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Deploying, Administering and Supporting Microsoft Office 2000 (Course 1332)
Course Description

Published: October 1998 

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

Course Overview

This course provides students with the knowledge and skills required for deploying, administering and supporting Microsoft( Office 2000. The course provides students with the skills required to plan a deployment strategy and to perform installation and configuration tasks, as well as the skills required to perform day-to-day administration tasks in an Office 2000 environment. This course also teaches students how to troubleshoot installation, configuration and administration problems. 

Audience

This course is intended for Microsoft Certified Systems Engineers, network administrators, and support professionals who are planning to deploy Office 2000. 

Student Prerequisites

This course requires that students meet the following prerequisites:

· Proficiency in using the Microsoft Windows( interface to locate, create and manipulate folders and files, to create shortcuts and to configure the desktop environment

· Knowledge of basic computer hardware components, including computer memory, hard disks, central processing units (CPUs), communication and printer ports, display adapters, and pointing devices

· Completion of Course 803, Administering Microsoft( Windows NT( 4.0 Core Technologies, or equivalent knowledge

· Administration of a Web Server or experience with Microsoft Internet Information Server 4.0

· Experience supporting networks or end users

Objectives

At the end of this course, the student will be able to:

· Identify the key features of Microsoft Office 2000.

· Identify the total cost of ownership (TCO) benefits of Office 2000.

· Install Office 2000. 

· Use Microsoft Windows Installer.

· Configure a desktop profile using the Office Profile Wizard.

· Uninstall Office 2000.

· Describe the use of HTML file formats in Office 2000.

· Install an Office Web Server and use the Office Web Components.

· Set up Presentation Broadcasts.

· Install and manage Office Web Server Extensions.

· Upgrade from earlier versions of Office and use the dual file formats.

· Perform a Custom Network Installation.

· Manage the System Policy Editor and templates.

· Manage User Profiles and Office configurations.

· Customize Help in Office 2000.

· Troubleshoot Office 2000 installations.

Basic Instructional Strategy

This five-day, instructor-led course is a combination of interactive demonstrations, video clips, and hands-on labs. The objective of the course is to provide students with essential information required to be successful in administering and installing Microsoft Office 2000. Labs and demonstrations will be presented directly after teaching points to help reinforce learning.

Localization

This course will be localized.

Course Outline

Module 1: Introduction to Office 2000

In this module, students will be introduced to Office 2000 and given a product overview. Special attention will be placed on major product enhancements that affect large environments, such as total cost of ownership, Web support, and new user interface features.

Objectives 

At the end of this module, you will be able to:

· Describe the major new features in Office 2000.

· Define the total cost of ownership benefits and describe the advantages over previous versions of Office.

· Explain how the new Web features will benefit large installations.

· Understand the new user interface features.

Lessons

· Introduction to Microsoft Office 2000

· Total Cost of Ownership 

· Installation and Deployment

· Upgrading

· Roaming Usage and Remote Usage

· Application Resiliency

· Help Customization

· Web Support

· Office Server Extensions

· Collaboration

· Internet Standards

· New Feature Overview

· Personal Productivity

· HTML File Format

· Internet Standards

Lab 1: None planned

Module 2: Installing Office 2000

In this module, students will be introduced to installing Office 2000 on a single desktop. The focus will be on general installation options. This module also sets up Module 3, which provides hands-on exercises for the student. Future modules will deliver information about large-scale deployments. At this point, the student is still being introduced to the Office 2000 environment.

Objectives

At the end of this module, you will be able to:

· Define the system requirements for installing Office 2000.

· Install and configure Office 2000 on a single desktop.

· Use the Microsoft Windows Installer.

· Configure a desktop profile using the Office Profile Wizard.

· Uninstall Office 2000.

Lessons

· Installing on a Single Desktop

· System Requirements

· CD-Based Install

· Microsoft Windows Installer

· Run from My Computer

· Run from CD or Network

· Install on First Use

· Not Available

· Using the Office Profile Wizard

· Uninstalling

· Office Removal Wizard

· Removing Prior Versions During Office Setup

· Running the Office Removal Wizard

· Customizing the Office Removal Wizard

Lab 2: Installing Office 2000

· Install Office 2000

· Configure and Save Office Application Settings Using the Office Profile Wizard

· Modify Settings

· Restore Settings Using the Office Profile Wizard

Module 3: Application Overview

In this module, students will be given a hands-on tour of the Office 2000 suite. All products will be reviewed and the focus will be on key new features. This module will also serve as an opportunity to demonstrate end-user enhancements. The remainder of the course will focus on system administration features and issues.

Note: The lab for this module is broken up into mini-labs which follow the discussion of each Office 2000 component.

Objectives

At the end of this module, you will be able to:

· Describe the new features of Word 2000.

· Describe the new features of Excel 2000.

· Describe the new features of PowerPoint( 2000 presentation graphics program.

· Describe the new features of Access 2000.

· Describe the new features of Outlook( 2000 messaging and collaboration client.

· Describe the new features of Front Page( 2000 Web site creation and management tool.

· Describe features supported by Web browsers.

Lessons

· Word 2000

· Web-Centered Document Creation

· Enhancing Productivity

· Worldwide Usage

· Application Resiliency

Lab 3.1: Using Word 2000

· Excel 2000

· Collaboration

· Analysis Tools

· Web Components

· Connectivity to Enterprise Data

· Productivity

Lab 3.2: Using Excel 2000

· PowerPoint 2000 

· Personal Productivity

· Graphics

· Collaboration

· HTML

Lab 3.3: Using PowerPoint 2000

· Access 2000

· Personal Productivity

· Corporate Reporting

· Connectivity to Enterprise Data

· Programmability

· Worldwide Support

Lab 3.4: Using Access 2000

· Outlook 2000

· Support Office Standards

· Internet Standards

· User Enhancements

· Collaboration

· Remote Usage

Lab 3.5: Using Outlook 2000

· FrontPage 2000

· Workgroup Web Sites

· Control and Flexibility

· Ease of Use

Lab 3.6: Using FrontPage 2000

· Office 2000 and Web Browsers

· Features Supported Using Microsoft Internet Explorer 5

· Features Supported Using Version 4 Browsers

· Features Supported Using non-Version 4 Browsers

Lab 3.7: Using Microsoft Internet Explorer 5

Module 4: Using Office 2000 Web-based Capabilities

In this module, students will be introduced to the new Web support features of Office 2000. 

Objectives

At the end of this module, you will be able to:

· Describe the use of HTML file formats in Office 2000.

· Describe how to use a Web Server.

· Use Office Web Components.

Lessons

· HTML File Support

· Round Tripping

· XML

· CSS

· Data Access Pages

· PowerPoint and VML

· Using a Web Server

· Saving Files to a Web Server

· Web Internationalization

· Update Links

· Office Web Components

Lab 4: Managing Web-based Documents

· (Pre-install Web Server on Instructor Machine)

· Save as HTML

· Save Files to Web Server

· View Files in Microsoft Internet Explorer

· View Directory Structure

· View the XML that is Added to the HTML Document

Module 5: Supporting Collaboration

In this module, students will learn about the various collaboration features inherent to Office 2000. This module will emphasize allowing multiple users access to documents (and therefore information) in a large corporate intranet.

Objectives

At the end of this module, you will be able to:

· Describe how to use the collaboration features.

· Explain how to implement threaded discussions.

· Identify the server requirements for an online PowerPoint delivery.

· Perform an online PowerPoint delivery.

Lessons

· Discussions

· Application-based Discussions

· Implementing Inline Threaded Discussions

· Browser-based Discussions

· Implementing General Discussions

· Notifications

· Real-Time Collaboration

· Using NetMeeting( Conferencing Software

· Presentation Broadcasts

· Using NetShow( Server

· Server Requirements

· Number of Users Supported

· Using PowerPoint 

· Server Requirements

· Number of Users Supported

Lab 5: Collaboration with Office 2000

· Post PowerPoint Presentation to Web Server

· View Presentation in Internet Explorer 5

· Threaded Discussions.

Module 6: Implementing a Web Server

In this module, students will learn about the server tools needed to support both the Web and collaboration features of Office 2000. Emphasis will be placed on what the administrator needs to understand about configuring an Office Web Server and support for security.

Objectives

At the end of this module, you will be able to:

· Describe what role the Office Server Extensions perform.

· Install the Office Server Extensions.

· Explain the security issues.

· Identify the supported operating systems.

Lessons

· Office Web Server Extensions

· What Office Server Extensions Do

· Compared to FrontPage Server Extensions

· Installing Office Server Extensions

· OLE DB API

· WebPost API

· Security

· Supported Operating Systems

· Features Supported Via HTTP

· Using Straight HTTP (no extensions, on any HTTP server)

· Using FrontPage Server Extensions

· Using Office Server Extensions and Internet Information Server 4

· Discussions

· Notifications

· Offline Document Marking

· Incorporated Administration Site

· Collaboration Notifications

· SMTP

· SQL Server

· Storing Discussions in a SQL Server Database

· Managing the Discussions Database

· Advantages of using SQL Server

Lab 6: Using Office Server Extensions

· Install Office Server Extensions

· Install Personal Web Server

Module 7: Supporting Coexistence and Migration

In this module, students will be introduced to the features of Office 2000 that provide administrators and support engineers with the ability to upgrade existing Office deployments. Office 4.x, Office 95 and Office 97 will be discussed.

Objectives

At the end of this module, you will be able to:

· Install Office 2000 using the upgrade features. 

· Explain the file compatibility with previous versions of Office.

· Use the Office Version Removal Wizard to uninstall previous versions.

· Use the Office Converter Pack to update file formats.

· Integrate with Web Browsers.

Lessons

· Office 2000 Upgrade Features

· File Compatibility

· Dual File Format Save

· Access Exception

· When to Use HTML File Format

· Office 95/4.x Migration

· Default User Settings Profile

· Upgrade Utilities

· Office Version Removal Wizard

· Office Converter Pack

· Using the Converter Wizard (to convert an entire folder of files)

Lab 7: Coexistence and Migration

· Use Dual File Formats

· Use the Default Profile

Module 8: Supporting User Configurations

In this module, students will be introduced to the features of Office 2000 that support both roaming and remote users. In addition, this module will discuss possible “real-world” scenarios that administrators may face when supporting non-traditional offices.

Objectives

At the end of this module, you will be able to:

· Describe the new features for multinational organizations.

· Disable the user interface using the System Policy Editor.

· Use the System Policy template to establish default settings and limit the user interface.

· Describe the features of Office 2000 that support roaming users.

· Implement the storage of profiles on a network server.

· Use the Template Manager to support roaming users.

· Explain the low bandwidth issues for laptop users.

· Explain the use of local and remote profiles.

· Describe how to support users in a terminal server environment.

Lessons

· Multinational Organizations

· Worldwide Executable

· Support for the New European Currency (euro)

· Multilingual User Support

· System Policies

· System Policy Editor

· System Policy Template

· Centralized Administration

· Custom Installation Wizard

· Roaming Users

· Laptop Users

· Multiple Users

· Supporting Users in a Terminal Server Environment

· Terminal Server Platform Detection

· Performance Optimization

· Machine and User Data Separation

Lab 8: Using the System Policy Editor

· Specify User Interface Settings

· Create a Local Profile Using Profile Wizard

· Roaming Users

Module 9: Extending and Customizing Help

In this module, students will learn how to customize and extend the Office 2000 online help system. Lower support costs (TCO) will be emphasized by allowing administrators to provide company-specific Help messages.

Objectives

At the end of this module, you will be able to:

· Explain how to customize Help in Office 2000.

· Implement the Answer Wizard builder.

· Add Help topics to the index.

· Create customizable alerts.

· Describe how to access Help on the Internet. 

Lessons

· Customizing Office 2000 Help

· Answer Wizard Builder

· Adding Help Topics

· Organization-specific Topics

· Customizable Alerts

· Help on the Web

· Search http://www.microsoft.com/office/ directly from Help

· HTML Help

Lab 9: Creating Customized Help

· Implement Customized HTML Help

· Create a Customized Alert

Module 10: Planning a Deployment

In this module, students will begin to learn about the various considerations and features included in Office 2000 for planning a large-scale deployment. Both the Microsoft Installer and Systems Management Server (SMS) will be introduced as possible ways to install Office 2000 to multiple desktops.

Objectives

At the end of this module, you will be able to:

· Create a Custom Network Installation.

· Describe the system and network requirements to use Systems Management Server to deploy Office 2000.

· Plan a deployment of Office 2000 using real-life scenarios. 

Lessons

· Custom Installation

· Network Installation Location

· Customizing Applications

· Setting Available Features

· User Interface Settings

· Using the Internet Explorer Administration Kit 

· Administrating Outlook

· Administrator Permissions and Security

· Administrator Rights

· Windows NT Security Factors

· Deployment Scenarios

· Installing Applications Separately

· Multi-tiered Administrator Deployment

· Deploying Office 2000 in a Terminal Server Environment

· Using Systems Management Server to Deploy Office 2000

· Network Requirements

· Hardware and Software Requirements

· Push Installation

Lab 10: Deploying Office 2000

· Perform an Administrative Install

· Use the Custom Installation Wizard

Module 11: Maintaining and Troubleshooting Office 2000

In this module, students will learn about features of Office 2000 that provide for both ongoing maintenance and troubleshooting. Special attention will be placed on the ability of Office 2000 to “self-correct” application errors, thus reducing overall TCO.

Objectives

At the end of this module, you will be able to:

· Describe the self-repairing applications in Office 2000.

· Explain how applications detect and repair.

· Describe the use of the Profile Wizard to restore a system.

· Explain and implement an Office alert.

Lessons

· Application Resiliency Tools

· Self-Repairing Applications

· Detect and Repair Feature

· Automatic Component Installation

· Repairing the Registry

· Virus Protection

· Macro Virus

· Tools for Supporting Users

· Profile Wizard

· Hard-Drive Failure

· Office Alerts

· Troubleshooter

· Microsoft Knowledge Base

Lab 11: Using Resiliency Tools

· Use Self-Repair Tools to Replace Deleted DLL

· Uninstall Office Application and Restore Using a Profile 

Classroom Requirements

This course requires a classroom with one computer for the instructor and one computer for each student. The hardware and software required for each computer follows. All hardware must be on the Windows NT Hardware Compatibility List (HCL).

Instructor Computer

The instructor computer requires the following minimum hardware and software configuration.

Hardware

The following hardware is required for the instructor computer:

· Pentium 133 

· 64 megabytes (MB) of RAM

· 2-gigabyte (GB) hard disk

· CD-ROM drive

· Network adapter

· Super VGA (SVGA) monitor

· Internet access

· Sound card with amplified speakers

· Microsoft Mouse or compatible pointing device

Software

The following software is required for the instructor computer:

· Microsoft Windows NT Server 4.0 

· Microsoft Windows NT Workstation 4.0

Student Computer

Each student computer requires the following hardware and software configuration.

Hardware

The following hardware is required for each student computer:

· Pentium 133

· 64 MB of RAM

· 2-GB hard disk

· CD-ROM drive

· Network adapter

· SVGA monitor

· Sound card with headphones or speakers (recommended)

· Microsoft Mouse or compatible pointing device

Software

The following software is required for each student computer:

· Microsoft Windows NT Server 4.0

· Microsoft Windows 98

Reference Materials

One copy of the following reference materials should be available in the classroom:

· Microsoft Office 2000 Resource Kit

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