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The Easy Way to Manage Team Activities�A smooth-running team depends �on its membersÕ seamless communi-�cation and cooperation. Because �it consolidates, coordinates, and tracks all team activities, Microsoft Team Manager 97 is a great way �to build a more collaborative and productive team.

�When a teamÕs productivity and success depend on collaboration and the �efficient flow of information, what generally fails them? Too many details? All �the paperwork? Communication? Introducing Microsoft Team Manager 97, the work-group tool thatÕs one of the easiest, most integrated ways to manage a �team’s activities.

Save time with consolidated team information.

Team Manager gives you one place and one tool for your team information. Each team member’s workload, tasks, and progress are consolidated into one team file, so you have current information at all times. For instance, use the Task Organizer and Workload Planner views to get summaries of individuals’ current projects, schedules, and assignments.

�

�

Bring your team into the action.

Team members can easily be part of the planning process �with a consolidated team file that allows them to view the team’s activities and adjust their own priorities accordingly. Useful Red Alerts help everyone communicate urgent details such as impending or missed deadlines. And Team Manager makes it easy for team members to track and manage their own tasks with features such as powerful task tracking and automated Status Reports.

Team Manager 97 is also easy to master. Its online Help, integration with Microsoft Office 97, and easy-to-follow 25-minute Team Setup make getting started a snap. And Team Manager integrates well with many of the tools your team already uses, such as Microsoft Project, Microsoft OutlookTM, and Microsoft Schedule+.

�Let Team Manager track the details while you manage the team.

Team Manager groups, sorts, and filters all the details so you can focus on the �big picture. For example, Best-Fit Scheduling assists the manager by determining whether team members can finish their work on time based on current priorities �and deadlines. And goal and performance tracking automatically consolidates �notes and personal information on each employee, making performance evalua-�tions easy and accurate. Confidential information is password protected, so private details stay private.

Team Manager 97 will help you build a thriving workgroup environment where information, communication, and planning become a collaborative effort.



Product Highlights

Team Manager organizes, coordinates, and tracks the details so you can focus on the big picture.

One tool, one place—Team Manager 97 consolidates team information.

Team Manager modules: Each tab offers several views so you can access exactly the information you need at any time.

Tasks tab: Holds task information such as priorities and task status.

People tab: Stores individual team member information, from performance goals to personnel information.

Notebook tab: A confidential place for the manager to keep notes about group tasks, employee performance, and team activities.

Vital Signs tab: Helps identify loose ends before they become a problem.

Status Reports: No more collecting and compiling information. Receive reports from all team members that include individual achievements, objectives, issues, or any topic that you specify. And you can automatically consolidate individual Status Reports into one comprehensive team Status Report.



�

Consolidate Status Reports immediately—Team Manager automatically combines individual team member Status Reports into one document.



Task Organizer view: Lets you review all of the team’s tasks, their deadlines, who’s working on them, and their status.

Workload Planner view: Get a bird’s-eye view and an automatic summary of team members’ workloads to help you schedule deadlines and assignments.

Password protection: Confidential information stays that way. �Manager files are password protected.

�

Archiving: Who has time to file anymore? Tasks that are marked as “completed” can be automatically moved into a new team archive file. Team Manager also saves all information associated with the archived tasks, such as custom views, assignments, notes, and goals.

Profile Information view: Store vital information about team members: �names, titles, phone numbers, addresses, and more. You can also maintain helpful private employee performance notes such as good performance examples, goals, and tasks to use later in generating accurate goal and performance reviews.

Empower team members to coordinate and collaborate.

Team Manager for Team Members: Lets the entire team get involved in planning. Use Team Manager for Team Members to access task information including project specifics, deadlines, priorities, hours worked, and notes. And you can send the manager updates and Status Reports with a click of a button.

Best-Fit Scheduling: Takes into account scheduling requirements such as start and finish dates, job statuses, workloads, and unassigned tasks to automatically build the best work schedule for your team.

Vital Signs view: Everyone on the team can use Vital Signs to immediately identify potential problems, approaching deadlines, and tasks requiring attention. 

�

Send Updates: Simply click on the Send Updates box and team members can quickly send their manager the latest Status Report or task update. 

Answer Wizard: Discover all that Team Manager can do to help you build a winning team with intuitive online assistance from the Answer Wizard.

Desktop integration: You’ll notice a seamless transition into Team Manager, as �it easily works with Microsoft Exchange, Microsoft Outlook, Microsoft Schedule+, Microsoft Project, cc:MailTM, or Lotus Notes¨ Mail.

Actual Work: No more last-minute time sheet guesswork. Configure Team Manager to track the hours spent on each task, and your time sheet is virtually built for you!

Remote Access: Keep up with the team anywhere, anytime. If you use remote mail, you can use Team Manager when traveling or working off-site.

Quick tutorials: Get up and running quickly with a 25-minute tutorial or a three-minute introduction.

�Let Team Manager track and report team activities for you.

�

Red Alerts: You and your team members can use Red Alerts to notify one another about urgent issues, missed deadlines, or tasks needing attention.

Multiple views: View exactly the details you want to see from the Task Organizer. Set your views to show all team projects and details at once, or narrow down your view to easily assess project specifics.

�

Sorting: Sorts information by task name, deadline, finish date, or by way of custom sorting.

Filtering: Filters your view of the team’s tasks by highest priority, incomplete tasks, overloaded tasks, Red Alerts, unassigned work, completed tasks, tasks in progress, tasks not started, and tasks with deadlines.

Grouping: Arranges information in your windows by people assigned, priority, project, status, or with custom grouping.

�

Quick Filter: Just click on the icon and up comes the Quick Filter Box so you �can customize your view to display only the tasks and details you want to see. 

Work Calendar view: View your team’s tasks by day, week, or month so you �can see the big picture or day-to-day activities quickly.

Working Times view: Track team members’ work schedules and vacation time easily with one calendar that shades nonworking days for each team member.



�

Use Goal Reviews to stay on top of progress, workloads, �performance, and employee issues.

Goal Reviews: Quickly compile an employee’s goals, supporting tasks, �and the manager’s notes and ratings into one document. Use the reports in �one-on-one meetings with team members, or consolidate them for periodic performance reviews.

Performance reviews: Give accurate and professional performance reviews �with ease. Save time and effort in compiling evaluations by consolidating Goal Reviews with performance notes. You can even customize the Team Manager review scale to suit your team and industry.



�	Outlining: Organizes your screen with indents, outdents, and subtasks.

Technical Features

Inside Microsoft Team Manager 97

Save time—Team Manager automatically consolidates team information��Task Organizer view�Lets you view and modify all team activities, assignments, and deadlines��Status Reports�Makes it easy for you to receive reports of each team member’s tasks, progress, and issues��Consolidated Status Reports�Automatically compiles team members’ status reports into one comprehensive report��Workload Planner view�Provides quick summaries of team members’ workloads��Send Updates�Allows team members and their manager to update each other by simply clicking the mouse button��Password Protection�Makes password protection available to managers to protect confidential information��Involve each team member in planning and prioritization��Best-Fit Scheduling�Determines whether team members can get their �work done in the time available based on priorities �and deadlines��Vital Signs view�Highlights task deadlines, unassigned tasks, missing Status Reports, and notes from the team��Desktop integration�Easily integrates with Microsoft Office 97, Microsoft Project, Microsoft Outlook, and Microsoft Schedule+��E-mail compatibility�Works with Microsoft Exchange, cc:Mail, Lotus Notes Mail, or over a network��Quick tutorials�Provides a 25-minute Team Setup or a three-minute introduction to get you up and running fast��Answer Wizard�Gives you intuitive online Help��Focus on the big picture while details are tracked and reported automatically��Multiple views�Provides 20 preset views and the ability to customize��Grouping, sorting, �and filtering�Help organize information for easy identification of priorities and urgent issues��Work Calendar view�Provides a quick list of what team members are working on for the day, week, or month��Red Alerts�Enables the entire team to notify others of urgent issues, missed deadlines, or tasks running short of resources��Automatic Goal Reviews�Consolidates Status Reports automatically for any time period you specify��Customized Performance Reviews�Tracks performance and achievements, and compiles them into a review��Working Times�Tracks work schedules and vacation time for each person on the team��

�

�

�Use Team Manager Notes to record comments regarding tasks, employee performance, action items, and meetings so details don’t slip through the cracks.

�Alert one another to urgent issues by placing a Red Alert flag next to a task that needs attention. 

�



Rely on the Task Organizer to automatically consolidate individuals’ tasks and progress into one place. Choose from many customizable views to see the information.





Team Manager for Team Members makes it easy for individual members to view the entire team’s activities and to see how their projects contribute to the team’s objectives.
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Specifications

To use Microsoft Team Manager 97, you need: 

Personal or multimedia computer with a 486 or higher processor

Microsoft Windows¨ 95 operating system or Microsoft Windows NT¨ Workstation version 3.51 or later (will not run on earlier versions)

For manager: 12 MB of memory for use on Windows 95; 16 MB for use on Windows NT Workstation

For team members: 8 MB of memory for use on Windows 95 (12 MB to access consolidated team files); 12 MB for use on Windows NT Workstation

Hard-disk space required for custom/complete installation: 16 MB for manager; 14 MB for team members

Windows-compatible network; e-mail system recommended for enhanced performance (Microsoft Exchange, Microsoft Outlook, cc:Mail, or Lotus Notes)

3.5" high-density disk drive

VGA or higher-resolution video adapter (Super VGA, 256-color recommended)

Microsoft Mouse, Microsoft IntelliMouseTM, or compatible pointing device 

Options:

Windows-compatible printer

9600 or higher-baud modem (14,400 baud recommended)

Money-back guarantee and no-charge support notice:

As with all Microsoft Office 97 programs, you get a 30-day, money-back �guarantee. You also receive, at no charge, easy access to the latest technical support information on the World Wide Web at http://www.microsoft.com/support/ and unlimited usability support (toll and connection charges apply).*

For more information

Visit the Microsoft Office 97 World Wide Web site at http://www.microsoft.com/office/�



Support services vary outside the United States and Canada. For information on support in other locations, contact your local Microsoft subsidiary. Microsoft’s support services are subject to Microsoft’s then-current prices, terms, and conditions, which are subject to change without notice.
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To accomplish even more, get the five full-featured programs in Microsoft Office 97, Professional Edition.
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