webcasts we will be hosting over the coming months.  If they are interested please have them go to our launch website at www.OfficeLaunch.
	Display the “Learn More” slide.

	Open it up to Q&A.
	Display the “Thank You” slide.
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