
[image: image1.jpg]£ Bffice

Small Business Edition 2003




Microsoft Office Small Business Edition 2003
Product Guide
August 2003
Contents

2Introduction

Small-Business Marketplace
2
The Microsoft Office System
2
Personal Impact
2
Effective Teaming
2
Business Information
2
Process Management
2
Office Small Business Edition 2003
2
What’s Included
2
Acquiring, Retaining, and Managing Customers
2
Outlook 2003 with Business Contact Manager
2
Customer Scenarios
2
Scenario 1: Wingtip Toys
2
Scenario 2: Alpine Ski House
2
Creating Impressive Sales and Marketing Materials  In-House
2
Publisher 2003
2
PowerPoint 2003
2
Office Online
2
Managing Information and Communication Securely and Efficiently
2
Outlook 2003 Improvements
2
Reducing Junk Mail and Enhancing Privacy Protection
2
Handling E-Mail More Efficiently
2
New! Mail Desktop Alert
2
New! QuickFlags
2
New! Search Folders
2
Faster E-Mail Synchronization with Exchange Server
2
Integrated Collaboration with Windows SharePoint Services
2
Document Workspaces
2
Creating a Document Workspace
2
Creating a Document Workspace Through an Office Application
2
Creating a Document Workspace for a Document on a SharePoint Site
2
Working in a Document Workspace Site
2
Meetings Workspaces
2
Improved! Outlook 2003 and Windows SharePoint Services
2
New! Internet Faxing
2
Using Fax Services
2
Office 2003 Editions Productivity Enhancements
2
File Format Compatibility with Older Versions
2
Additional Functionality in Office Professional Edition 2003
2
Access 2003
2
Linked Tables Between Access 2003 and Windows SharePoint Services
2
Extended Support for XML
2
Better Information Intelligence and Exchange
2
Key Functionality Enabled by Advanced XML Support
2
New! IRM in Office Professional Edition 2003
2
Appendix A: Product Highlights
2
Outlook 2003 with Business Contact Manager
2
Outlook 2003
2
Publisher 2003
2
PowerPoint 2003
2
Word 2003
2
Excel 2003
2
Appendix B: System Requirements
2



Microsoft Office Small Business Edition 2003

Product Guide 

____________________________________

Introduction
Small-Business Marketplace
For small businesses, life is more complex — and more challenging — than ever. Customers expect faster, more personalized service. Employees require instant access to ever-increasing volumes of information. Marketing budgets are small and competition is fierce. And although a number of tools and technology are available to address these issues, small businesses don’t have the information technology (IT) staff to implement and integrate new software, much less the time and resources to retrain all their employees. They need the software they already know and use every day to address their key challenges:

· Keeping track of customer information in one place, so commitments and opportunities don’t fall through the cracks.
· Eliminating the long lead times and expense of outsourcing sales and marketing materials.
· Increasing responsiveness to time-sensitive business opportunities. 
· Managing overwhelming amounts of information and e-mail messages.
· Streamlining business processes to increase operational efficiency and cut costs.
· Finding the right information faster to make better decisions and take more effective action.
· Enabling employees to be more efficient, whether working in the office or remotely.
· Marketing products and services more effectively and efficiently to stay ahead of the competition.
The Microsoft Office System
Microsoft Office has undergone an important transformation. Building on familiar programs that small businesses and their employees already know, Office has evolved into a comprehensive, integrated system designed to help companies tackle a broad array of business issues. Office Small Business Edition 2003 is the Microsoft Office System product designed specifically to meet the needs of small businesses. 

Other programs within the Microsoft Office System can help businesses generate more business value by improving productivity in four key areas.  
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Personal Impact

These programs help individuals improve their ability to contribute in an increasingly demanding business environment.
Benefits: Users can use familiar tools, connect to colleagues, and access key information. 

Supporting Microsoft Office System Programs: Microsoft Office OneNote™ 2003, Microsoft Office Publisher 2003, Microsoft Office SharePoint™ Portal Server 2003, Microsoft Office Visio® 2003

Effective Teaming

These programs foster communication and collaboration to get teams, partners, organizations, and customers on the same page so they work together with speed and agility. 

Benefits: Users can collaborate with others; simplify team interaction and communicate easily
Supporting Microsoft Office System Programs: Publisher 2003, Microsoft Office Outlook® 2003 with Business Contact Manager, Microsoft Office Project Professional 2003, Visio 2003, Microsoft Office InfoPath™ 2003, SharePoint Portal Server 2003, Microsoft Office Live Communications Server 2003
Business Information

These programs provide more people in the organization with better visibility into business information so they can gain deeper insights, make better decisions, and take more effective action.

Benefits: Users can streamline and automate processes, maximize opportunities, and improve information inefficiencies. 

Supporting Microsoft Office System Programs: Microsoft Office FrontPage® 2003, Project Professional 2003, Visio 2003, InfoPath 2003, SharePoint Portal Server 2003
Process Management

These programs help improve organizational ability to anticipate, manage and respond to changes in the marketplace in order to maximize opportunities.

Benefits: Users can streamline and automate processes, maximize opportunities, and improve information inefficiencies. 

Supporting Microsoft Office System Programs: Project Professional 2003, InfoPath 2003, SharePoint Portal Server 2003, Visio 2003, FrontPage 2003

Office Small Business Edition 2003
With Office Small Business Edition 2003, a personal and business productivity solution, small businesses can better keep track of all their customer information, sell more effectively, lower their marketing costs, be more responsive than their competitors, and gain greater operational efficiency and business insight, without having to retrain employees. Office Small Business Edition 2003 enables small business employees to do the following:
· More effectively manage customers and sales opportunities to build profitable business relationships.
· Create and publish impressive sales and marketing materials for print, Web, e-mail, presentations and CDs in-house.
· Manage e-mail and share information efficiently and securely with business partners, customers and employees.
These capabilities are all provided through the same integrated and easy-to-use software small-business employees, customers, and partners already know and use every day. In addition, with Office Small Business Edition 2003, customers will experience these benefits:

· Reliability

· File compatibility

· Additional templates, user assistance, and add-ons available online

· A large community of technology partners

What’s Included

Office Small Business Edition 2003, available in Retail, Original Equipment Manufacturer (OEM), and Volume Licenses, includes the following Microsoft Office System programs: 

· Microsoft Office Word 2003

· Microsoft Office Excel 2003

· Outlook 2003 with Business Contact Manager 

· Microsoft Office PowerPoint® 2003 

· Publisher 2003

Acquiring, Retaining, and Managing Customers

With customer information often scattered across different locations, small businesses struggle to stay on top of all of their customer commitments and keep opportunities from falling through the cracks. Without the right tools, consistently following up on sales leads and business opportunities takes more time than sales representatives typically have, and gaining a clear, integrated view into the sales pipeline and expected cash flow is often impossible. 

While many small businesses need a single-user desktop solution that helps business owners and salespeople manage customer contacts and sales opportunities, they often don’t need the expense and complexity associated with a full-fledged multiuser customer relationship management (CRM) solution. In fact, the market for affordable, easy-to-use basic contact management applications is large: According to AMI Partner research, 73 percent of small businesses with 1 to 9 employees already use some sort of business contact management software. But even small businesses using such applications still don’t have all the tools to effectively manage business contacts and sales opportunities. Instead, information about sales opportunities and accounts exists in disconnected data islands that span multiple applications and various online and print sources, forcing employees to spend valuable time juggling different applications and chasing down sales-related data. Nor do these businesses have efficient methods for managing sales opportunities or marketing to new and existing customers, which can directly result in missed opportunities, poor business decisions and, ultimately, lost revenues. And when busy salespeople are presented with new applications that might at least partially address the situation, they simply don’t have the time or willingness to learn to use the new software. 

Outlook 2003 with Business Contact Manager
Office Small Business Edition 2003 includes Outlook 2003 with Business Contact Manager, an add-in to Microsoft Outlook designed specifically for the entrepreneur, salesperson or employee, in a small business of fewer  than 25 employees and with little or no IT infrastructure, who needs a single-user contact management solution to manage his or her business contacts and sales opportunities in Outlook. With Outlook 2003 with Business Contact Manager (which is also included in Microsoft Office Professional Edition 2003), small businesses can manage business contacts more efficiently, track sales opportunities, run reports on sales activities and send targeted marketing e-mail. Over 99 percent of small businesses already use Internet service provider (ISP)-based e-mail (such as POP3, IMAP or HTML-based mail). Because Outlook with Business Contact Manager has been designed to work primarily with such e-mail systems, Business Contact Manager is not enabled when Outlook 2003 is used in combination with an Exchange Server or Small Business Server configured for MAPI-based e-mail. Businesses with more sophisticated needs (such as multiple users or Web access) are advised to look into Microsoft Exchange Server as a collaborative communications server and Microsoft Business Solutions Customer Relationship Management for incident management and opportunities to pursue business leads using a searchable knowledge base and reporting tools.
The features in Outlook 2003 with Business Contact Manager that can help small businesses acquire, retain, and manage customers include these:

· Accounts and Business Contacts. Users can create and manage accounts, business contacts, and sales opportunities in Outlook 2003. They can establish associations between companies and individual contacts; automatically capture Outlook e-mail messages, notes and calendar items; and link documents for immediate access to relevant information.
· Familiar Outlook user interface. Outlook 2003 with Business Contact Manager was designed to enable small businesses to take full advantage of Outlook, the contact and e‑mail management application they already use. Without leaving the familiar Outlook environment, employees are equipped with the tools and information they need to manage business contacts and to connect information and processes so they can capitalize on sales opportunities more effectively. Within Outlook 2003, they can create and manage accounts, business contacts and sales opportunities, and establish associations between companies and individual contacts. For example, small-business employees can use the Accounts and Business Contacts feature to establish explicit associations between the companies they’re doing business with and the individual contacts who work there, eliminating confusion when they’re working with companies with multiple contact points. 
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· Activity History. This feature automatically consolidates customer data. Users see all activities related to an account, business contact or business opportunity consolidated in the Activity History, so they have instant access to all the information they need to work effectively with customers and other business contacts. All information related to interactions with individuals or companies — including e-mail messages, calendar items, notes, attached documents, and faxed or scanned items — can be accessed, viewed, and updated from this location. 
· Business Opportunities. This feature tracks leads and sales prospects, so small businesses can stay on top of opportunities to maximize sales potential. Users can create a contact page containing essential information for every business opportunity; set reminders, rules or alerts to follow up; and store other data as the relationship evolves, so they can manage the opportunity throughout the sales cycle. Simply by clicking on the opportunity form, they can view a complete activity history and the product or service being sold, as well as sales stage and probability of closing the sale. Relevant information can be associated with the opportunity at any time, including up-to-date product pricing information that can be imported easily. Employees can then use that information to assess revenue potential, build accurate quotes, and provide fast, accurate answers to questions from customers. 
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· Reporting. More than 20 customizable preformatted business reports allow small businesses to keep track of the sales pipeline, account history, neglected accounts and more. To accurately measure and predict sales activity across opportunities and existing customers, users can run reports that show sales status, order information, and probability of closing, for all opportunities and accounts or for a specific subset that they define. Salespeople can filter data to view status for accounts they’re working on, or to show customers and opportunities that haven’t been contacted recently, and then export the results to Word 2003 or Excel 2003 for further analysis. Equipped with this information, they can more easily set priorities for sales efforts, organize daily tasks, and make sure that customer requests and opportunity follow-ups don’t fall through the cracks. 
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· Integration with bCentral List Builder. This service helps users create more effective e-mail marketing campaigns. By integrating Business Contact Manager customer lists with the Microsoft bCentral™ List Builder, businesses can send their customers personalized, professional e-mail messages and e-mail newsletters; automatically purchase and import targeted leads to acquire new customers; and evaluate the effectiveness of their e-mail communications by tracking who opened their e-mail messages and which links they clicked on as well as processing opt-out requests and bounced e-mail messages.
· Integration with Office. Users can link Office documents with their contacts and accounts, import price lists from Microsoft Excel, and create personalized newsletters using Microsoft Word and Microsoft Publisher templates.
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Customer Scenarios

The following scenarios illustrate how two different companies might work with Microsoft Office Outlook 2003 with Business Contact Manager to manage opportunities more efficiently, connect with customers more effectively, and provide employees with easy-to-use tools that help them work at maximum potential.

Scenario 1: Wingtip Toys

Wingtip Toys, an education games distributor, has 10 employees, four of whom who manage sales efforts in addition to other responsibilities. To keep pace within a competitive market, the business recently expanded its distribution line from 10 to 25 items. Inquiries and sales have increased significantly, but the company cannot afford to hire more employees.

Problem: 
Methods for managing sales-related processes and information are inefficient, leading to missed opportunities, erratic service, and frustrated customers and employees. 

Employees at Wingtip Toys rely on ad hoc tracking methods for managing sales opportunities and customer accounts, wasting considerable time tracking down information scattered across e‑mail messages, documents stored in different applications and paper trails. Because the number of inquiries from customers and prospects has increased significantly over the past few months, employees often find themselves in a sea of phone slips and e-mail requests, struggling to make sense of who they should contact first. As a result, important sales opportunities often fall through the cracks and follow-ups occur erratically or not at all; all too often, prospects and customers are forced to call in themselves to check up on a pending sale or a reorder for products, often to deal with an employee who can’t locate the information they need.

Though not ideal, the situation has been manageable — until now, when an expanded product line and the need for increased sales revenues to accommodate business growth have pushed existing resources to the breaking point. For example, employees can’t keep track of pricing for new items, so it’s nearly impossible for them to forecast revenues for pending sales or build accurate quotes for customers. Adding to the pressure is the fact that Wingtip Toys’ customer base is increasingly made up of larger companies with multiple contacts interested in multiple products. The staff doesn’t have an effective way to organize account and contact information that ensures they respond to the right people with the right information. Frustrated with working 12-hour days, no one is willing to spend even more time learning the new software that the business owner wants to purchase. 

Solution: 
Outlook 2003 with Business Contract Manager 

Keeping All Customer Data in One Place

Because employees at Wingtip Toys already use Outlook to manage e-mail messages and addresses, they can take advantage of Outlook 2003 with Business Contact Manager to create and manage not only contacts, but also sales opportunities and customer accounts, within the familiar Outlook environment. 

For example, they can use the Accounts and Business Contacts feature to establish explicit associations between the companies with which they’re doing business and the individual contacts who work there, eliminating confusion when they work with companies with multiple contact points. Locating information related to sales opportunities and accounts is no longer a problem, as users can automatically link e-mail messages, notes, and other Office documents — as well as attach faxes and scanned documents — to business contacts, accounts and sales opportunities. If an employee receives a call from a customer or a sales prospect, he or she can instantly view an up-to-date account or contact history and access all associated information quickly and easily, including notes from phone calls with different contacts at the company, as well as any e-mail received from the account since it was first opened. They can also record sales stage, referral sources, and other useful information within the account activity history. 

Tracking Leads and Opportunities More Effectively

In addition to gaining easy access to organized, comprehensive account and contact information, Wingtip employees can use the Business Opportunity feature to track leads and sales prospects throughout the sales cycle. Simply by clicking on the opportunity form, they can view a complete activity history and the product or service being sold, as well as sales stage and probability of closing the sale. Relevant information can be associated with the opportunity at any time, including up-to-date product pricing information that can be imported easily. Employees can then use that information to assess revenue potential, build accurate quotes, and provide fast, accurate answers to questions from customers. 

Gaining Insight into the Sales Pipeline and Prioritizing Sales-related Tasks

To accurately measure and predict sales activity across opportunities and existing customers, users can run customizable reports that show sales status, order information, and probability of closing for all opportunities and accounts or for a specific subset that they can define. Reporting capabilities within Outlook 2003 with Business Contact Manager also help ensure that follow-up tasks and sales opportunities are managed more effectively. For example, salespeople can choose from 20 customizable reports and filter data to view status for accounts they’re working on, or to show customers and opportunities who haven’t been contacted recently. Equipped with this information, they can more easily set priorities for sales efforts, organize daily tasks, and make sure that customer requests and opportunity follow-ups don’t fall through the cracks. 

Eliminating the Learning Curve of New Software

Finally, salespeople at Wingtip don’t have to take time out of their busy schedules to deal with the frustrations of learning new software. Instead, they can continue to work within Outlook, using intuitive tools that elevate Outlook to a powerful sales tool.  

Scenario 2: Alpine Ski House

A small company that offers a specialized line of products and services, Alpine Ski House has one salesperson, Karen Archer, responsible for managing business accounts and marketing efforts. 

The Problem: 
Alpine Ski House wants to increase company exposure to new and existing customers, and in particular to find ways to build market segments based on specific customer preferences. 

In an effort to widen customer reach, Karen wants to expand marketing efforts to new and existing customers. Specifically, she wants to incorporate organized e-mail and print marketing campaigns that target specific customer groups and incorporate leads drawn from a variety of sources. Though she uses Outlook to manage her personal and business e-mail messages, all business contact and account information is stored in a separate application. Mailing lists for leads taken from the customer Web site and other sources are also stored separately and maintained manually. Karen has used this information to create some marketing campaigns, but she hasn’t been able to find a cost-effective and efficient way to consolidate customer information into organized mailing lists, or to create and manage e-mail and print marketing efforts that target specific groups of customers.
The Solution: 
Publisher 2003, Outlook 2003 with Business Contact Manager
Consolidating Contact and Account Information in One Place 

Using Outlook 2003 with Business Contact Manager, Karen can consolidate all customer information — including contacts, accounts, and address lists — in one place. Though her original goal was not to track sales opportunities and manage accounts within Outlook, she soon realized the value of taking full advantage of Outlook 2003 with Business Contact Manager: In addition to importing contact information and address lists from other applications into Outlook, she can also manage sales efforts without leaving the familiar Outlook environment. By doing so, she’s been able to establish organized, efficient methods for tracking and managing leads and opportunities throughout the sales cycle

Managing Mailing Lists Easily

Creating and maintaining mailing lists for prospects and customers is no longer a manual, time-consuming task. Customer information can be easily exported to Microsoft bCentral List Builder to create targeted e-mail marketing campaigns. List Builder can automatically process opt-out requests and bounced e-mail messages and track response rates, making it easy to evaluate the results of each campaign. 

Creating and Sending Personalized Print and E-Mail Communications

Because Outlook 2003 with Business Contact Manager integrates with Word and Publisher, Karen can easily send personalized Word and Publisher files by e-mail to business contacts. These communications are automatically captured in the business contact’s Activity History for future reference.

Alternatively, she can use Microsoft bCentral List Builder to quickly create a personalized newsletter or other marketing communication from a variety of professionally designed templates. Working with bCentral List Builder, she can also create and send customized e-mail marketing campaigns to prospects and existing customers, as well as track who opened the e‑mail messages and where they clicked. After evaluating the success of a given campaign, she can make smarter decisions about the customer demographics she wants to target and about the content she wants to include in her campaigns. By taking full advantage of these integration capabilities, she no longer needs to worry about keeping the company “top of mind” with the market segments she wants to reach.
Karen can also use Publisher 2003 to create all her marketing materials to promote Alpine Ski House or an event. Below are sample publications created in Publisher 2003 for Alpine Ski House. 
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Creating Impressive Sales and Marketing Materials 
In-House

Professional sales and marketing materials can help small businesses effectively promote their business, keep in touch with existing customers, generate new leads, and convey a consistent and professional business identity. But outsourcing all these materials can be expensive and often requires a long lead time, and using a word processor or a program that provides little or no design guidance or insufficient customization options and tools can make a small business appear less professional and inconsistent.  

Office Small Business Edition 2003 provides a comprehensive design solution for small businesses. With new and improved features in PowerPoint 2003 and Publisher 2003, and access to Microsoft Office Online and Microsoft Office Marketplace, users can create impressive customer communications and marketing materials in-house.
Publisher 2003

Publisher 2003, the Office business publishing and marketing materials solution, includes the following new and improved features, which enable small businesses to easily and efficiently design, create, and publish professional sales and marketing materials in-house. For a complete list of new features, refer to the appendix of this guide. Some highlights include the following:
· Looks and works more like Office applications. Easy to learn and use, Publisher 2003 can help business owners, managers, and employees create and publish professional-quality sales and marketing materials for desktop or commercial printing, sending as an e-mail message, or posting to the Web using a familiar Office environment. Building on their prior experience with Word, Microsoft PowerPoint, and other Office programs, users can quickly get up to speed with Publisher and use the right Office tool for the task. In addition to some old “works like Office” favorites, such as Print Preview, customizable toolbars, menus and toolbars (added in 2002), Publisher 2003 includes several menu items consistent with Word, including new menu items for Format Paragraph, Bullets and Numbering. 

· New E-Mail Wizard and Improved Send as E-Mail Message for designing and sending marketing e-mail messages to existing or new customers. The new E-Mail Wizard includes a variety of e-mail publication types — newsletter, letter, event announcement — for all 45 Master Design Sets. E-mail can be sent using Outlook 2003 or Microsoft Outlook Express 5.0 or later, and recipients can not only view e-mail messages in Outlook and Outlook Express, but also in a wider variety of e-mail clients and Web-based services such as Hotmail®, AOL mail, and Yahoo! mail.
· New Easy Web Site Builder Wizard. This wizard enables small-business employees to quickly and easily create a great-looking Web site and establish an online presence with customers. Users can specify goals for a Web site, such as Tell Customers about My Business, Describe My Services, or Display a Calendar, and Publisher 2003 builds a site with the appropriate number of pages. 
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Other Web authoring and posting enhancements in Publisher 2003 include these: 

· Web view

· Incremental Web site upload

· Improved navigation bars

· Improved Web site hosting and posting solution
· New support for CMYK Composite PostScript. This feature makes it easier for small businesses to work with many commercial printers for higher-quality and larger-quantity printing. Publisher 2003 is the strongest version of Publisher for commercial printing. Although Microsoft Publisher 2000 and Microsoft Publisher version 2002 supported four-color process separations, Publisher 2003 adds the ability to create CMYK composite PostScript, a highly requested feature by commercial printers. Additional features and enhancements for commercial printing support include:

· Improved Design Checker

· Improved Graphics Manager
· Improved Color Printing

· New Catalog Merge. This feature enables users to quickly create professional-looking catalogs and publications with multiple records per page. Catalog Merge makes it simple to build a publication by merging photos and text from a data source (such as Excel, Outlook, or Microsoft Access). Small businesses can use this feature to automatically create a wide range of publications, from a simple address book or directory to a sophisticated product catalog or datasheet.
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· Layout and Design Improvements provide the tools. These features provide the tools small-business employees need for professional results. They can start with professionally designed templates and customize them with color schemes, font schemes, layout options, and their own design sense. Or they can start from blank publications and get creative with sophisticated typography and page layout tools. Publisher 2003 includes 10 new Master Design Sets for a total of 45 Master Design Sets, which make it easy for small businesses to carry a consistent design across common business publications. Master Design Sets include newsletters, brochures, flyers, postcards, quick publications, business cards, and Web sites. Users also have more control over their publication with improved layout guides, baseline alignment and new baseline guides, the page sorter, and support for multiple Master Pages. And users can insert empty picture frames as placeholders before they’ve selected their final imagery, giving them increased flexibility during the planning and layout phase. 
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· 10 New Master Design Sets (total of 45). Establishing a consistent identity for a business is important to developing and maintaining its brand and projecting a professional image. To help small businesses start with a consistent design across a wide-variety of communication and marketing materials, Publisher continues to add Master Design Sets. Publisher 2003 includes 10 new Master Design Sets for a total of 45. Each set offers a collection of commonly used business publication types (such as a newsletter, postcard, Web site, or others) that share design elements. Business cards from four of the 10 new Master Design Sets are shown below.
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PowerPoint 2003

PowerPoint 2003 includes the following new and improved features, which enable small businesses to create presentations that make an impact with customers in person or online. 

· Improved animation and better support of Windows Media video and audio. This feature allows small businesses to design memorable presentations. Users can easily create animated presentations, and integration with Microsoft Windows Media® Player enables users to view and play streaming audio and video within a slide show. More playlist formats are supported, including ASX, WMX, M3U, WVX, WAX, and Windows Media Audio (WMA). Also, if a media codec (necessary to play files) isn’t present, PowerPoint will try to download it using Windows Media Player technology. Full-screen playback is another enhancement that makes impressive presentations easier than ever for small businesses. Users can now select a check-box for a movie so that it will play using the entire screen while in slide show format, rather than appearing as a small rectangle within the slide.
· Improved PowerPoint Viewer. The viewer enables users without PowerPoint to view presentations exactly as the author created them. It allows recipients to open protected presentations with a password, and also allows them to print. A small-business salesperson can include the viewer with a presentation she sends to a customer and be assured the customer can view it in the richest manner possible, even if she doesn’t have PowerPoint. The new PowerPoint Viewer is an improved version of the Microsoft PowerPoint Viewer 97.  
· New Package for CD. This feature enables users to create stand-alone multimedia PowerPoint presentations that anyone can view. Small-business employees can package PowerPoint presentations — complete with animation, video, and audio — onto a CD and include the new PowerPoint Viewer, so the recipient can view or print the presentation even if he or she does not already have the correct version of PowerPoint. The Package for CD feature also allows the author to choose to automatically play presentations once the CD is inserted into a PC.
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Office Online
Free access to Templates on Office Online and Office Marketplace enables small-business employees to expand their design options and marketing services. 
· Template Gallery. Users can save time creating standard business documents by seamlessly accessing thousands of templates in 14 categories — ranging from business cards and accounting spreadsheets to business presentations— for use with Word, Excel, PowerPoint, and Publisher. If they request additional templates, Office Online may use their feedback to build new ones. 

· Clip art and media. Users can browse more than 50 categories of clips, photos, and sound and motion clips and read tips and tricks to learn new ways to use clip art. 

· Office Marketplace. Office Marketplace provides links to products and services from companies outside Microsoft that can help small business employees do more with Office Small Business Edition 2003. It offers information on Web-based services; support; downloads, add-ins and other software; as well as other Office products and services. Users can browse products and services in the following categories: 
· Creating documents. Users can find tools to change fonts; add and modify images, animation sequences, or sounds; and more. 

· Communication and collaboration. Small-business employees can team with co-workers, communicate effectively, and stay in touch using fax, wireless, and language translation services. 

· Reference. Office Marketplace provides a research resource for business and corporate news, legal and healthcare issues, and more. 

· Analysis tools. Forecasting and other financial tools extend the value of Excel 2003. 

· Publishing and printing. Users can publish text, charts and more on the Web, prepare their files for professional printing, conduct a direct marketing campaign, or access services. 

· Training and assistance. Small-business employees can find consultants, trainers and third-party courses, as well as live support for Office Small Business Edition 2003. 

· Content management. Users can enhance the security of their files, use digital certificates, find e-mail tools, and get help with files and business process automation. 
Managing Information and Communication Securely and Efficiently

Finding ways to efficiently manage the fast-rising tide of e-mail and junk mail, while at the same time making sure that employees, business partners and customers always have access to the information they need, regardless of where it resides, is challenging for a business of any size. But it can be especially difficult for a small business that lacks the kind of dedicated IT staff larger organizations can often afford. Without a dedicated IT staff, small businesses struggle to keep everyone informed in a timely manner, are more exposed to e-mail viruses that can cause serious damage to their business, and often can’t provide their employees with the tools and technology to make them as efficient when working remotely as when at the office. 
Office Small Business Edition 2003 can help small businesses manage information overload with new tools to organize information the way they want it. Improvements in Outlook 2003 mean e‑mail can be handled more efficiently, junk mail can be reduced and privacy protected, and e‑mail synchronization is faster when an employee is out of the office and using a slow Internet connection. Sending communications to customers and business partners via fax is easier and more convenient with Internet faxing. Exchanging files with users of previous versions of Office is seamless, thanks to file format compatibility. Powerful collaboration tools are brought directly to the user in an easy-to-use interface via integration with Microsoft Windows® SharePoint Services. And for small businesses looking for even richer information management and exchange capabilities, additional functionality is provided in Office Professional Edition 2003. 
Outlook 2003 Improvements 

Outlook 2003 has been extensively redesigned and offers the following features and functionality to enable small businesses to manage, prioritize and act on the increasing volume of e-mail and protect their privacy and security.

Reducing Junk Mail and Enhancing Privacy Protection
Improved! Junk E-Mail Filtering

Outlook 2003 includes functionality designed to help prevent much of the unwanted e-mail that users get every day. These features give users control over the kinds of messages they receive and from whom they want to receive mail.

Outlook 2003 provides a set of features designed to work together to help protect users from unsolicited e-mail messages:

· Junk E-Mail Filter. Outlook 2003 uses state-of-the-art technology developed by Microsoft Research to evaluate whether a message should be treated as junk based on several factors, such as the time it was sent and the content of the message. The filter does not single out any particular sender or type of e-mail; it is based on the content of the message in general and uses advanced analysis of the structure of the message to determine how likely it is to be thought of by the user as junk.


By default, this filter is set to a low setting which is designed to catch the most obvious junk e-mail. Any message that is caught by the filter is moved to a special folder, where it can be retrieved by a user at a later time. If the user desires, she can choose to make the filter more aggressive (though at the risk of mistakenly catching more legitimate messages), or even set Outlook 2003 to permanently delete junk e-mail as it comes in.

· Trusted Senders List. If an e-mail message is mistakenly marked as junk by the filter, the user can add the sender of that message to the Trusted Senders List. E-mail addresses and domain names on the Trusted Senders List are never treated as junk e‑mail, regardless of the content of the message. Contacts are automatically trusted by default, and mail from them will never be treated as junk. With Microsoft Exchange Server, mail from within the organization will never be treated as junk, regardless of the content of the message. Users can configure Outlook 2003 to only accept mail from the Trusted Senders List, giving users total control over which messages reach their inbox.

· Junk Senders List. E-mail from a certain e-mail address or domain name can easily be blocked by simply adding the sender to the Junk Senders List. Mail from people or domain names on this list are always treated as junk, regardless of the content of the message.

· Trusted Recipients List. A mailing list can also be added to the user’s Trusted Recipients List. Any mail sent to e-mail addresses or domain names on this list will not be treated as junk, regardless of the content of the message.

· AutoUpdate. Microsoft is committed to providing periodic updates of the Junk E-Mail Filter so that it continues to be effective. 
Blocking External Content

HTML-formatted messages often present images not by including them in the sent message, but by using embedded links to download the images from a Web server when the e-mail message is opened. Junk e-mail senders have used this capability to their advantage by including a “Web beacon” in these messages. A Web beacon notifies the Web server when a user reads the junk message, validating the e-mail address and frequently making the user a target for more junk e‑mail. 

By default, Outlook 2003 can help protect the privacy of its users, and provides them with more control over the information in their inbox, through a feature called Block External Content. HTML-formatted messages often present images not by including them in the sent message, but by using embedded links to download the images from a Web server when the e-mail message is opened. If an e-mail message tries to connect unannounced to a Web server on the Internet, Outlook 2003 blocks that connection until the user decides to view the content, which takes only one click. This feature can be turned off if the user prefers.
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Giving users control over external content has several advantages:

· Unannounced connections to arbitrary Web servers on the Internet are no longer allowed, cutting off the unwanted flow of information to e-mail solicitors.

· Because pictures are not shown unless requested, offensive messages can be deleted without the user being subjected to their images.

· Users on a low-bandwidth connection can choose whether an image is valuable enough to warrant the time and bandwidth to download it.  

It’s important to note that Outlook 2003 retains all of its rich functionality for viewing and sharing pictures. With Block External Content, pictures aren’t being blocked — unannounced connections to the Internet are. Outlook will show by default images that are sent with the message rather than housed on a Web server somewhere. 

· Content creators who wish to send richly formatted HTML mail to their customers can still do so by including the pictures in the body of the e-mail message. 

· Pictures added to mail using Outlook 2003 or Outlook Express already use the MHTML standard by default and include the pictures in the message itself so they are not affected.

· Any e-mail messages with references to images or content on the user’s intranet or on Trusted sites (defined by Internet Explorer’s intranet and Trusted zones) will not be affected.

· Any e-mail sent from someone on a defined list of trusted senders will not be affected. Users can easily add e-mail addresses to this list.

Handling E-Mail More Efficiently

Reading Pane
The Reading Pane helps reduce eyestrain and makes time spent reading e-mail more efficient by showing more of the message on the screen without scrolling and reducing the need to open and manage many separate windows for different messages.

Laid out vertically, the Outlook Reading Pane presents messages in a manner more consistent with the way newspapers have been laying out text for hundreds of years. This simple redesign of the old Outlook Preview pane, along with the new multiline mail list, frees up nearly twice as much space for text on the same size monitor as the horizontal Preview Pane found in previous versions of Outlook, and makes for a more comfortable reading experience overall.

The new Navigation Pane, located in the lower left corner, replaces the Outlook bar. It facilitates rapid switching between tasks while also helping to free up space for text.
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New! Mail Desktop Alert
In Outlook 2003, a new desktop alert replaces the old audio alert for new e-mail messages. The New Mail Desktop Alert fades in subtly with the name, subject, and a short text preview, so users can immediately see whether the new message is urgent, if it should be marked for follow-up, or if it can be safely ignored without interrupting the current task. The alert contains quick buttons to open, flag, or delete the message, and fades out just as subtly as it faded in if it is ignored. It is completely configurable by the user.
New! QuickFlags

Through a study of Outlook users, Microsoft found that most people do one of three things with nearly every e-mail message:

· They respond to it immediately.  

· They delete or file it immediately 

· Lacking the time or information required to take action right away, they decide to follow up on it later.

There are almost as many approaches to No. 3 as there are users: Mark the message as unread, move it to a mail folder called “To Do,” make a task out of it, rigorously delete or file all messages that don’t require a response, etc. Each is imperfect and takes time, though each strategy may work for a particular user. 

Quick Flags are designed to solve this problem. Activated by a single click, Quick Flags are very simple to use. Users single-click on the flag icon next to any e-mail message, in any folder in Outlook, to mark it with a Quick Flag and move on with what they were doing, minimizing the disruption of managing e-mail. Each marked message gets a brightly colored flag next to it so that it is easy to find again. 
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New! Search Folders

Search Folders help small-business employees spend less time filing e-mail messages and make it easy to group relevant information without having to move or copy messages. Search Folders are actually live search results that look and act like folders, but differ from traditional e-mail folders in that e-mail is not saved in them. They are virtual folders that contain views of all e-mail items matching specific search criteria. Search Folders display the results of previously defined search queries, but all e-mail items remain in their original Outlook folder. With Search Folders, users can easily group and browse all items relating to a subject, person, task, or other criteria, without physically moving messages or folders.

Three Search Folders are created for users by default, so even beginners can experience the usefulness of this new tool:

· Unread Mail. All of a user’s unread e-mail messages, regardless of their folder, are shown in the Unread Mail search folder.

· For Follow-Up. This folder provides a virtual to-do list of all Quick Flagged messages.

· Large Mail. This folder assists with mailbox cleanup by showing the largest e-mail messages from across the entire mailbox.

After using the provided Search Folders, intermediate users will want to create their own. To make this as easy as possible, Outlook offers a template gallery that includes 13 ready-made templates for common Search Folders. These templates make it possible to create a wide range of Search Folders in only three mouse clicks. Some highlights of the Search Folders that can be created from templates include the following:

· Important Mail. This provides a central location for all e-mail messages marked as high-importance.

· Mail from and to a specific person. This helps users to stay on top of customer and personal relationships and can help answer questions such as “Do I owe Janet a message?” or “Where is that e-mail conversation I had with Marc?”
· Old Mail. This is helpful in locating old messages for archiving.
Customer-Defined Search Folders

The three default search folders and 13 templates make it easy for small-business employees to get started using search folders. However, users aren’t limited to these default folders or templates. They can create their own search folders based on any criteria they choose. For example, a small-business employee may want to create a search folder to see all e-mail messages related to a specific project. She does a search for all the messages she sent or received related to that project and saves the result as a search folder. Since the results are dynamic, from now on, she’ll be able to see all messages related to that project, including those that arrived after her search. Since the search folder is virtual, while she’ll have a view of all her project messages there, the messages remain saved in their original Outlook folder. By automatically organizing her e-mail in this way, the search folder saves her the time required to constantly search her inbox for project e-mail and then manually move messages from her inbox into a project folder. 

Saving Searches from Find or Advanced Find as Search Folders

From Find or Advanced Find, users can save any search created with Outlook as a Search Folder, or use any of the templates provided to create a custom search folder. In both cases, the user can specify not only the search criteria, but which folders Outlook searches to create the Search Folder. Search Folders can be easily customized at any time. Users can even perform another search within the contents of a Search Folder to further refine their results. 
Faster E-Mail Synchronization with Exchange Server
Cached Exchange Mode
The past several releases of Outlook have been able to synchronize data between the Exchange server and its local store. Users can presently use send/receive groups to synchronize their data. In Office Small Business Edition 2003, users can also use the new Cached Exchange mode in Outlook 2003 that continuously synchronizes their data.  

When working against Exchange Server 2003, synchronization is more efficient and robust. This is because the server and client communicate in a new way that’s designed to significantly reduce the amount of data transferred between the client and server during synchronization. These improvements make it possible for Outlook to support a new set of mobile scenarios for small businesses where networks have limited bandwidth and variable latency. 

This efficiency results in cost savings on pay-by-the-byte networks and generally reduces the amount of time required to complete any synchronization. 

Integrated Collaboration with Windows SharePoint Services
Office Small Business Edition 2003, combined with Microsoft Windows Server™ 2003 running Windows SharePoint Services, provides new ways to bring small-business employees together from any location, lend specialized expertise to any project, and speed approval and review processes. 
Tight integration between Office Small Business Edition 2003 and Windows SharePoint Services provides a collaborative workspace environment for working on a shared document, communicating the status of a project, finding a teammate online or adding comments or results to a shared workplace. 

· New! Document Workspaces provide a forum for users to manage collaborative projects and easily share up-to-date information with colleagues, business partners, and customers.  
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New! Meeting Workspace sites are secured online sites that enable users to coordinate attendees, gather important information, and prepare for an upcoming meeting. From this central location, small-business employees can organize, share, and archive all meeting-related visuals, content, notes, and action items.  
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· New! Shared Attachments, integrated task panes, and support for intranet collaboration tools help reduce the inefficiencies typically associated with collaborative processes, such as passing the document back and forth for editing and version control issues. 

[image: image19.jpg]e s s ».m‘“”““”“"ﬂmm.im. e sacns G
e o r=

Lam s gl o hear , Kt L Kk i ffby shring some documents. Fis, ||| O
1% e She coneacttken e o and hen we G 3 woring o e sl o
e metng g, etc o
W can e ared wepace 0 ko f e rmation st i raievnee 5
bt g
We arelooking frvard toa sucssflevent, Kim! G
5

= Send attachments as

© Regular attachments

Each recipient gets a separate
copy of the attachments.

@ Shared attachments

Each redpient gets a copy thatis
also available in a Document
Workspace and can be
automatically updated with
changes made by others.
Create Document Workspace at:

[Team web site v
P Tell me more





· Improved! Shared Contacts and Shared Calendars can easily be accessed by team members to facilitate meeting coordination and scheduling.
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Document Workspaces

When working with others on a document, small-business employees often start by sending it to their co-workers in e-mail. When using a single server location for the document, they often need to have an offline or local copy of the file as well to use when they are off the network or the server copy is locked for editing by another user. Using e-mail and having offline copies often results in documents getting out of sync, or “forked” into multiple incarnations, requiring a lengthy process to reconcile the changes. With e-mail it is also hard to track the progress of other contributors.

Document workspace sites make ad hoc, everyday document collaboration easier in several ways. As with any Microsoft SharePoint site, they centralize all of the “artifacts” of collaboration, such as task lists, deadlines, related documents, hyperlinks, and contacts for project participants. They also integrate with Office Small Business Edition 2003 applications through the Shared Workspace task pane in the application, right beside the document itself, enabling easy access to all these resources, and bringing the team-collaboration context into a worker’s personal productivity tools. Unlike e-mail, where the original author has no way to know if any of the people she asked to contribute have even started working, the Shared Workspace task pane and Document Workspace sites enable each user to see the incremental progress on editing and task completion.

Creating a Document Workspace 

In Outlook 2003, when a user attaches an Office document to an e-mail message, she will see the Attachment Options task pane. By default the attachment will be sent in the same way as in the past, but if the user selects the “Shared Attachment” option, the document when sent will be stored on a Document Workspace site that is created automatically on an available server running Windows SharePoint Services. If she wishes, the user can specify the SharePoint site on which to create the Document Workspace, or leave it to the default choice. Each recipient of the attachment gets a copy that is also available on the Document Workspace site and can be automatically updated with changes made by others. This enables teams to edit, access, and save the latest versions of documents in a secured central location. 
Creating a Document Workspace Through an Office Application 

By using the Tools/Shared Workspace menu item or pulling up the Shared Workspace task pane directly, a small-business employee can create a Document Workspace site for any Office document on his or her hard drive. This document then becomes a connected local copy of the document, with a master copy on the server. The user can invite other contributors, add links, and more without ever resorting to e-mail.

Creating a Document Workspace for a Document on a SharePoint Site 

Sometimes SharePoint sites can grow quite large with many members. In that case, some users may want to take a document to a semiprivate space to work on it further, without disrupting the editing progress of the current public version. Users can create a Document Workspace site for the document, work on it alone or with a few others until it is finished, and then publish it back to the main SharePoint site.

Whether initiated through e-mail messages or Office Small Business Edition 2003 applications, sharing attachments automatically provides all the collaborative workflow and information functionality found in the Document Workspace. This information also appears in context, directly in the Shared Workspace task pane beside the document when it is opened on any teammate’s PC. Any recipient of the e-mail message is automatically added to the workspace. So just by sending a simple e-mail message and attachment, the user has kicked off a powerful collaboration tool for her team of co-workers, wherever they might be based.

Working in a Document Workspace Site

Every recipient of the original e-mail message gets the attachments as usual but also sees a link pointing to the Document Workspace site where the latest copies of the document can be found and other information related to the collaboration can be seen. Recipients without Office Small Business Edition 2003 can either work on the out-of-date attachments or use the included link to the Document Workspace site to see the latest information. They can work directly from the server while online. Recipients who have Office Small Business Edition 2003 enjoy an added benefit: Any Office documents that were attached will now be connected to the Document Workspace site master copies. When those documents are opened, the application will offer to check for an updated version on the server and use that instead of the out-of date e-mail attachment. The Shared Workspace task pane also appears and provides information from the Document Workspace. Because the shared attachment is on the user’s local machine, it can be edited offline or online even if other users are working on the server copy or on their own connected local copies. There is no need from this point onward for the Office 2003 Editions users to send copies of the document around via e-mail, which helps eliminate confusion and save network storage space and bandwidth.

When an attachment is shared in a Document Workspace site, each co-author is prompted when the document has been changed by others, and is given the opportunity to review the changes or contribute their own in real time. Using SharePoint Tasks and Alerts, teammates can also track the progress of other contributors. 

Instant messaging integration makes it easy to see when other authors are online and initiate conversations with them. Also, since the document is still attached to the mail message, users can work offline just as they have in the past.

Meetings Workspaces

The Meetings Workspace is for anyone who invests time in preparing for, conducting and following up on meetings. The workspace provides a secured, online site to centralize all meeting-related communication, documents, and logistics, making it the perfect location for everything meeting-related to be organized, shared, and archived. The Meetings Workspace is designed to make the meeting process more intuitive, streamlined, and effective, saving small-business employees time and improving meeting productivity.

Built using Windows SharePoint Services and Web Parts, the Meetings Workspace is essentially a customized site that provides simple one-stop tools that can help bring together employees for one-time, recurring, or related meetings. A Meeting Workspace site can be set up easily using Outlook 2003 by creating a New Meeting Request and then clicking on the Meeting Services button

With Meetings Workspaces, small-business employees can easily plan the meeting; coordinate attendees; provision the meeting area with any necessary documents or collateral; loop in remote employees; capture the information, tasks, and follow-up items generated during the meeting; and disseminate meeting notes and action items, such as those captured with OneNote 2003.
Functions supported by the Meetings Workspace include the following:

· Disseminating preplanned agenda items and materials.
· Sharing visuals, content, meeting minutes, and action items. 

· Facilitating recurring meetings.
· Updating collateral without having to resend the meeting request.
· Taking simple notes during the meeting or capturing more complex notes from Microsoft OneNote, for example.
· Connecting mobile users to the meeting.
· Integration of meeting calendars (Outlook and SharePoint). 

· Creating, provisioning, and managing Workspace sites.
· Integrating Workspaces with any SharePoint site.
· Relating Workspace information through application task panes.
· Editing Workspace data through Word, Excel, and PowerPoint.
Improved! Outlook 2003 and Windows SharePoint Services

Minimal training and implementation time are required for small businesses to take advantage of the SharePoint capabilities described above because SharePoint tools and services use the existing infrastructure of a small business, with familiar Office menus, functions, and interfaces. With Small Business Edition 2003, data from Windows SharePoint Services can be used from directly within Outlook, enabling users to make better use of team information by integrating it with their own. 

Benefits of tight integration between Windows SharePoint Services and Outlook in Office 2003 Editions include the following:

· Workgroup server. Small businesses can use Windows SharePoint Services as a small workgroup server that enables shared contacts and calendaring without needing an Exchange server.

· Offline availability. Data from Windows SharePoint Services is cached on the local computer, so it can be taken offline. This means calendar and contact lists can be viewed even when the SharePoint site is unavailable, such as when the user is on an airplane.

· SharePoint access from within Outlook 2003. Users of Outlook can open calendar lists, event lists and contact lists in read-only mode within the Outlook user interface. The data from Windows SharePoint Services looks and acts just like native Outlook calendars and contact lists. For instance, a team might post its schedule of product reviews on a SharePoint site for the whole team to reference. Team members can check that schedule against their own by opening up the live calendar view of a SharePoint list side-by-side with their Outlook calendars. Events from a SharePoint list look and act just like Outlook appointments, and can be dragged and dropped from the SharePoint calendar into each user’s Outlook calendar.

· SharePoint Alerts and Alert Me links. Alerts notify users of changes to documents, list items, document libraries, lists, surveys or even search results by sending e-mail notifications. Users can access alerts by clicking on Alert Me links in any SharePoint site, or by choosing Rules and Alerts from the Tools menu in Outlook, and then clicking on the Manage Alerts tab. Users can easily set up rules to move alert e-mail messages to folders, view all active alerts at once, create rules to act on the alerts and more.
New! Internet Faxing

Using a fax modem can mean tying up the telephone line for a long time, incurring long-distance charges, redialing at a later date or having to confirm that faxes were sent correctly. With an Internet fax service, faxing is much easier, and faxes can be received right in the Outlook Inbox.

Office 2003 Editions integrate Internet faxing with its applications, especially Outlook 2003, using fax numbers in Contacts, a rich preview tool, the ability to calculate the cost of the fax before sending it, cover pages fully editable in Word 2003, and even the ability for the user to sign her name using a Tablet PC.

With Office Small Business Edition 2003, faxing is as easy as sending an e-mail message. From the user’s Office Small Business Edition 2003 program, she can connect directly to a fax service provider that will send the fax for her. Fax services can be used with Word 2003, Excel 2003, Outlook 2003, PowerPoint 2003, and the Microsoft Office Document Imaging (MODI) program. The user must have Word 2003 and Outlook 2003 installed in order to use fax services.

Using Fax Services

When a user chooses to send a fax from an Office Small Business Edition 2003 program, Word 2003 and Outlook 2003 provide her with the interface to send her fax. The document she wants to fax is automatically converted to a TIFF image file and attached to an e-mail message. The body of her e-mail message is the area provided for her cover sheet, and the required fields are for the recipient’s name, fax number, and subject. She can type information into these fields or select a contact from her address book. 

Before sending her fax, she can preview it using MODI. Any file type that can be printed to the Microsoft Office Document Image Writer is supported. After she sends her fax, she receives an e‑mail confirmation from her fax provider indicating whether it was delivered successfully. 

Sending faxes through a fax service offers time-saving benefits. The following features are provided to enhance the user’s faxing experience: 

· Mixed recipients. Faxes can be sent to an e-mail address or a standard fax machine, and to as many recipients as the user desires. 

· Multiple documents. Multiple documents with a large number of pages can be included in a fax sent as a single package. 

· Electronic faxes. Some fax providers offer a fax phone number for the small business to use, which enables the delivery of a fax to an inbox as a TIFF attachment. When an employee receives a fax, she can view, print, or add comments to it. The MODI program opens the online fax and provides the editing capabilities. The fax can also be sent to someone else or back to the original party. 

· Offline scenario. A fax can be composed and sent when the user is not connected to the network. As with e-mail, the fax will be stored in the Outbox and will be sent when the user connects to the network. 

· Archives. Sent faxes are stored in the Outlook Sent Items folder or in a place specified by Outlook rules.

Internet faxing requires small businesses to sign up with one of the faxing services that partner with Office Small Business Edition 2003, such as Venali Inc. and j2 Global Communications Inc. If a small business chooses not to use fax services, faxes can be sent using a fax modem.

Office 2003 Editions Productivity Enhancements
Throughout Office Small Business Edition 2003, users will find enhancements that improve productivity and increase an employee’s efficiency on a daily basis. These include:  
· Reading Layout. A new feature in Word 2003, the Reading Layout makes it easier to read and comment on documents, boosting productivity by reducing the need to print documents for reading or editing purposes. This view optimizes documents with larger text, shorter lines, and pages that fit exactly on the screen. To increase legibility, text is automatically displayed using Microsoft ClearType® technology, and users can increase or decrease text size without affecting the size of the document fonts. Using the Reviewing toolbar, users can track changes and insert comments to edit a document as they read.  

· Research Task Pane. Available in Word 2003, Excel 2003, Outlook 2003, PowerPoint 2003, and Publisher 2003, the new Research Task Pane makes it easier to find and incorporate information from a wide variety of resources including electronic dictionaries, thesauruses, online research services, and translation services. The Research Task Pane also can be configured to tap into premium third-party content and to access proprietary company information and intranets.

· Improved smart tags. Extensible smart tag support has been increased to include Outlook 2003, PowerPoint 2003, and Microsoft Office Access 2003, and is included in new features such as Research Task Pane and Shared Workspaces. Smart tag actions recognize certain words or strings as they are entered (such as a name, address, or stock ticker) and enable users to associate information and actions with that entry. Smart tags can be configured to automatically take actions for the user, such as turning part numbers into hyperlinks in a sales database, adding properly formatted citations to the end of a research paper, or automatically populating an index with every person, company or product mentioned in an article.

File Format Compatibility with Older Versions
Small-business employees can exchange files with their customers, business partners, or colleagues, even if the recipient has older versions of Office, thanks to file format compatibility with Microsoft Office 97, Office 2000, and Office XP. They also can easily exchange files with users of previous versions of Publisher: Publisher 2003 files can be opened in Publisher 2002.
Additional Functionality in Office Professional Edition 2003  

For small businesses that need richer functionality for managing information efficiently, Office Professional Edition 2003 extends the capabilities of Office Small Business Edition 2003. It enables small-business employees to address more complex business and project management issues with the database program Access 2003, richer Extensible Markup Language (XML) support, and information rights management (IRM).

Access 2003

Office Professional Edition 2003 includes Access 2003, the Office database management program. The new version of Access offers improved ease of use and an expanded ability to import, export, and work with XML data files. Working in Access 2003 is easier because common errors are identified and flagged for the user with options to correct them. The Dependent Objects feature also helps database developers identify object dependencies. 

Linked Tables Between Access 2003 and Windows SharePoint Services

When Office Professional Edition 2003 is combined with Windows Server 2003 running Windows SharePoint Services, users can link tables created in Access 2003 to lists on SharePoint sites with full reading and writing capabilities. This enables Windows SharePoint Services to be used as a new type of database server for users of Access who want to collaborate with others across the Web using the familiar desktop application interface, or who want to incorporate SharePoint data into other tracking projects that they already perform with Access.

This functionality is accessed using the Link Table feature. The user specifies that she wants to use SharePoint as the type and then selects the Web site and the list name.
Extended Support for XML

In Office Small Business Edition 2003, Word 2003 documents and Excel 2003 spreadsheets can be saved in a native XML file format, which can be manipulated and searched using any program that can process industry standard XML. With Office Professional Edition 2003, companies can also use customized XML formats, or schemas, to enable easier and more advanced information creation, capture, exchange and reuse. 
Better Information Intelligence and Exchange

The extended support for XML in Office Professional Edition 2003 means cumbersome technology modifications are not required in order for small-business employees to access complex back-end data stores and exchange information with customers and business partners. Office Professional Edition 2003 applications communicate with disparate systems and formats to share data in real time, streamlining the process of exchanging information between PCs and back-end systems, unlocking hidden information, and allowing for the creation of integrated business solutions across the organization and between business partners. Using familiar Office tools, small-business employees can do the following:

· Access valuable business information stored in legacy databases, partner systems, individual documents, e-mail messages and other information repositories, so they can use it to make decisions based on the latest data and take more effective action. 

· Electronically exchange business transaction information with suppliers, customers, government administrations and more.
· Build business process solutions on top of the familiar Office interface.
Key Functionality Enabled by Advanced XML Support

Key functions enabled by the advanced support for XML in Office Professional Edition 2003 include the following:

· New! Smart documents. Smart documents bring relevant information directly to the task at hand through a new “Programmable Task Pane” user interface. With smart documents, XML solutions can be created to enable business processes, and help users complete forms and other documents, and then link that information to back-end systems that support XML. 

· New! Real-time data. Experienced users can create dynamic charts and graphs that draw on up-to-date, real-time data from back-end systems to display business information as it changes or create reports with up-to-the-minute information.

· Improved! XML integration. Workers can create and format documents using the already powerful tools in Office applications, and then easily publish or save them in XML format for use and reuse across the organization or the Web.

· New! XML Schemas. Companies now can work with their own business-specific XML data models, or “schemas” (see XML Schema Definitions below). This opens up a whole new realm of possibilities for individuals and organizations to capture and reuse critical information that in the past has been locked up in documents sitting on file servers, in hard-to-access back-end systems or lost altogether.

The XML support in Office Professional Edition 2003 is broad and deep across several products, in ways that are groundbreaking for desktop software: 

· Support for XSDs. Office Professional Edition 2003 provides support for customer-defined XML Schema Definitions (XSDs), meaning power users and developers can structure their data in the way that makes the most sense for them, and small businesses can create integrated business solutions, inside of documents, that interact with other valuable XML-based Web services. 

· Word 2003. Word 2003 enables documents to be saved in XML and supports the creation of templates based on customer-defined schemas. Small-business employees can use Word 2003 to create long documents with large areas of text and extensive formatting, such as a customer letter or marketing plan, and retain all that rich formatting when saving in XML format. In addition, a collection of XML documents can be searched as readily as a database, enabling businesses to unlock the information stored in documents across the organization.

· Excel 2003. Data within any customer-defined XML schema can now be read by Excel 2003 without having to be reformatted. Manipulating XML-based data in Excel 2003 for reuse and analysis is now as easy as selecting from a field chooser. XML also enables Excel 2003 to update charts, tables, and graphs as changes are made to the underlying XML data store, providing dynamic, real-time information for analysis in any Excel 2003 format.

· Access 2003. For users who want to extract data from one or more tables in a database, Access 2003 is the most appropriate tool. With Access 2003, users can browse related tables in a database and choose how to export data by defining the structure of a customer-defined XSD.
New! IRM in Office Professional Edition 2003

IRM technology in Office Professional Edition 2003 and Windows SharePoint Services gives small businesses greater control over their own information. IRM is a persistent file-level security technology from Microsoft that allows the user to specify who can access and use documents or e-mail messages and protect that digital intellectual property from unauthorized printing, forwarding or copying. 

IRM is information security technology, not network security technology, allowing documents to be shared and sent in e-mail while maintaining control over who can use the information and what they can use it for. Once a document or e-mail message is protected with this technology, the access and usage restrictions are enforced no matter where the information is. 

A simple user interface based on customizable “rights templates” available in the standard toolbar makes IRM convenient and approachable for small-business employees, as does integration with Active Directory®.
IRM in Outlook 2003 E-Mail Messages

IRM can be used in Outlook 2003 to prevent e-mail forwarding, copying or printing. Protected messages are automatically encrypted during transit, and when restrictions are applied by the sender, Outlook disables the necessary commands for recipients. Office Professional Edition 2003 files attached to protected messages are automatically protected as well.

IRM in Word 2003, Excel 2003, and PowerPoint 2003 files
Office Professional Edition 2003 documents can be protected on a per-user or per-group basis (group-based permissions require Active Directory for group expansion). Each user or group can be given a set of permissions according to the roles defined by document owners: viewer, reviewer, or editor. Depending on the recipient’s role, IRM disables certain commands to enforce the rights assigned. Owners also can prevent printing and set expiration dates: After expiration, documents can’t be opened. 

If a protected document is forwarded to an unauthorized recipient, an error message appears with the document owner’s e-mail address to request additional rights. If the document owner decides not to include an e-mail address, unauthorized recipients simply get an error message. 

Organizational Policy

Using IRM technology, Office Professional Edition 2003 enables companies to create rights templates that appear in Office Professional Edition 2003 applications. For example, a company might define a template called Company Confidential that specifies that documents or e-mail protected with that template can only be opened by users inside the company domain. There is no limit to the number of templates that can be created. 

IRM Viewer

A free IRM Viewer will guarantee that any user of Windows can consume IRM-protected documents whether or not they have Office Professional Edition 2003, enabling small businesses to share their intellectual property outside the company while still protecting their security. The IRM viewer will be available for download free of charge at http://www.microsoft.com/ (connect-time charges may apply). 

Additional Server Requirements for IRM

Microsoft Windows Server and a premium Client Access License for the IRM functionality are required to enable IRM with Office Professional Edition 2003, Outlook 2003, and Windows SharePoint Services. Microsoft also will host an IRM service for small businesses that do not have Windows Server. This service will enable users to share protected documents and e-mail using Microsoft .NET Passport as the authentication mechanism instead of Active Directory. 
Appendix A: Product Highlights
Outlook 2003 with Business Contact Manager

An add-in to Outlook, Outlook 2003 with Business Contact Manager provides a single desktop application to manage business contacts and sales opportunities. Small businesses can use Outlook 2003 with Business Contact Manager to connect with customers through integrated e-mail marketing services and link to critical business data through tight integration with other programs in the Microsoft Office System. Key features include:
· Account and business contact tracking.
· Familiar Outlook user interface.
· Activity History.
· Sales and business opportunity management.
· More than 20 preformatted and customizable reports.
· Integration with bCentral List Builder, Word, and Publisher.
· Integration with Office.
Outlook 2003

Outlook 2003 is the Office personal information manager and communication program. Outlook 2003 provides a unified place to manage e-mail, calendars, contacts, and other personal and team information. Key enhancements in Outlook 2003 — such as the new cached mode, automatic grouping of messages, junk e-mail message handling, and improved reading views—dramatically improve the way users organize and manage information, and improve performance and user connectivity. Key enhancements include:
· Junk mail filtering.
· Improved integration with third-party antivirus software and e-mail attachment blocking.
· User interface improvements include:
· Improved Reading Pane.
· Enhanced Rules and Alerts.
· Improved Quick Flags.
· New Search Folders.
· New Navigation Pane.
· New Cached Exchange Mode that features connection awareness and continuous synchronization for reduced data exchange between client and server.
· Integrated collaboration with Windows SharePoint Services enables small business employees to:

· Use document workspaces to manage collaborative projects.
· Prepare for an upcoming event or meeting at Meeting Workplace sites.
· Save e-mail attachments to shared workspaces.
· Share contacts and calendars to facilitate meeting coordination and scheduling.
· Internet faxing integrated with Outlook making faxing as easy as e-mail.
Publisher 2003

With Publisher 2003, users can create and publish professional sales, marketing, and communication materials that are ready for desktop printing, commercial printing, e-mail distribution, or viewing on the Web. Publisher 2003 offers professional design template collections, built-in design expertise, and the familiar user interface, menus, tools, and features of other Office programs within Office Small Business Edition 2003. Key enhancements include:
· Familiar Office tools including paragraph formatting consistency, indents and spacing, line and paragraph breaks, bullets and numbering dialog box, and Find and Replace.
· E-mail wizards for marketing and sales.
· Breadth of wizards and templates for creating impressive print publications and Web sites.
· New support for CMYK composite PostScript that makes it easier for small businesses to work with commercial printers.
· Catalog Merge.
· Improved Layout Guides, Baseline Alignment and Baseline Guides, Page Sorter, and support for multiple Master Pages.
· 10 new Master Design Sets (45 total).
PowerPoint 2003

Users can create an impact in person or online. With improvements to the user interface and support for extensible smart tags, PowerPoint 2003 makes it easier to view and create presentations. Users can easily save PowerPoint 2003 files to a CD, and the PowerPoint Viewer enables users without PowerPoint to view presentations exactly as the author intended. Integration with Windows Media Player enables users to view and play streaming audio and video within a slide show in full-screen presentation. Other enhancements include:
· Improvements to media playback including full-screen playback.
· Updated PowerPoint Viewer that enables users without PowerPoint to view presentations exactly as created.
· Package for CD with automatic play option.
· Integration with Office Online for accessing clip art, templates, media, research, and online training.
· The ability to create a shared workspace for team review of a presentation with Windows SharePoint Services.
· New Research Task Pane.
· Support for extensible smart tags.
Word 2003
Word 2003 is the Office word processor. In response to customer feedback, Word 2003 offers new features to make documents easier to create, share, and read. Review and markup features have been enhanced to address the many ways that users can track changes and manage comments. Word 2003 also supports XML as a file format and serves as a fully functional XML editor. In addition, with Office Professional Edition 2003, users can use Word 2003 to save and open XML files that integrate with key business data in the organization. Other enhancements include:
· Integration with Office Online for accessing clip art, templates, media, research, and online training.
· The ability to create a shared workspace for team review of a document with Windows SharePoint Services.
· New Reading Layout view.
· New Research Task Pane.
Excel 2003
Excel 2003, the Office spreadsheet application, includes support for XML and new features that make it easier to analyze and share information. Customized XML formats are supported in Office Professional Edition 2003 to integrate with business data within the organization. Users can define a portion of a spreadsheet as a list and export it to a Windows SharePoint Services site. In addition, Smart Tags in Excel 2003 are more flexible than in Office XP. Other enhancements include:
· Enhancements to collinearity detection, calculations of sum of squared deviations, normal distributions, and continuous probability distribution functions.
· Integration with Office Online for accessing clip art, templates, media, research, and online training.
· The ability to create a shared workspace for team review of a spreadsheet with Windows SharePoint Services.
· New Research Task Pane.
Appendix B: System Requirements

To use Office Small Business Edition 2003, users need the following:

· A computer with an Intel Pentium 233 MHz or higher processor; Pentium III recommended

· Microsoft Windows 2000 with Service Pack 3 or later, or Windows XP or later operating system

· 128 MB of RAM or more recommended

· 380 MB of available hard disk space (hard disk usage will vary depending on configuration; custom installation choices may require more or less hard disk space)

· 190 MB of hard disk space for Outlook with Business Contact Manager
· Optional installation files cache (recommended) requires an additional 280 MB of available hard disk space
· Super VGA (800x600) or higher-resolution monitor
Additional items or services required to use certain features:

· For speech recognition:

– Pentium II 400 MHz or higher processor

– Close-talk microphone and audio output device

· Microsoft Exchange Server required for certain advanced functionality in Outlook.
· Windows Server 2003 running Windows SharePoint Services required for certain advanced collaboration functionality.
· Internet functionality requires dial-up or broadband Internet access, provided separately; local or long-distance charges may apply.
· Certain inking features require that users run Office on Microsoft Windows XP Tablet PC Edition.
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