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For the latest information, please see http://www.microsoft.com/office/

Introduction

Over time, Microsoft has responded to user requests for enhanced product functionality by providing feature advancements within Microsoft( Office applications. In some cases, such improvements have required changes to the actual application file format. For example, features such as Shared Workbooks in Microsoft( Excel, Visual Basic( for Applications-supported macros in Word, and saving as HTML in PowerPoint( required modifications to the Office 97 file formats. As a result, corporate customers need to manage the support of multiple file formats or versions of Office applications. 

This document presents an overview of Microsoft Office 2000 file formats, examines file migration coexistence strategies, defines the information sharing options available, and provides suggestions for additional resources.

Overview of Office 2000 File Formats

· Office 2000 file formats are compatible with Office 97. Office 2000 introduces a wealth of new capabilities while protecting file format compatibility with Office 97. Furthermore, while advanced features and formatting specific to Office 2000 files will not be visible when opened in the Office 97 application, in most cases, Office 97 will preserve the underlying data, keeping it intact for when the file is opened again in Office 2000. Companies that have adopted Office 97 will minimize their migration time to Office 2000 with seamless sharing of information among users of both versions. Note: Office 4.x and Office 95 include applications whose file formats are not natively compatible with Office 97 and 2000 formats. Also, Microsoft Access 2000 does use a new file format to accommodate the Unicode support with the Office worldwide executable, though it does read and convert Access 97 files.

· HTML as a companion file format. In Office 97, Microsoft gave users the ability to save their Office 97 files in the HTML format. Users could then publish a snapshot of the file and post it on a Web site. With Office 2000, Microsoft has gone to great lengths to make HTML a companion file format to the binary format. This means that users can work with HTML documents in the same way that they work with binary documents today, while all of the rich Office content is retained--even if it isn’t directly supported by today’s browser technology. Furthermore, these HTML documents can be round-tripped back to the Office 2000 application, allowing users to have full re-edit capabilities. This added functionality makes putting a document onto an Internet or intranet Web site as easy as printing to a printer.

Prepare for the Office 2000 File Migration Process

Since the process of upgrading users to Office 2000 may take time to complete, users will need to share files created within different versions of Office. Through careful preparation, desktop administrators can maintain compatibility among users of Office during the migration process so that end-user productivity is not interrupted while achieving the goal of a standardized desktop over time. 

Note: For an overview of general file migration issues to review, including upgrading files to Office 2000 and macro conversion support, as well as how Office 4.x, 95, and 97 users share files with Office 2000 users, see Appendix A.

The first step is to take inventory of the company’s current desktop application environment and determine what file formats are currently in use.

Two generations of Office file formats in use:

· Office 4.x and Office 95 applications share the same file format. For example, a Word 6.0 user can open, read, and edit a document saved as a Word 95 file, and vice versa.

· Office 97 and Office 2000 file formats are compatible. For example, an Excel 97 user can open, read, and edit a workbook saved as an Excel 2000 file, and vice versa. Please note that while advanced features and formatting specific to Office 2000 files will not be visible when opened in the Office 97 application, in most cases, Office 97 will preserve the underlying data, keeping it intact for when the file is opened again in Office 2000. Also, Microsoft Access 2000 does use a new file format to accommodate the Unicode support with the Office worldwide executable, though it does read and convert Access 97 files. Also, note that both Office 97 and Office 2000 can natively open, read, edit, and save files created with Office 4.x and Office 95 applications.

If the company is standardized with Office 97, the file format compatibility issues with Office 2000 do not apply (the exception to this is Microsoft( Access). However, if Office 4.x, Office 95, or a business productivity suite from another vendor is in use, desktop administrators should decide proactively on a file coexistence strategy. This will ensure that users of different Office versions will be able to share files with one another during the migration process. 

Examine the Options for File Sharing

Once the need to adopt a strategy for file format coexistence has been identified, the next step is to determine how to get all Office users to share files with one another. To begin this procedure, an administrator must consider the options available to users of a previous version of Office, or another business productivity suite, for interacting with Office 2000 users. Then it is necessary to examine the options for new users who simply need to view Office 2000 files. Finally, the administrator must consider how to implement these options.

Providing read/write access for users with an earlier version of Office or other business productivity suite

Users expect to be able to share information with one another without worrying about what application created it or what is needed to view it. To make available this type of information sharing, administrators can choose from the following three options (provided here in order of recommendation):

· Dual file save lets users save files as both Office 2000 and a previous version of Office, giving users of both Office 2000 and earlier versions the ability to open and read the same file.

· Converters give Office 4.x, Office 95, and other business suite users full read-write access to files that were created in another application. (Only available for Word 2000 and PowerPoint( 2000 files)

· Down-rev saving enables Office 2000 users to save their files to earlier file formats.

Option One: Dual File Save

Dual File Save, which is designed specifically for companies that are migrating gradually to Microsoft Office 2000. Excel, PowerPoint, and Word, includes a file format which allows the information from both the 97-2000 version and the previous version to be saved into one file. For example, if a Microsoft( Excel 2000 user chooses to save a file in the Microsoft Excel 97-2000 & 5.0/95 format, two data streams are created for a single workbook file: one for version 97-2000 and one for version 5.0/95. When an Excel 97 or Excel 2000 user opens the file, they will access the 97-2000 data stream. While this dual file will be larger, it will ease coexistence issues. Once Office 2000 has become the standardized version, the file format can be changed back to the native Office 2000 file format.

Save Microsoft Word 2000 documents in Microsoft Word 97-2000 & 6.0/95–RTF format

· Benefits: Since this is a combination of binary and RTF formats, all Microsoft Word users can open and edit the documents. Microsoft Word 6.0 or 95 users do not need to install additional software. No data is lost since two data streams are created for the document file; one for version 97 through 2000 (Word 98, Macintosh( Edition) and one for version 6.0/95.
· Limitations: Document file size and save time increase due to additional information. Word 6.0 and 95 users must open the file read-only. If a Word 6.0 or 95 user saves the document, features specific to Word 2000 may be lost. Similarly, if a Word 2000 user saves the file in Word 97-2000 only format, the Word 6.0/95 data stream will be lost but will be regenerated if saved as dual file in the future.
Save Microsoft Excel 2000 workbooks in Microsoft Excel 97-2000 and 5.0/95 format 

· Benefits: All Microsoft Excel users can open and edit the workbooks. Microsoft Excel 5.0 and 95 users do not need to install additional software. No data is lost since two data streams are created for the workbook file: one for version 97-2000 (including Excel 98, Macintosh Edition) and one for version 5.0/95. 

· Limitations: Workbook file size and save time will increase due to the additional information. When a Microsoft Excel 5.0/95 user opens the file, he/she is prompted to open the workbook read-only (but can choose to open it read/write). When a Microsoft Excel 5.0/95 user saves the workbook, features and, potentially, data unique to Excel 2000, are lost. Similarly, if a Microsoft Excel 2000 user saves the file in Microsoft Excel 2000 binary format, the Microsoft Excel 95 data stream will be lost but will be regenerated if saved as dual file in the future.

Save PowerPoint 2000 presentations in dual PowerPoint 97-2000 & 95 format 

· Benefits: Users of PowerPoint 95, 97, and 2000 can all open the presentations. PowerPoint 2000 users can edit and save presentations. No data is lost since two data streams are created for the presentation file; one for version 97-2000 (including PowerPoint 98, Macintosh Edition) and one for version 95. Additionally, PowerPoint 4.0 users can use the existing PowerPoint 95 converter while PowerPoint 95 users will be able to read the file natively.

· Limitations: Presentation file size and save time increase due to additional information. PowerPoint 95 users must open the file read-only. If a PowerPoint 95 user saves the presentation, all PowerPoint 2000 features and data will be lost. Similarly, if a PowerPoint 2000 user saves the file in PowerPoint 97/2000 only format, the PowerPoint 95 information will be lost but will be regenerated if saved as dual file in the future.

Recommendation

Microsoft recommends that customers utilize the dual file save option over converters and down-rev saving because users of previous versions of Office are supported natively with the dual data streams in use. There is no need for administrators to install additional components such as converters on these users’ desktops and full Office 2000 fidelity is preserved since files are saved natively as Office 2000 formats. Users who share files with people outside the company may not know what applications are being used to open their files. These users are likely to be running an application that can read the earlier data stream in the dual file format, thus ensuring compatibility.

However, using the dual file format doubles the size of the file being saved and increases the time required to save the file. Companies that view these as critical drawbacks should instead consider either installing converters or implementing down-rev save. Furthermore, if only read access is needed, administrators should consider implementing either the HTML file format or viewers.

Option Two: Converters

For Office 4.x/95 users to open and edit Office 2000 documents, Microsoft provides utilities to convert the Office 2000 files into the native Office 4.x/95 format. Users of the previous versions can view, edit, and save these files as the previous version. Office 2000 users can take full advantage of new features found within the Office 2000 applications.

Open Word 2000 documents using the converter for Word 6.0 or 95 

· Benefits: All Word users can open, edit and save the documents. Sharing files through this converter provides the best results overall as full file fidelity is preserved. 

· Limitations: Word 6.0 and 95 users must install the converter for Word 6.0 or 95 and cannot save documents in Word 2000 format. Also, password-protected Word 2000 documents cannot be opened (even when the password is known to the Word 6.0/95 user). Note: Word 2000 features and formatting that are not supported in Word 6.0/95 will be lost.

Open PowerPoint 2000 documents using the converter for PowerPoint 4.0 and 95 

· Benefits: All PowerPoint users can open, edit and save the documents. 

· Limitations: PowerPoint 4.0/95 users must install the converter for PowerPoint 2000 and cannot save documents in PowerPoint 2000 format. PowerPoint 2000 features and formatting that are not supported in PowerPoint 4.0/95 will be lost if the PowerPoint 4.0/95 user saves changes to the file.

Other business suite applications

For Office 2000 users who wish to share files with users of other products such as WordPerfect, Lotus 1-2-3, and Harvard Graphics, Office 2000 offers a number of file converters built into the Office 2000 applications. Users of these competing versions can also install the appropriate converters to open, view, and edit Office 2000 files. 

Recommendation

Converters offer an attractive solution for companies that want to preserve their Office 2000 file formats but don’t want the inconvenience of doubling the size of their files when using the dual file save option. Converters also, more than any other option, allow larger documents with embedded graphics and OLE objects to retain their properties. However, to implement the converter solution desktop administrators must ensure that any user without Office 97 or Office 2000 has the appropriate converters installed. Otherwise, user productivity suffers until the appropriate converter is located to open and read an Office 2000 file. A further potential disadvantage to consider is that users away from the network do not have an easy way to download the appropriate converter. Therefore, if both dual file save and converter options do not fit, down-rev saving may be considered. 

Option Three: Down-rev Saving

Down-rev saving allows the creator of an Office 2000 file to save in an alternate file format to facilitate sharing information. Users of earlier versions will not need to modify their existing desktop to work with Office 2000 users. Once Office 2000 has become the standardized version, the file format for all users can be changed back to the native Office 2000 file format at one time.

However, while down-rev saving allows for file sharing and collaboration, some of the enhanced functionality from the Office 2000 applications will be lost (since the previous versions do not support the new features). For example, if a user working in Microsoft Excel 2000 creates a file that includes a Web Query and then saves this file as a Microsoft Excel 5.0/95 file, the Web Query will no longer work in the spreadsheet because this feature is not supported in Excel 5.0/95. 

Note: For a description of the new features in Word, Excel and PowerPoint that may be lost when down-rev saving, see Appendices B, C, and D, respectively. 

Save Word 2000 documents in the Word 6.0/95 format

· Benefits: All Word users can open, edit and save the documents. Users running other applications which read the Word 6.0/95 format, such as Adobe PageMaker or WordPerfect, can also open, edit and save the documents. 

· Limitations: Features unique to Word 2000, such as character borders, character shading, and password protection are lost when the file is saved in Word 6.0 or 95. If this same document is then opened in Word 2000, the features unique to Word 2000 remain lost.

Save Microsoft Excel 2000 workbooks in Microsoft Excel 5.0 or 95 format 

· Benefits: All Microsoft Excel users can open, edit and save the workbooks. The file sizes are very similar to the 2000 format size. 

· Limitations: Microsoft Excel 5.0/95 users cannot take advantage of features unique to Microsoft Excel 97/2000, such as Data Validation. Furthermore, since not all Microsoft Excel 2000 features are supported in previous versions, some data or formatting may be lost when saving to this format.

Save PowerPoint 2000 presentations in PowerPoint 95 format

· Benefits: Users of PowerPoint 95, 97, and 2000 can open, edit and save presentations. Graphic fidelity is preserved in the conversion. 

· Limitations: Some features unique to PowerPoint 2000 are lost, including hyperlinks embedded within objects.

Other business suite applications 

For Office 2000 users who wish to share files with users of competing products, Office 2000 can save files from these competing versions. (Examples of competing products include WordPerfect and Lotus 1-2-3). Office 2000 can also open, view and edit files from a wide range of competing products including AmiPro, QuattroPro and Harvard Graphics. 

Recommendation

This option is most appropriate if companies decide that losing key Office 2000 features is not a concern. Companies should take advantage of the System Policies to ensure that users are consistent in saving Office 2000 files in the earlier versions during the migration process and then centrally change back to the Office 2000 file formats once migration is completed. Users who share files with people outside the company may not know what applications are being used to open their files, so saving down to an earlier Office version ensures basic file compatibility.

Providing read-only access for new users with no Office version at all

Users with no Office version installed on their machine can still share files with Office 2000 users. However, these users can only open, read, and print the Office 2000 files using one of two options:

· Save as HTML allows Office 2000 users to save any file as HTML and then post it to a Web site, where documents can be viewed by any browser. All the rich Office 2000 file features are preserved. 

· Viewers give users the ability to open, read, and print files created in another application but prevent them from making direct changes to the files.

Option One: Save as HTML

Microsoft has improved the native features preserved when saving files as HTML. By supporting this file format standard, information can be easily created, distributed, managed and viewed on an Internet or intranet. Furthermore, Office 2000 provides full round-tripping so that documents saved in HTML can be brought back into the application in which they were authored without loss of key functionality.

Issues to consider

Mac, DOS and Unix users can view Office 2000 files through their browser. Rich Office 2000 formatting is preserved and can then be viewed by all users over the Internet or intranet.

Option Two: Viewers

For users of 16 or 32-bit Windows( without Microsoft Office, viewers enable users to open, view and print Office 2000 files. Formatting is not hampered as files are viewed in the exact format in which they were created. However, users of the viewers cannot edit the files. 

Use the Word viewer to open Word 2000 documents 

· Benefits: All Word and non-Word users can open, view and print documents. 

· Limitations: Users of the viewer cannot create or edit Word documents and the viewer must be installed on all Word 6.0/95 desktops.

Use Excel viewer to open Excel 2000 workbooks 

· Benefits: All Excel and non-Excel users can open, view and print workbooks. 

· Limitations: Users of the viewer cannot create or edit Microsoft Excel workbooks, and the viewer must be installed on all Excel 5.0/95 desktops.

Use PowerPoint viewer to open PowerPoint 2000 presentations 

· Benefits: All PowerPoint and non-PowerPoint users can open, view and print presentations. Disk space is saved as PowerPoint 2000 files are smaller than previous version files due to file compression. 

· Limitations: Users of the viewer cannot create or edit PowerPoint presentations and the viewer must be installed on all PowerPoint 4.0/95 desktops.

Use Access Runtime version to open Access 2000 databases

· Benefits: All Access and non-Access users can open, view, print, and edit data. Just like the Word, Excel and PowerPoint viewers, the Access Runtime version can be freely distributed.
· Limitations: The runtime version will only work on 32-bit desktops. Users of the runtime version cannot perform any design work to the database or create queries, forms, tables, etc.
Issues to consider

It is important to determine whether users need full read and edit access to all files. Viewers are a good solution if documents do not need to be edited. However, documents that need to be modified require read/write privileges, making either the installation of converters or down-rev saving a more viable option in such cases.

Implement the file share options

Dual file save

The following feature is available to help desktop administrators implement dual file saving throughout their organization.

· Default Save. Office 97 introduced the Default Save setting in Word, Excel, and PowerPoint, allowing users to set the default file format in which a document, workbook, or presentation is saved. While users can set Default Save themselves to save all Word files as Word 6.0/95, administrators can set it for a group of users using either System Policies or the Office Profile Wizard. 

· System Policies. By using the Windows 9x or Windows NT( 4.0/5.0 System Policies, the Default Save can be set to a file format every time the user logs into the network. Desktop administrators can control which file formats are supported by specifying them through System Policies either for a single user or a group of users. Once all users have migrated to Office 2000, the Default Save setting is switched back to the original Office 2000 file format using System Policies. This takes effect the next time the user logs into the network. With this scenario, the administrator never has to physically touch the desktop. This is an effective intermediate solution for sharing files.

· Office Profile Wizard. If System Policies cannot be supported, the Office Profile Wizard can be used to define the Default Save setting for a number of Office 2000 users. It does this by copying a machine’s customized Office settings and saving them as a file to be used by other machines. Since this method takes place during setup, it does not require touching the desktop and will work in any network infrastructure. This benefits the administrator in saved time and resources. However, a potential disadvantage of this method, as opposed to using System Policies, is that it is a one-time setting. If the user changes the Default Save setting, there is no automatic way of re-setting it to the organization standard.

Companies running multiple versions of an application should set the Default Save setting to the earliest file format in use, thereby establishing one common file format with which every user in the entire company can share files.

Converters

· Microsoft Office Converter Pack. This tool—newly developed for the Office 2000 release—enables administrators to create a package of converters that can be easily installed without end-user intervention. The installation point for the batch converters can be a network point or a URL sent through e-mail: The user simply clicks on the link and allows setup to do the work on the back end. Once installed, the converters can be used to open and edit the appropriate Office 2000 files. Companies can also use network management software including Microsoft Systems Management Server to deploy converters from a centralized location. After users migrate their desktops to Office 2000, a batch file can be run to remove the converters at the same time that Office 2000 is being loaded, or the converters can simply be left on the machine.

· Network File Converter Location. Office 97 and 2000 applications can determine if a file being opened was created in a newer version. If needed, converters can exist on a shared network location or on a Web page and be downloaded automatically to the user’s local machine. (A registry entry tells the applications where to look for additional converters). Administrators can use a template to modify user System Policies to specify or change the location of the converter. 

Down-rev Saving

Down-rev saving is an alternative to dual file saving and can be implemented in the same fashion by using System Policies or the Office Profile Wizard.

Save as HTML

Saving as HTML is an alternative to down-rev save and can be implemented in the same fashion by using System Policies or the Office Profile Wizard.

Viewers

Some viewers, like the ones for PowerPoint 2000, are included in the Microsoft Office Converter Pack. Others can be installed on a network drive to be downloaded using either a “push” or “pull” strategy, or users can connect to the Microsoft web page and download them on their own.

Additional Resources

The following resources offer further assistance during the Office 2000 migration process.

· Microsoft Office 2000 Resource Kit. The Office 2000 Resource Kit is the administrator’s technical guide to Office 2000. It provides details on sharing Office 2000 files with users of competing products, including additional converter information, a list of file formats supported in Office 2000 applications, and general support for macro conversion.

· Microsoft Office 2000 Developer Edition. The Office 2000 Developer Edition is designed specifically for professional developers and contains all the resources needed to create, manage, and distribute powerful solutions quickly. Macro conversion support is offered to help ease the transition from custom-built applications to Office 2000 and to ensure a faster overall migration to Office 2000. For more information about this and the Office Developer forum, visit http://www.microsoft.com/officedev.

· Microsoft Solution Providers. Third-party companies provide assistance with converting larger, more complex Office files that contain macros, specialized graphics and extensive charts and tables. For a listing of qualified Solution Providers, visit http://www.microsoft.com/mcsp.

· Microsoft Technical Services. All Microsoft products are backed by an award-winning Technical Support group offering full access to all known issues on the Microsoft technical support Web site. For additional developer or premium support, personal assistance is also offered with a variety of packages to fit user needs. For more information on the packages available, or to query existing issues, visit the Support area on the Microsoft Web at http://www.microsoft.com/support.

Conclusion

Using the new features built into Office 2000, along with new operating systems and other information resources, administrators can make informed and intelligent decisions about desktop rollout strategies. Options like dual-file saving, converters, down-rev saving, HTML and viewers give administrators a number of ways to implement their file coexistence strategy. This means that administrators can now implement their strategy with centralized control over user desktops and seamless sharing of information among users regardless of the version of Office they currently use. The migration time to Office 2000 is minimized and users remain fully productive in the interim.

For more information: http://www.microsoft.com/office/ 


Appendix A: Upgrading from Previous Versions of Microsoft Office

This section describes how users of Microsoft( Office 4.x, Office 95, and Office 97 will share files with Office 2000 users.

General Issues to Consider

· Can files be converted when needed or should it be done up front? Companies tend to overestimate the number of files to be converted. Preparing standard document templates and addressing only active files and applications reduces the number of necessary conversions. Many documents are created and used just once, but are kept on file in case they are needed in the future. Archiving and converting files when needed can help expedite the migration process.

· How well do files convert up to Office 2000? Most files authored using earlier versions of Microsoft Office can be opened directly in Office 2000. Files that utilize advanced features such as page breaks, indexes, custom templates, macros, etc. may require additional effort to ensure that features fully migrate to Office 2000. One approach is to open and print the document in the older version, then open the same file in the Office 2000 application and compare the results. Elements missing or requiring modification will be apparent and action can be taken.

· Migrating macros to Office 2000. Simple files containing plain text with no advanced features can be opened directly in Office 2000. Some files containing complex features such as macros might not convert as easily. The following list describes issues relevant to upgrading files with macros to Office 2000:

· Word. Word 6.0 and Word 95 WordBasic macros will run in Word 2000 in most cases. If you open a Word 6.0 or 95 template containing WordBasic macros in Word 2000, the WordBasic code is converted to the equivalent Visual Basic( for Applications code.

· Excel. Due to the architectural changes introduced in Excel 97, some Visual Basic for Applications macros written in Excel 5.0 may not perform as expected in Excel 2000. Excel 2000 fully supports Excel 95 Visual Basic for Applications macros. Due to changes to the Excel architecture, however, some problems may arise with macros written in Excel 95.

For more information about macro conversion support, see the Office Developer’s Edition listed in the Additional Resources section of this document.

Sharing information with Office 97 users 

Office 2000 file formats are compatible with Office 97 for Windows. To exchange documents between these versions, simply save the file in the default Office 2000 file format. 

The following table illustrates how users of Office 97 and Office 2000 can interact with one another:

	A User Running…
	Can…

	Word 2000
	Read and write a Word 97 file.

	Excel 2000 
	Read and write an Excel 97 file.

	PowerPoint( 2000
	Read and write a PowerPoint 97 file.

	Outlook 2000
	Import all data files that were used by the user with Outlook 97.

	Access 2000
	Export data, convert to new format, save in native format, and modify so that newer version can read (but not design), and old version can still read and design.


	A User Running…
	Can…

	Word 97
	Read and write a Word 2000 file.

	Excel 97
	Read and write an Excel 2000 file.

	PowerPoint 97
	Read and write a PowerPoint 2000 file.

	Outlook 97
	Import data files that were used by the user with Outlook 2000.

	Access 97
	Not natively read an Access 2000 database.


Sharing information with Office 95 users

Both Office 95 and Office 4.x use a common file format that is different from the format used in Office 97 and Office 2000.

	A User Running…
	Can…

	Word 2000
	Read and write a Word 95 file using converters built into Word 2000.

	Excel 2000 
	Read and write an Excel 95 file using converters built into Excel 2000.

	PowerPoint 2000
	Read and write a PowerPoint 95 file using converters built into PowerPoint 2000.

	Access 2000
	Export data, convert to new format, and modify so that newer version can read but not design, and old version can still read and design.


	A User Running…
	Can…

	Word 95
	Read and write a Word 2000 file by using a supplied converter.

	Excel 95
	Only read an Excel 2000 file using a supplied viewer. No converter is available to write to an Excel 2000 file. The file must be saved as an Excel 95 file in order for the Excel 95 user to have write capabilities.

	PowerPoint 95
	Read and write a PowerPoint 2000 file by using a supplied converter.

	Access 95
	Not natively read an Access 2000 database.


Sharing information with Office 4.x users

	A User Running…
	Can…

	Word 2000
	Read and write a Word 4.x file using converters that ship with Word 2000.

	Excel 2000 
	Read and write an Excel 4.x file using converters that ship with Excel 2000.

	PowerPoint 2000
	Read and write a PowerPoint 4.x file using converters that ship with PowerPoint 2000.

	Access 2000
	Export data, convert to new format, and modify so that newer versions can read (but not design) and old versions can still read and design.


	A User Running…
	Can…

	Word 6.0
	Read a Word 2000 file using a supplied viewer, or write to a Word 2000 file using a supplied converter.

	Excel 5.0 
	Read an Excel 2000 file using a supplied viewer. No converter is available to write to an Excel 2000 file.

	PowerPoint( 4.0
	Read a PowerPoint 2000 file using a supplied viewer, or write to a PowerPoint 2000 file using a supplied converter.

	Access 2.0
	Not natively read an Access 2000 database.


Appendix B: Office 2000 Features Not Supported in Office 97 Format

File formats between Office 2000 and Office 97 are compatible. Office 97 will be able to open any Office 2000 file without a converter. However, certain formatting options available in Office 2000 will not round-trip since Office 97 does not recognize these features. The following tables describe the Office 2000 features that are not fully supported in Office 97. 

Word 2000 Features Not Supported in Word 97

	Word 2000 Feature
	Word 97 Result

	Nested tables
	Converted to tabbed text in the “parent” cell

	Floating tables
	Placed in a frame

	Table autofit
	Column widths at save time preserved

	Table cell spacing and cell padding
	Lost except left and right cell padding, generally preserved as cell “gap”

	Text around graphics in table cells
	Graphics inside cells with text wrapping on will move above the table

	Page breaks in table cells
	Lost

	Image properties
	Settings not supported in Word 97, such as vertical from line, horizontal settings, overlap disallowed, and absolute vertical positioning lost

	Text wrapping break
	Becomes line break

	Borders and Shading
	3-D border styles appear as single line borders

	Underline
	Decorative underline become single underline and underline color becomes the color of the text

	Pixels and percentage of page as measurements for images and tables
	Measurement at save time preserved

	24-bit color
	Closest match; applies to font, border, and shading

	WordArt as an inline object
	Remains inline and still editable to an extent, though much functionality is disabled

	Inline horizontal lines
	Remain inline and still editable to an extent, though much functionality is disabled

	Frameset
	Frame properties lost but individual documents saved

	FE font formats (document grid, emphasis marks, colored underlines)
	Closest match (for example, colored underlines become the same color as the font, enclosed characters are preserved) except grid which is lost

	BIDI formats (right-to-left paragraphs)
	Just as when opening a Word 97 BIDI doc, unsupported properties like r-t-l text will be dumped and the text will be l-t-r.


In addition, Word 2000 provides the option of graying out features that are not applicable when the Disable Features not Supported by Word 97 check box is selected (Tools, Options, Save). These items are also grayed out when the user saves a document in the older format or if the default Save format is the older format. These features are:

· Nested tables (Table menu)

· Frames (Web-style, Format menu)

· New Decorative Border styles (from the Borders and Shading dialog box)

· New Character Underline styles (from the Format Font dialog box)

· Underline color (from the Format Font dialog box)

· Text Wrapping Break (from the Insert Break dialog box)

· Horizontal in Vertical (“Tatenakayoko,” from the Format menu when FE UI is enabled)

· Two Lines in One (“Warichu,” from the Format menu when FE UI is enabled)

In addition, some behavior changes:

· Cannot draw a nested table

· Cannot drag a text-wrapped picture or object into a table cell

Excel 2000 Features Not Supported in Excel 97

	Excel 2000 Feature
	Excel 97 Result

	External data ranges
	Auto-refresh, column formatting, filtering and sorting do not work

	Indented format PivotTable reports
	If edited, reports change to non-indented layout but maintain character and cell formatting

	OLAP PivotTable and PivotChart reports
	Appear as read-only

	PivotChart reports
	Appear as regular charts; multiple level category labels are modified, and value axis display units convert to literal values


PowerPoint 2000 Features Not Supported in PowerPoint 97

	PowerPoint 2000 Feature
	PowerPoint 97 Result

	Animated GIF pictures
	Appear as static images without animation

	Automatically numbered lists
	Appear as bulleted lists, not numbered lists

	Graphic or picture bullets
	Appear as regular font-based bullets

	Tables
	Appear as a single grouping of shapes

	Voice narration
	Bullet point animations are not synchronized to the voice narration; there is a long gap in the audio between slides


Appendix C: Word 2000 Features Not Supported in Word 6.0/95 Format

Since not all Microsoft( Word 2000 features are supported in Word 6.0 or Word 95, saving in Word 6.0/95 format may result in loss of data or formatting. The following topics describe the Word 2000 features that are not fully supported in Word 6.0/95.

Note: When saving to Word 6.0/95 format, the only features that are actually lost are Visual Basic for Applications code and forms, and Versioning. If a user with Word 6.0 or Word 95 subsequently makes changes to the file and saves it, the following features will then be lost as the earlier application does not know how to save them. 

Word 2000 Table Features Not Supported in Word 6.0/95

	When this Word 2000 feature…
	is saved in Word 6.0/95 format…

	Vertically merged table cells
	Merged table cells are exploded into unmerged cells. 

	Vertically aligned text in table cells
	Vertically aligned text is reformatted so that the text aligns at the top of the cell. 

	Vertical text in table cells
	Vertical text is reformatted as horizontal text. 


Word 2000 Formatting Features Not Supported in Word 6.0/95

	When this Word 2000 feature…
	is saved in Word 6.0/95 format…

	Outline and heading numbered lists 
	Outline numbered lists and heading numbered lists are converted to normal text but retain their appearance. In Word 6.0 or 95, use the Bullets and Numbering command (Format menu) to format lists. 

	Multilevel bullets 
	Multilevel bullets are converted to regular text but retain their appearance. In Word 6.0 or 95, use the Bullets and Numbering command (Format menu) to format lists. 

	Page borders 
	Page borders are not converted. 

	Character shading
	Character shading is lost. 

	Character borders 
	Character borders are lost. 

	Paragraph borders 
	Paragraph borders and shading unique to Word 2000 are lost.

	Animated text 
	Animated text formatting is lost. 


	Embossed and engraved characters 
	Embossed and engraved character formatting is lost, and the text converts as white text. To change the color, select the text, click Font (Format menu), and then click Auto or Black in the Color box. 

	EMF, PNG, and JPEG graphics 
	Graphics are converted to WMF format, which does not support graphics compression. This increases the file size of documents that contain graphics. 

	Floating pictures with text wrapping around them 
	Floating pictures are converted to WMF format in frames. 

	Floating OLE objects
	Floating OLE objects are converted to OLE objects in frames. 

	Highlighting 
	Highlighting is preserved in Word 95 but lost in Word 6.0. 


Word 2000 Workgroup and Internet Features Not Supported in Word 6.0/95

	When this Word 2000 feature…
	is saved in Word 6.0/95 format...

	Password protection of documents 
	All document protection is lost. In Word 6.0 and 95, you can reapply document protection by clicking Save As (File menu), clicking Options, and then selecting the options you want on the Save tab. 

	HYPERLINK field
	The last value of the HYPERLINK field is retained as plain text, but the field itself is lost. 

	AUTOTEXTLIST field
	The last value of the AUTOTEXTLIST field is retained as plain text, but the field itself is lost. 

	Tracked changes for properties, paragraph numbers, and display fields 
	Tracked changes for properties, paragraph numbers, and display fields are lost, but other tracked changes are retained and displayed with revision marks. (In Word 95 and Word 6.0, tracked changes are called revisions.) 

	Document protection for tracked changes, comments, and forms 
	All document protection is lost. In Word 6.0 and 95, you can reapply document protection for tracked changes, comments, and forms by clicking Protect Document (Tools menu) and selecting the options you want. (In Word 6.0 and 95, comments are called annotations.) 

	New document properties introduced in Word 95 
	New document properties are preserved in Word 95 but lost in Word 6.0. Use the Properties command (File menu) to store information about the document, such as title, subject, author, manager, company, and so on. 


Other Word 2000 Features Not Supported in Word 6.0/95

	When this Word 2000 feature…
	is saved in Word 6.0/95 format…

	Visual Basic( for Applications macros 
	All macros created with Visual Basic for Applications in Word 2000 are lost.

	ActiveX( controls on forms 
	ActiveX controls can be used but not modified. 

	Unicode characters
	These can result in data loss. Unicode characters (2 bytes per character) are mapped to corresponding ANSI, or are converted to question marks (?). Foreign language characters are the most likely to be affected. 

	DOCPROPERTY field
	The DOCPROPERTY field is retained in Word 95. In Word 6.0, the field appears as "Error! Bookmark not defined." 

	Embedded fonts 
	Embedded fonts are lost, and Word 95 or Word 6.0 assigns the closest font available. 

	WordArt drawing objects or drawings created using the Drawing toolbar 
	Basic shapes such as lines and boxes are retained. WordArt drawing objects and shapes that are grouped together are lost.


Appendix D: Saving Workbooks in Microsoft Excel 5.0 or 95 Format

Microsoft( Excel 2000 can save workbooks in previous formats; however, not all Excel 2000 features are supported in previous versions. Because of changes to the Excel file format, saving an Excel 2000 workbook in a previous version can result in lost data and lost or changed formatting. This section describes features that are not fully supported in Excel 5.0 or Excel 95.

Basic Use Features

	When this Excel 2000 feature…
	is saved in Excel 5.0/95 format…

	32,000 characters per cell
	Characters beyond the 255th character are truncated.

	65,536 rows per worksheet
	Data in rows below row 16,384 are truncated.


Formatting Features

	When this Excel 2000 feature…
	is saved in Excel 5.0/95 format…

	Angled text
	Angled text is reformatted to horizontal orientation.

	Conditional formatting
	Conditional formatting is lost, and cells are reformatted as normal text.

	Data validation
	Lost in the conversion. 

	Indenting within cells 
	Indentation within a cell is lost, and data remains left­aligned. 

	Merge cells option on the Alignment tab in the Cells dialog box (Format menu) 
	Merged cells are unmerged. 

	New border styles
	New border styles are converted to the nearest border style available in Excel 5.0 or 95. 

	Partial page breaks
	Partial page breaks are converted to full page breaks. 

	Shrink to fit option on the Alignment tab in the Cells dialog box (Format menu) 
	Text and data retain the same point size they had before Shrink to fit was selected. 


Formulas and Functions Features

	When this Excel 2000 feature…
	is saved in Excel 5.0/95 format…

	Defined labels
	Lost in the conversion. 

	English language references in formulas 
	English language references are converted to A1 reference notations. However, names of named cells and ranges are preserved. 


Charting Features

	When this Excel 2000 feature…
	is saved in Excel 5.0/95 format…

	3­D bar shapes (cylinder, pyramid, and cone) 
	3­D shapes are converted to 3­D column charts. 

	Angled text on axis and data labels 
	The text is formatted straight (0 degrees). 

	Bubble chart format
	Bubble charts are converted to type 1 XY scatter charts. 

	Data tables on charts
	Lost in the conversion.

	Gradient fills
	Gradient fills are converted to the nearest color and pattern. 

	Office Art objects
	Office Art objects are converted to the nearest available shape and tool. 

	Pie­of­pie and bar­of­pie chart types 
	These charts are converted to type 1 pie charts. 

	Time series axis
	Special scaling information is lost, and the axis is converted to a normal category axis. 


PivotTable( Features

	When this Excel 2000 feature…
	is saved in Excel 5.0/95 format…

	Calculated fields, calculated items, and formatting based on structure 
	These PivotTable features are preserved until the user makes changes to or refreshes the data in the PivotTable view. Then they are lost. 

	PivotTable properties sheet 
	All new properties are lost. These include: 

Page field placement across columns or down rows, Alternate strings for NA and error cell display, Server­based page fields 

AutoSort and AutoShow on fields, 

Multiselect on page fields, Persistent grouping and sorting, Data fields displayed as numbers 

	Preserved formatting
	Formatting is saved, but structured behavior is lost as soon as the user makes changes to or refreshes the PivotTable data. 


Workgroup and Internet Features

	When this Excel 2000 feature…
	is saved in Excel 5.0/95 format…

	Comments
	Comments are converted to CellTips. 

	Hyperlink (Insert menu) 
	The HYPERLINK value is lost. 

	Multiuser workbooks
	Sharing is disabled, and the change log is lost. 

	Revision marks and audit trail 
	Lost in the conversion; the change log is also lost. 


Data Access Features

	When this Excel 2000 feature…
	is saved in Excel 5.0/95 format…

	Parameterized queries
	Parameterized queries cannot be executed or edited. 

	Report templates
	Lost in the conversion. 

	Shared queries (connections without a data source name, or DSN) 
	Files that contain connections without DSN are supported in Excel 95 (with ODBC 2.0). In Excel 5.0 (with ODBC 1.0) the user is prompted for connection information. 


Programmability Features

	When this Excel 2000 feature…
	is saved in Excel 5.0/95 format…

	New Excel 2000 objects, methods, and properties
	Not all programming elements are supported. 

	ActiveX( controls (formerly OLE controls or OCX) 
	ActiveX controls appear in the workbook but cannot be used. 

	User forms dialog controls 
	Lost in the conversion. 


Appendix E: Saving Presentations in PowerPoint 95 Format

The goal for the PowerPoint( presentation graphics program in converting files is to preserve visual accuracy as much as possible. In some cases, this results in a loss of editing ability or an increase in file size. The following sections describe PowerPoint 2000 features that are not fully supported in PowerPoint 95 and may be lost during the down-rev saving process.

Basic Features

	When this PowerPoint 2000 feature…
	is saved in PowerPoint 95 format…

	Animated chart elements
	Animated chart elements are displayed as static chart objects. PowerPoint 95 users must have Microsoft( Graph to edit charts.

	Custom shows
	Slides appear in the presentation, but they are not designated as a group.

	Elevator effects
	Elevator effects are converted to Wipe Up effects.

	Native format movies and sounds
	Movies and sounds are converted to Media Player and Sound Recorder objects.

	Play options for CD tracking and movie looping
	Play options are ignored.


Graphics Features

Note: In general, graphics features in PowerPoint 2000 are converted to their closest equivalent in PowerPoint 95.

	When this PowerPoint 2000 feature…
	is saved in PowerPoint 95 format…

	3‑D effects
	3‑D effects are converted as pictures. 

	AutoShapes
	If there is no matching shape, AutoShapes are converted to freeform shapes.

	Composite shapes
	Composite shapes are converted to separate shapes and lines, which are grouped together.

	Connectors
	Connectors are converted as freeform lines, and lose their automatic connecting behavior.

	Curves
	Curves are approximated with connected line segments.

	Gradient fills
	Semi‑transparency is lost on gradient fills.

	Joins and endcaps of lines
	On AutoShapes, these become mitered joins and round endcaps. On freeform shapes, they become round joins and round endcaps.

	Objects that are linked or embedded
	Brightness, contrast, and color transformation settings are lost.

	Picture brightness, contrast, and color transformation
	These are rendered at current PowerPoint 97 settings.

	Picture fills
	Picture fills are converted to picture objects.

	Picture fills on shapes
	The shape is converted as a picture object and is given a solid fill with the last applied foreground color.

	Shadows, engraved
	Engraved shadows take on embossed shadow effects.

	Shadows, perspective
	Perspective shadows are converted as shapes and grouped with the shape casting the shadow.

	Shapes or arcs with attached text that are new in PowerPoint 97
	These are converted to PowerPoint 95 freeform shapes or arcs and text boxes.

	Text box margins
	Margins are averaged to center the text block in the box.

	Text effects
	Text effects are converted as pictures. 

	Thick compound lines
	Thick compound lines are converted as picture objects.


Workgroup and Internet Features

	When this PowerPoint 2000 feature…
	is saved in PowerPoint 95 format…

	Comments
	Comments are converted to rich text format; hidden comments are displayed.

	Hyperlinks that combine Play Sound with other action settings
	Play Sound settings are lost.

	Hyperlinks embedded within an object
	The hyperlinks are lost. 

	Action settings embedded within an object.
	The action settings are lost.


Other Features

	When this PowerPoint 2000 feature…
	is saved in PowerPoint 95 format…

	Charts
	Users cannot edit charts unless they have Microsoft Graph. 

	Clip Gallery
	The clip art is rendered as a picture object; double‑clicking clip art does not launch ClipArt Gallery in PowerPoint 95.

	PowerPoint macros
	PowerPoint macros are lost; there is no macro language in PowerPoint 95.

	Unicode characters (two bytes per character)
	Unicode characters are mapped to corresponding ANSI. Foreign language characters are most likely to be affected.
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