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Microsoft Office Small Business Edition 2003  
Q. 
What is Microsoft Office Small Business Edition 2003?

A.
Microsoft Office Small Business Edition 2003 is the newest version of Microsoft Office designed to address the needs of small businesses. Microsoft Office Small Business Edition 2003 is a personal and business productivity solution that enables these businesses to sell more effectively, lower their marketing costs and be more responsive than their competitors. Microsoft Office Small Business Edition 2003 enables small business employees to more effectively manage customers and sales opportunities, create impressive sales and marketing materials, and handle e-mail and share information efficiently and securely. It provides access to a leading community of partners and Office Online for additional solutions, training, and support.

Microsoft Office Small Business Edition 2003 includes Microsoft Office Word 2003, Microsoft Office Excel 2003, Microsoft Office PowerPoint 2003, Microsoft Office Outlook 2003 with Business Contact Manager, and Microsoft Office Publisher 2003.

Q. 
Why should a small business consider Microsoft Office Professional Edition 2003?

A.
Microsoft Office Professional Edition 2003 is the most complete personal and business productivity solution for small businesses that want a database application and want to be prepared for XML-based information exchange with customers, suppliers and government. Microsoft Office Professional Edition 2003 enables employees in small businesses to manage customers and create impressive marketing materials, handle e-mail and share information efficiently and securely and streamline business processes.  It provides access to a leading community of partners and Office Online for additional solutions, training, and support.

Microsoft Office Professional Edition 2003 includes Microsoft Office Word 2003, Microsoft Office Excel 2003, Microsoft Office PowerPoint 2003, Microsoft Office Outlook 2003 with Business Contact Manager, Microsoft Office Publisher 2003, Microsoft Office Access 2003, enhanced XML support and enhanced support for Information Rights Management.

Q: 
How is Office Small Business Edition 2003 different from Office XP Small Business?

A.:  We improved Microsoft Office Small Business Edition 2003 based on the feedback we received from small business customers who purchased previous versions of the Office Small Business Edition. 

More noticeably, we have included:

· Business Contact Manager, a powerful add-on to Microsoft Office Outlook 2003 targeted at companies with up to 25 employees. 

· Microsoft Office PowerPoint 2003, enabling small businesses to present their business, products and services in a professional way at sales calls, tradeshows, events, on the Web and on a CD
Microsoft Office Outlook 2003 with Business Contact Manager
Q. What is Business Contact Manager for Outlook 2003?

A. 
Business Contact Manager is a single-user contact management add-on for Microsoft Office Outlook 2003 which helps individual entrepreneurs and salespeople in a small business (with less than 25 employees) track business contacts and sales opportunities.
Q: 
Why not just use the existing features in Microsoft Office Outlook to track your contacts? What value does Business Contact Manager add?

A: 
Microsoft Office Outlook 2003 with Business Contact Manager adds four key features that make managing customer information and contacts easier. First, the addition of Accounts, a new Outlook object, makes it easier to explicitly create a hierarchy linking companies and the individual contacts who work there. Second, another new object, Business Opportunities, helps users track their business contacts through the sales cycle. Third, the Activity History automatically consolidates all associated documents, e-mails, notes and other Outlook objects related to an account, contact or sales opportunity in one place for easy retrieval. Finally, Reports help users filter and prioritize information to make to relevant and actionable. None of this functionality is available in Outlook today.

Q.  Can contact records be shared and synchronized among more than one user? 

A.
Microsoft Office Outlook 2003 with Business Contact Manager is a single user desktop application which stores data locally on the user’s PC. We've heard from our customers that they need tools to help the individual track his or her customer contacts and sales opportunities better; given this need we did not focus on sharing and synchronizing account records across multiple users. For those customers who do need multi-user sharing functionality, they might want to consider Microsoft CRM.

Q. 
Isn’t it true that customers want to share their contacts records with colleagues?

A.
We have heard from our customers that sales people at small businesses most often have their own assigned accounts or territories, and very rarely share this data with their colleagues. Furthermore, many small businesses are reluctant to invest in the network expertise and maintenance overhead that a shared contact management solution requires. For those customers who do need multi-user sharing functionality, they might want to consider Microsoft CRM.

Q.  Will Business Contact Manager be sold separately?
A.
Business Contact Manager will not be sold as a standalone application. It will be included as an add-on to Microsoft Office Outlook 2003 in the Microsoft Office Small Business Edition 2003 and Microsoft Office Professional Edition 2003.
Q. Does Business Contact Manager need Outlook in order to run, or can it be used in conjunction with other e-mail clients?

A.
Yes, Business Contact Manager is an add-on to Microsoft Office Outlook 2003 and does not work with other e-mail clients.

Q. Is Business Contact Manager compatible with and available for older versions of Microsoft Office?

A.
No, it will only work with the 2003 release of Microsoft Office or Microsoft Office Outlook 2003.

Q. 
If you send a business contact to someone else, can that be opened/viewed though Outlook without BCM?  What information is kept in the Business Contact and what is lost?  Can that contact be opened/viewed on older versions of Outlook?  

A.
Without BCM installed, the recipient would see the contact information displayed in the standard Outlook contact form with e-mail, address, phone, etc. information coming through in full.  This contact could be saved and used as any standard Outlook contact would be.  BCM specific fields such as Contact Status and Contact Rating would be not be viewable without BCM installed.

Q. What is Microsoft Business Solutions CRM?

A.
Microsoft Business Solutions CRM enables customers to develop profitable customer relationships through lead and opportunity management, incident management, a searchable knowledgebase, and reporting tools with Microsoft Business Solutions CRM modules. Built using Microsoft .NET-connected technologies, Microsoft CRM is easy to deploy, integrate, and customize. 

Q. 
How do I choose the right customer management solution?  Do I use Business Contact Manager or Microsoft Business Solutions CRM?
A.
Effectively managing business contacts and customer relationships can be a major challenge for any business. Recognizing that the needs and resources of businesses with client server infrastructure differ from those of businesses with desktop infrastructure, Microsoft has developed two distinct offerings to address their requirements:

Desktop single user Contact Management

Microsoft Office Outlook 2003 with Business Contact Manager helps small businesses with fewer than 25 employees using desktop applications to manage business contacts and sales opportunities. As a single user desktop application, Outlook with Business Contact Manager is targeted to small businesses which don’t need a full-fledged multi-user CRM application and don’t have extensive IT expertise. As a single user application, Outlook with Business Contact manager stores data about business contacts, accounts and sales opportunities in a database on the user’s PC. It has been designed to work with POP3-, IMAP or HTML-based email which is most common in small businesses. Outlook with Business Contact Manager is included in Microsoft Office Small Business Edition and Microsoft Office Professional Edition and works right out of the box.

Multi-User Customer Relationship Management (CRM)

Microsoft Business Solutions CRM is targeted to businesses which need a customer relationship management (CRM) application that includes sales, marketing, and customer service.   Shared contact information is available to both Web browser (thin-client) and Outlook (rich client) users across lead, opportunity, account, activity, service request management and more.  Microsoft CRM stores data in a SQL database at the server level optimized for data sharing for online use, or offline through synchronization between the server database and a local MSDE store. Built on .NET technologies it is customizable and integrates with Microsoft Office, other Microsoft business solutions, and 3rd party applications. Microsoft CRM is sold by reseller partners and is designed to be configured and deployed by IT staff or with partner assistance.
Small businesses that need simple tools to track business contacts and sales opportunities may opt to start with Business Contact Manager for its low cost, simplicity and ease of deployment. As they grow and require multi-user functionality, richer features and customization, they will be able to smoothly migrate to Microsoft CRM.

Q. Does Microsoft Office Outlook 2003 with Business Contact Manager integrate with Microsoft CRM?
A.
Microsoft Office Outlook 2003 with Business Contact Manager does not directly integrate with Microsoft CRM, since the latter is a more powerful application targeted at larger firms. However, users who start with Outlook 2003 with Business Contact Manager can seamlessly upgrade and import their data to Microsoft CRM when their business needs require a more powerful solution.

Q. 
How is Microsoft Office Outlook 2003 with Business Contact Manager different from Small Business Customer Manager?

A.
Small Business Customer Manager was an Access-based application in Microsoft Office 2000 designed to help small businesses manage their customer contacts.  Microsoft Office Outlook 2003 with Business Contact Manager improves on SBCM with richer features, such as accounts, business contacts and sales opportunities, as well as through native Microsoft Office Outlook integration.

Q. 
Does Microsoft Office Outlook 2003 with Business Contact Manager integrate with bCentral services?

A. 
Yes. Microsoft Office Outlook 2003 with Business Contact Manager will integrate with two bCentral services. First, integration with bCentral List Builder will enable users to send targeted marketing campaigns to their business contacts and accounts. Second, integration with bCentral Sales Leads will enable customers to download targeted leads and sales prospects into directly into Outlook 2003 with Business Contact Manager for follow up.

Q.
What do users have to do to get Business Contact Manager up and running?  
A.
The out of box experience is very straight forward.  When Microsoft Office Outlook with BCM 2003 is initially run, the Profile Configuration Wizard will walk customers through the process.  More specifically, it is expected that users will:

1. See the initial dialog asking them if they would like to use BCM with this profile.  

2. Have the option to learn more from this dialog by selecting the tours before clicking "yes."  The tours provide a complete overview of the product, as well as links to procedural topics with animated screens to show customers exactly where to click to utilize specific features.

3. After clicking "yes," a database will automatically be created.  Once complete, users are ready to run.

4. A welcome e-mail will be sent to users’ inbox describing key product features and including links to help for each of the feature areas, as well as a link to the tours and the quick start guide.

5. Many users will simply drag and drop contacts from their existing contact store into BCM or may import data from other contact management products.

6. Users are now up and running.  All messages to/from the business contacts are automatically tracked in the history for each contact and account.
Q: 
What are key updates to Outlook?

A: 
Innovations in Microsoft Office Outlook 2003 will improve the way people read, search, access and manage their important information. This includes:

· Smarter search and reference tools such as search folders which make it simple to find information across multiple folders, and support for the Research task pane to make it easier to find the right information for the email you are writing.
· A better e-mail reading experience through an improved reading pane and Clear Type integration

· Improved ways of managing information overload through technologies such as quick flags, smart dates and customizable views of information.
· Better management of network connections through intelligent connectivity, replication and caching.
· Improved performance and reliability

· Advanced junk e-mail filtering technologies help users keep control of their inbox.
Q:
What are the anti-spam features in the 2003 release of Microsoft Office?  How do they work?

A:
The 2003 release of Microsoft Office will include advanced spam fighting technology developed in the labs of Microsoft Research, including:

· Microsoft Research technology - Machine learning technology that uses keywords and patterns (e.g. was the mail sent at an unusual time of day, etc.) automatically derived from examples of spam and normal mail to produce a score. Based on this score, all suspected spam will be moved to a special Junk E-mail folder. Both positive and negative scores are used when evaluating the likelihood that a message is junk mail. Ultimately though, the customer has been empowered to customize how Microsoft Office Outlook 2003 handles this e-mail whether it be setting their filters to low, high, exclusive or turning it off completely. The choice is theirs to make and change as they wish.

· Safe Lists - puts further spam control back in customers' hands by allowing them to choose to only receive e-mail from individuals already set up in their address book, from specific e-mail addresses or from designated domains.

· Send Junk Straight to the Trash - People who don't want to manage their junk e-mail filtering hands-on can choose to apply a rule that sends the mail directly to the deleted items folder upon receipt, by-passing the inbox completely. By applying such a rule - based on the MS Research technology and safe lists/black lists - customers avoid the hassle of dealing with junk e-mail directly.

· Block external HTML - Blocking external HTML by default in Microsoft Office Outlook 2003 stops spammers from using Web links to sneakily verify recipients' e-mail addresses as active. Users are ultimately in control of this feature and can unblock HTML on a per-message or per-sender basis or disable it completely. 
Q: 
Does shared calendar functionality require Microsoft Exchange Server?  Are there any scenarios in which users can share calendars and view multiple calendars without Exchange?  

A: 
Shared calendars and side-by-side calendar views require Microsoft Exchange Server.
Microsoft Office Publisher 2003

Q:  What are the key new feature areas in Microsoft Office Publisher 2003?
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Microsoft Office Publisher 2003 includes many new and improved features designed to help business users create, design and publish professional marketing and communication materials, in-house including: 

· Enhanced support for Web: new Web Site wizards, incremental upload of changes to a Web file, support for nearly 20 Web Page types, enhanced navigation bar support and more. 

· 10 new Master Design Sets (for total of 45 Master Sets) for creating consistent look across business publications, new Email Wizards and Web Site Wizards; improved Design Checker, support for multiple master pages, Baseline Alignment, Widow/Orphan control.

· Enhanced Commercial Printing support: includes support for CMYK Composite Postscript printing, improved Graphics Manager and Design Checker. 

· Catalog Merge: Create publications by merging text and photos from a data source. 

· Enhanced support for E-mail: new E-mail Wizard for creating various types of email messages, including e-mail newsletters and announcements; support for viewing Publisher Email in various email clients and web-based clients including Outlook, Outlook Express, Hotmail (new), and AOL mail (new).

· For a complete list of new and improved features, consult the Publisher 2003 Product Guide.

Q: 
Who will find the most value from Microsoft Office Publisher 2003?

A: 
Small businesses and organizations will find Microsoft Office Publisher 2003 to be a great tool for all of their marketing communication needs. 
Q: 
How does Publisher 2003 help the small business user? 

A:
Microsoft Office Publisher 2003 enables small-business users to easily create and publish high-quality, professional marketing materials, e-mail publications and Web pages. Compared with outsourcing work to a design or print house, it helps save significant time and money.

Q: 
Why would a small business user who has a word processor need a desktop publishing program such as Publisher?

A: 
In part it comes down to using the “right tool for the task.” Word processors are great for creating simple documents and longer documents that need table of contents and indexes. A word processor, however, is not designed to easily create more the more complex publications that you need to create professional business marketing and communication materials. Microsoft Office Publisher 2003 is specifically designed to automate page layout tasks by providing publication-specific wizards (newsletters, brochures, postcards, and catalogs), templates and design guidance. In addition, Publisher supports commercial printing for higher quality and larger quality printing than you can typically get with a desktop printer. 

Q:  Can files created in Publisher 2003 be opened and edited in previous versions of Publisher? 

A:  
Yes. Microsoft Office Publisher 2003 files can be opened and edited in Publisher 2002 only, as they share the same file format. In order to open and edit Publisher 2003 files in Publisher 2000 or Publisher 98, you must choose File/Save As, and then choose Publisher 2000 or Publisher 98 file format.
Q: 
How is Publisher 2003 different from all the consumer focused publishing products found at retail? 
A: 
Many of the home publishing titles are specifically designed for home projects such as greeting cards, photo cards and party sets. Microsoft Office Publisher, by contrast, is designed with the publishing and marketing needs of business users in mind. Publisher includes templates and wizards for business marketing materials, in addition to a rich set of page layout and commercial printing features that are more commonly found in professional desktop publishing programs. For users who also want to create materials to meet personal or volunteer needs, such as invitations, greeting cards, and personal stationery sets, Publisher 2003 offers greatly expanded collections. 
Q: 
Should I use Publisher 2003 or FrontPage 2003 to create a Web site for my small business? 

A: 
The tool you use depends on your Web site needs. If your goal is to give your business or organization a presence on the Web, Publisher is Use Microsoft Office Publisher to create Web sites that are visually consistent with your print publications. Use Microsoft Office FrontPage if you need web site management tools, a rich set of the ability to   —and need frequent updates and interactive elements such as reply forms or search engines. If you have started to create a Web site in Publisher and find it is time to move to FrontPage, you can easily migrate your work.

Q: 
Is Microsoft going to produce a Macintosh version of Publisher 2003? 

A: 
No. There are no plans to develop a Macintosh version at this time. However, we continually monitor the Macintosh customer segment to assess customer demand and the business case for Microsoft Publisher on that platform.

Q: 
Can Microsoft Office Publisher 2003 open files from other programs?

A: 
Microsoft Office Publisher 2003 enables you to insert or open text files from most common word processing applications, including Microsoft Word, WordPerfect, and Microsoft Works. Files created in other desktop publishing programs such as those from from Adobe or Quark or Microsoft Picture It! Publishing cannot be opened by Publisher. However, users can copy text from other applications or the Web and paste it into Publisher.
Q: 
What does my default e-mail client need to be to send Publisher 2003 files as an e-mail message?  

A: 
To send a single page of a publication as an e-mail message, you must be using either Outlook 2003 or Outlook Express 5.0 or later. Yes, Publisher 2003 has added the ability for recipients to view Publisher files sent as an e-mail message in Outlook, Outlook Express 5.0 or later, as well as a variety of e-mail clients and Web based services including Hotmail, AOL Mail, Yahoo, and Eudora.
Q: 
Specifically what e-mail clients/services support viewing Publisher e-mail publications?  

A: 
The Microsoft Office Publisher 2003 e-mail file format is MHTML (i.e. packed HTML with embedded images), so any e-mail client/service that can support this format will also support Publisher 2003 e-mail publications.  For example, Hotmail, Yahoo, AOL and Eudora e-mail users will be able to view Publisher e-mail newsletters as intended. 

Q: 
How do I find a printing service that will accept my Publisher files? 

A: 
Locate a printer in your area by searching the online Publisher Service Provider Program (PSPP) database at http://www.microsoft.com/publisher/printers. You can search for printers in the United States and Canada by location or by type of printer (storefront or online), all of whom have the latest version of Publisher and know how to output Publisher files.

Microsoft Office Word 2003

Q: 
What are the key improvements in Word 2003?

A:
The new Reading Layout view makes reading documents in Word 2003 far easier. This view simplifies the interface presented to the user, which results in less distraction. It presents the document in an optimized form for reading on the screen by using larger text, shorter lines, and pages that fit exactly on the screen. The document advances page by page the way it does when you read on paper, making the reading experience more natural. 

Comparing documents side by side using Compare Side by Side with (Window menu) allows you to simply determine the differences between two documents without having to merge multiple users’ changes into one document. You can scroll through both documents at the same time to identify differences between the two documents.

Word 2003 also supports improved document protection. In Word 2003, document protection can be fine-tuned to control document formatting, content, or both. For example, you can specify that only certain styles are available to use, and those styles cannot be modified. When protecting a document for changes to content, you no longer have to apply the same restriction to everyone and to the entire document. You can selectively allow certain people to edit specified parts of the document.

Additionally, Word 2003 includes stronger integration with Microsoft Windows SharePoint Services, making it easier for people to collaborate on documents in real time through shared Document Workspaces. Users will find that being able to collaborate in real time with other teams or individuals enables them to share information more fluidly. 

Microsoft Office PowerPoint 2003

Q: 
What key improvements have you made to PowerPoint 2003?

A: 
Microsoft Office PowerPoint 2003 will provide people with greater support for animation and playback, including more enhanced inking and pen functionality and more media types. Users will be able to save presentations in a number of new playback formats and package those presentations for easy playback off of a CD using the new Package for CD option. Package for CD will allow users to pack up a presentation, including sound, animation and an updated PowerPoint Viewer to share with others who do not have PowerPoint installed. Additionally, PowerPoint 2003 users will now have the ability to consult a thesaurus via the Research task pane.  Users will also be enabled to apply Smart Tags in PowerPoint.
Q: 
When saving a PowerPoint presentation to CD, can you build an introduction or options page so the recipient can choose which presentation they want to play first, etc.? 

A: 
By default, the CD is set up to play all presentations automatically in the order specified (sometimes referred to as an auto run CD), but customers can change this default setting to automatically play only the first presentation, to automatically display a dialog box from which recipients can select the presentations they want to play, or to disable the automatic features and require people to manually start the CD.
Microsoft Office Excel 2003

Q: 
What are the key improvements in Excel 2003?

A: 
Excel 2003 includes support for list functionality, allowing you to create lists in your worksheet to group and act upon related data. When you specify a range as a list, you can easily manage and analyze the data independent of other data outside of the list. 
Comparing workbooks side by side using Compare Side by Side with (Window menu) allows you to simply determine the differences between two worksheets. You can scroll through both documents at the same time to identify differences between the two documents.

Excel 2003 includes improved rounding results and precision for several statistical functions. 
Licensing, Compatibility 
Q: 
Will you require product activation for the 2003 release of Microsoft Office?

A: 
Yes. Customers will need to activate the software by providing their country name and product identification number, but they don’t have to provide any identifying information.

Q: 
How many activations/installations will be allowed for each license of the 2003 release of Microsoft Office?

A: 
We don’t expect any differences from Office XP. For the 2003 release of Microsoft Office, primary users of the software may also install one copy on a laptop computer for their exclusive use. To install the 2003 release of Microsoft Office on more than these two devices, another license of the product must be acquired. Licenses for the 2003 release of Microsoft Office acquired preinstalled on a new PC are single-PC licenses that cannot be transferred or installed a second time on another PC. 
Q: 
Will the 2003 release of Microsoft Office file formats be backwards compatible with legacy programs?

A: 
Since the document formats in the 2003 release of Microsoft Office have not changed from Office XP, they are indeed backwards compatible with older Office versions. When an organization purchases Microsoft Office, it is purchasing not just an application suite, but compatibility with other key technologies like XML, Microsoft Office Excel and Microsoft Office Access. This opens up a whole world of productivity solutions applicable to every area of business.
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