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The purpose of this demo is to generate excitement about the new features and user interface of Word 97 for Windows in the legal community
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Legal Demo Setup TC "Legal Demo Setup" \f C \l "1" 
1.  Make sure that Pleading Wizard is installed, In Word, File/New, look for pleading wizard… This feature is part of custom install

2.  Follow setup for Office Demo to ensure that Outlook is configured with Demo profile

3.  Walk through the steps of the pleading wizard a few times and create a few pleadings so that when you demo you can choose to modify one. All of the pleadings in the /Templates/Legal Pleadings directory will appear in the wizard.

4.  Copy legal demo files from \\magnolia\dadtools\office97\word97\legal

5.  Open Word 97 with and Elvis’ Will and Term of Credit Agreement

Before Each Demo TC "Before Each Demo" \f C \l "1" 
1. Run the reset utility from Office demo to refresh Outlook profile.

2. Boot Outlook with the Demo profile

3. Check to make sure all of the appropriate views are applied on the sub-modules (see the script for specific settings.)

4. Boot Word. Maximize then minimize.

5. Boot Excel and Open “End User Demo.xls”. Maximize, minimize.

System Requirements TC "System Requirements" \f C \l "1" 
1. Windows 95 (with a properly configured default printer.)

2. IntelliMouse Drivers

3. Internet Explorer 3.0 or higher for Windows 95

4. Office 97 Professional

Overview TC "Introduction" \f C \l "1" 
This demo showcases the abilities of Word  97, right “out-of-the-box:” end users will be able to accomplish all of the tasks shown with only Win95 and Office 97 (no FrontPage or Publisher required.)

Key Takeaways

Below is a an explanation of the main themes of the demo - these are the high level positioning points that we want to drive home to the audience. Please familiarize yourself with these.

Driving Themes
Key Takeaway



1. Get Organized
Customer Challenge:  Users suffer from information overload and need to manage and use large volumes of information. 

Office 97 Solution: Microsoft Office 97 brings together the world’s best selling productivity applications, tightly integrated to provide an efficient, unified work environment that makes it easy to organize the information and tasks you work with everyday.

2. Get Connected
Customer Challenge: Users need to find a way to use the Web to communicate/collaborate with others. 

Office 97 Solution: Microsoft Office 97 is designed to maximize the potential of the Internet or your organization’s intranet, providing innovative tools for finding information, publishing documents, and collaborating interactively with others. 

3. Get Results
Customer Challenge: Users need to obtain professional results quickly and easily. 

Office 97 Solution: Microsoft Office 97 is intelligent, personalized software that works the way you want to, to help you achieve results more quickly and easily than ever before.

4. Get Switched
Customer Challenge: Migrating skills and documents from WordPerfect for DOS to Word. 

Office 97 Solution: Microsoft Office 97 has a host of tools to help WordPerfect users leverage their skills to get up and running in Word as well as the best document converters around.

Script Information TC "Script Information" \f C \l "1" 
Demo Script Conventions

Item
Description



Demo Notes:
These are notes to the presenter which will include either: 

· Reminders that are not intended to be read out loud

· Tidbits or factiods that might be relevant to specific segments of the audience

Optional Features:
Talk-track and keystrokes for optional features.  These will add to the length of the demo but might be appropriate, depending on the audience (i.e. features that are highly relevant for legal audiences.)

General (Spoken) Introduction TC "General (Spoken) Introduction" \f C \l "1" 
Hi, my name is (state your name) and I’m here to show you Microsoft Office 97, and in particular Word 97 and Outlook 97. Most of my presentation today will focus on new functionality in Word 97 that is specifically designed to help legal professionals get more out their word processor so they can focus on law, not on software. We’ll also spend a few minutes on Outlook 97, a great new desktop information manager for email, scheduling, task management, contact management, and journaling all of your daily activities.

Over the past several years, the Microsoft Office development team has focused efforts on making Word fit the needs of legal industry users. Product designers visited hundreds of lawyers, legal secretaries, and technology specialists in large and small firms around the globe with the goal of learning how you work. After doing this, they set out to build Microsoft Word 97 which is by far the most powerful legal word processor ever created. During this presentation you’ll see how Microsoft Word 97 is the most effective way for your firm to get your job done. You’ll also see how easy it is to join the millions of people who have switched from other word processors to Microsoft Word.

Module 1: Get Results with Word TC "Get Results with Word" \f C \l "1" 
Feature Demonstrated
What You Say…
What you do…

General (Spoken) Introduction
In spite of rapidly emerging technologies like email and the Internet, the ways legal professionals use Office has essentially changed very little over the years: you still use it to write documents, store and analyze data, and prepare presentations.

The best tool for creating documents is still Word, and that’s where we’re going to begin today’s demonstration.


Screen Tour: Improved toolbars and menus
This is Word 97 for Windows. One of the first things you’ll notice is an improved user interface, which looks cleaner and more sophisticated. 

The code for these new improved toolbars and menus is only stored once on your hard-drive and is shared across all the Office applications which means that consistency is now much more than skin deep: instead of simply looking the same, toolbar buttons and menu commands across all of Office are from exactly the same code.

These interface improvements also work to remove the barrier between the user and the computer, so it becomes very simple to personalize your workspace. We’ll see some of that in just a minute.
Open Word 97 

Move cursor over Menu bar to show 3D highlighting 

Move cursor slowly over Formatting toolbar to show ToolTips.

Pause over Bold and  Center Align to show shortcut keys

AutoComplete
Just about every time you sit down at your word processor, you’re probably going to do some typing and some formatting. Word 97 makes it easier than ever before to complete these processes. 

For example, when I start typing the date, Word 97 recognizes what I’m trying to do. I just hit enter and Word finishes typing for me. If I hit the space bar, Word realizes that I’m probably trying to type today’s date, and offers to finish that for me too. This feature is called AutoComplete and it not only works with dates, but it also works with custom blocks of text and graphics.  Basically Word 97 has document automation functionality built right in!
Start typing month

When screen tip appears Hit Enter

Hit Space

Hit Enter to complete today’s date

Insert Cursor below “Real Estate” heading 

Type “Real” a tool tip should pop up for AutoText entry “real estate”

Hit Enter

AutoText (Tear-Off Menus)
This is AutoText and it works with AutoComplete to allow you to easily insert custom blocks of text without ever taking your fingers off of the keyboard. 

Note how the improved Office interface lets me “tear off” a set of commands and instantly create a floating toolbar out of them. I can insert AutoText headings right from here, or just start typing.

AutoText entries are associated with different styles in your document. This way when you’re working in body text, for example, Word will automatically filter those entries to each part of your document. AutoText entries are stored with a document template so it’s easy to create standard templates for things like wills or contracts, build in AutoText entries, and share them with your entire firm! Think of the time you will save! 
On the command menu, highlight Insert. (Animated File menu should fall out…)

Move your cursor to AutoText.  

Move your cursor to highlight the bar at the top of the AutoText drop down menu and drag the new toolbar to the right of your screen.

Insert Cursor in Heading 1 and show how this filters AutoText entries for just Heading 1

Insert Cursor in Normal Text to show how all categories become available.



Create new AutoText Entry

(optional- if you have time to drive the feature home, create a new entry)
Creating AutoText is easy too… Just select the text that you want, Click on New, and give it a name. Then next time you’re typing, Word will help you get the job done and automatically insert the text for you!
Select first paragraph of will

Click on New button on AutoText toolbar

Name it Intro

Delete the paragraph

Type Intro

Hit Enter



Enhanced AutoCorrect, Grammar Checker, and Spell-it.
We’ve improved AutoCorrect now to work across spaces, on multiple words. So now, if you type “int he”, Word will correct that to “in the.” This also works for some common grammatical errors like when you type “their” when you really mean to type “there.” 
NOTE: This is a little tricky. Try to keep to this exact sentence including punctuation, etc.
Place the cursor at end of the first paragraph in the “Instruction Concerning Personal Property…” section

Type “int he”

Hit Space

Type “event that their is no executor,”

Show that “their”( “there”

Type “grant the following items:”

Lead-in Emphasis
Aside from typing, our research shows that most people format their documents. Word 97 makes this easier than ever so you can focus on your work, not on the software. For instance, it makes borders out of dashes and real symbols from text substitutes.

Formatting the text is fast, but Word 97 makes repeating this formatting even faster. We saw a lot of our users making lists like this: the first couple of words specially formatted, then there is some type of separator, such as a period or colon, and then the text goes back to normal. Word recognizes this pattern and automatically applies it for you as you type.

All of these features work in Word whether you’re writing an email message, a pleading, a brief, or a contract. 
Insert Cursor at end of second line of bulleted list

Type “(r)” to show how it converts to ®

Hit Enter to show how  Word continues numbered list

Type “Blue Suede Shoes--"

Show how it automatically applied bold italic

Type “Frank Sinatra”

Show how  Word recognized pattern and applied normal formatting to the 2nd ½ of the list.

Visual Styles
One of the most important features for Word users in the legal industry is styles. This is the quickest, easiest way to achieve great looking, flexible documents in Word. Styles have been around in Word for a long time but our research showed that they weren’t easy enough to use.  Word 97 Visual Styles gives you a true WYSIWYG approach to using styles.

If you want to modify a style, it will cascade throughout the entire document. This way it’s easy to get professional results with Word 97.
Highlight text in Heading “Real Estate”

Click on the Style drop-down in the Formatting Command Bar
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Heading 1





Select “Heading 2”

Scroll down to Residuary Trust

Heading and Paragraph Numbering Dialog

NOTE: This is the most important feature area for legal users. Don’t Skip This! For more information, you should read the Word 97 Legal Features Guide and bring this as a hand out for people who attend your presentation. This and other technical information will be available on the Microsoft Legal Web site,

www.microsoft.com/industry/legal/
We found in our research that more than any other feature area, legal users rely on paragraph and heading numbering. The Word 97 development team completely redesigned paragraph and heading numbering with the specific goal of making Word 97 the best legal word processor ever. 

Word 97 allows users the depth of functionality and flexibility that they may remember from their DOS based word processor, but with the ease of use that has made Word the best selling word processor of all time. 

All of the Word 97 bullets and numbering functionality can be accessed through a single dialog box now. You’ll notice that Word gives me a preview of a bunch of styles, these are actually my most recently used numbering schemes. If I want to modify any of these or create a custom numbering style, all I have to do is click on modify.  


Right click on “Residuary Trust”

Select Bullets and Numbering

Click through tabs in Bullets and Numbering dialog box stopping on Outline Numbered

Select the style that’s Article I, Section 1.01

Click Modify



Outline Numbering
Word 97 lets me put any amount of text either before or after the number. Notice I get a preview of my style right from within the dialog box, so there’s no guess work.

I can also change this to a roman numeral just by selecting from this drop-down box.

If I want to I can adjust other levels by clicking on them in the Heading Level area. In this case I want heading 2 to be based on heading 1. I can do this just by selecting from a drop down list. We found that many lawyers want heading two to appear as Arabic numerals instead of as Roman numerals, so we added this Legal Style Numbering check box which lets them do just that.
Replace “Section” with  “Item ” in the Number format box before the number field

Point to the preview area in the dialog box

Click on the Number Style drop-down box to show different styles

Click on level 2

Click More Button

Toggle Legal Style Numbering off then on again to show what it does. 

You should finish with a numbering hierarchy that looks like this:

Article I

    Section 1.01

       (a)

          (i)

In Paragraph Numbering
Word 97 also has a brand new numbering field, called LISTNUM,  which was designed to allow users to put multiple heading numbers on the same line or to allow for intelligent in-paragraph numbering. 

Here you can see Elvis is bequeathing a variety of items to different members of his family. Let’s put some numbering right within this paragraph. 

Once I have a LISTNUM in my paragraph, Word is smart enough to recognize the way I type and automatically insert LISTNUMs for me as I go. Then when I add an item to my list, the numbers will automatically update. 
Insert cursor in Heading 3 paragraph

Ctrl+Alt+L to insert Listnum which should appear as “(i)” 

Insert Cursor right before next item in paragraph and type “(ii)”—notice that as you hit space, it automatically turns into a listnum field

Insert cursor before (ii) and type “(ii)”  which will turn the original (ii) to (iii)

Show that paragraph numbering has automatically updated

Close Elvis’ Will, don’t save changes



Transition
Let’s move on to another task, creating a legal pleading… The Word 97 Pleading Wizard is a great example of tools in Word that simplify complex tasks by asking you a series of easy questions. It is also a great example of the type of custom solutions you can create using Visual Basic for Applications (VBA) in Word 97 and the other Office 97 applications.
File/New/Legal Pleadings Tab

Pleading Wizard

Improved Pleading Wizard
The pleading wizard lets you leverage work you may have done on previous pleadings or create a new one from scratch. 

The updated visual design of the Wizards in Word 97 is modeled after subway maps which show you what’s coming up and lets you jump to specific points without going through all of the steps.

We paid extra attention in Word 97 to make sure that the pleading wizard has all of the flexibility and functionality you need to create pleadings that meet stringent court regulations. So it’s accurate and easy to make formatting changes. 

We’ve completely redesigned the Pleading Wizard so that it’s easy to specify and adjust other formatting like line spacing, borders, caption boxes, and headers and footers. 
Click Next

Choose to modify an existing pleading

Point to different options along subway map

Click to jump to Line Numbers

Point to different line numbering options

Click on the red finish button on subway map

Click Cancel to exit Wizard


Now that I’m done creating my pleading, let’s move on to a contract we have to complete.   
Term of Credit Agreement should be in background… 



Red Herring

(optional)
Many legal users need to include vertical text on the cover sheet or on every sheet within a document. Sometimes this says confidential, other times this has important copyright information
Click on text box button on drawing toolbar and draw out a text box that is about 1 inch thick and runs the entire length of the cover sheet

Insert cursor in the text box and then type “real”

Hit enter to AutoComplete

Click on the text rotation button on the text box toolbar  to make the text run vertically in the text box.

Right click on the text box border and choose format text box to get rid of border

Outline View
Our research shows that more than most other users, legal professionals work on long documents. So the Word 97 development team worked very hard to offer tools that would make writing and reviewing long documents online easier than ever before. 

When you’re writing and editing a document you might care to use Word’s convenient outlining feature. The outlined button toggles me to the outline view. You’ll notice a new toolbar at the top of my screen. This allows you to easily view your document by expanding and contracting various levels of your outline. If you want to move an item, just select it, drag and drop. Let’s collapse the text and view level one. We can also expand the second level with a single click.


Click on the Outline button [image: image4.png]


 

Click on the Level One button [image: image5.png]


 to collapse the document down to the first level.

Select a heading and drag it up in the document structure

Click on Level Two button [image: image6.png]


 to reveal the second level.

Select View/Normal



Document Map
When it comes to reviewing a long document or searching for important information, Word 97 has a bunch of tools that make it easy for you to get your work done. For instance, the Word 97 Document Map makes it easy to browse through your document just by clicking on different headings. Next time one of your colleagues calls you up and asks you about Section 3, article 1, sub (a), you can get there immediately just by clicking in the document map.
Click on the Document Map button

Hover the mouse over the document map pane and show screen tips

Click on one to show browsing,

Click to go back towards the top of the file

Intellimouse
Another great way to get around in Word or any of the other Microsoft Office applications is using the new Microsoft Intellimouse. 

For those of you who can see this, you’ll notice it has a little wheel in the middle. I can use it to automatically scroll through my document, or zoom in and out. 
Hold up the Mouse

Show the wheel

Click on the wheel and drag down to auto-scroll

Drag up to scroll back up

Hold Ctrl and Roll mouse wheel slowly up to zoom in, down to zoom out.

Browse by Object
Another way to get around in your document is browsing by object. So if you’re looking for something specific, like a table that needs updating, just select Browse by Table and away you go.
Click on the browse by object button

Choose browse by table and click on the double down arrow on the scroll bar to go to the next table

Table Drawing Tools
Notice that my table here needs some work. Word 97 has a whole new set of tools that make it easy for users to work with tables using a very easy to understand pencil and eraser metaphor. If You want to get rid of this line and merge these two cells vertically, all you do is erase the line and it’s done! You can also rotate the text in my table so that it looks perfect. 
Click on the Table Button[image: image7.png]



Merge two bottom cells in left hand column by clicking on [image: image8.png]


 and selecting the border between them

Rotate text in bottom left hand cell by clicking on the text rotate button in the table toolbar

Close the table toolbar

Transition
As more and more users share their documents online, Word 97 brings a powerful set of tools to help you get the job done. In fact, we’ve even created a toolbar for reviewing, commenting, changing, and routing documents.
Right Click on Toolbar and bring up the reviewing toolbar

Hover mouse over each of the buttons on reviewing toolbar as you mention what each one does

In-Place Comments
If you want to add a comment to a document, just click the insert comment button and type your message. To see the comment reviewers just hover the mouse over the yellow shading and it pops up in this handy screen tip.

When you’re ready to share this document online with a co-worker or client, you can email and even add a routing slip to your document so that it gets sent to recipients in a particular order.
Select any number in the table

Click the Insert Comment button on the reviewing toolbar or Select Insert/Comment

Type “This number looks great!”

Optional: Play back the audio comment

Click Close

Hover the mouse over the yellow shaded word to reveal the comment

File/Send to

Hand wave to email recipient and routing slip

Cross References
Our research showed that cross-references are very important to you- especially when working on long documents. So we redesigned the cross reference functionality in Word 97. Now you can easily cross-reference text or page numbers of headings, tables, footnotes, figures, or marked text (bookmarks). 

The Word 97 Cross referencing dialog shows all of my headings in context so that I don’t have to guess which one is the right one. 

In Word 97, you can create a cross reference to a paragraph number from another paragraph such as “See I.1.01(a) for more details.” You can even automatically add “above” or “below” to a cross reference for example “See I.1.01(a) below.”  If I were to move the destination of the cross reference, below would change to above.

Cross references are implemented as hyperlinks, so if users are reviewing the document online, clicking on a cross reference takes them to the referenced text and the Web navigational toolbar pops up to give easy navigation between sections. Just as if we’re browsing the web, we can go back and forth. 
Insert/Cross Reference

Point to the in-paragraph numbering you just created

Create a cross reference and check the above/below box and the hyperlink box

Click on cross reference to show the jump

Show the Web Toolbar built into Word

Click on the back button



Track Changes
The Word 97 development reworked our redlining functionality to make it work much better for legal professionals. You can choose to track all of your changes as you edit a document and you can print out marked up copies with changes showing. You can also use special symbols to designate changes like the “^” or the “#”. Legal users specifically requested this feature, so we added it in Word 97. 

Also, when you delete an item from a numbered list, the numbering itself appears as a revision. This is the way legal professionals expect a word processor to work. 

Legal users also want to know who changed what and when during the revision process. Just hover the mouse over a revision and you get a convenient screen tip which tells you exactly what changes were made, when, and by whom.
Select Tools/Track Changes

Check off all three boxes

Click Options

Show that you can mark revisions with “^” and “#”, but leave it so that revisions are marked as strike through.

Delete first item in numbered list

Show that numbering is crossed out and that other numbers cascaded up

Hover mouse over one of the changes to show the screen tip

Select Tools/Track Changes/Accept or Reject Changes

Accept all revisions

Tools/Track Changes and Turn Track Changes Off



Versioning

Optional (Large firms won’t want to see this because they will use PCDocs or another Document Manager to track revisions) Small Firms may enjoy this, though.
Of course, when you’re collaborating on documents online, it’s great to be able to track the entire working history of a file. Now Word 97 lets you save multiple versions of your document within a single file either manually or each time you save out. Word’s new file format will even compress the file for me so that it doesn’t get too big. If I want to go back and compare the current version to a previous version, that’s easy too.
Select File/Versions

Click Save Now

Type “made changes to paragraph numbering” in comments field

Select File/Versions

Show new version that you just created

Introduction of the Office Assistant
One more thing that I’d like to do here is create a table of contents. Many people might not know how to do this, and our research showed that when people run into a brick wall with their word processor, they are likely to get up from their desk and ask the resident guru how to get the job done. Now Office 97 has the Guru built right into the software so people can get better results and access more of the power of the suite. 

This guru is called the Office Assistant and it builds upon the work we did with the Answer Wizard in Office for Windows 95, and has now become is the single point of interface between the user and the computer. So now you can get online help, tips, system messages and reminders all through the same, friendly interface. 

We realized that not all users would initially warm to the concept, and since the goal was to make it truly helpful without having it be annoying, we made the Assistant completely customizable: it has a number of personalities which have been tested all over the world, and you can configure it to offer as much or as little help as you’d like. Of course you can also turn it completely off.

Demo Notes: optionally mention that this is not Bob for Office, depending on your audience.

Our research showed that users completed a task 25% faster when they used this type of interactive interface!
Click on the Help button to bring up the assistant 

Right mouse click on the Assistant and select Options.

[image: image9.png]Choose Assstant.
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On the Gallery tab, click Next to flip through a few characters.
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Select the Options tab and move your cursor to different checkboxes to show the customization options.

Click OK to return to your main screen.

Leave the Assistant in the bottom, right hand corner for now.


Many legal users want to create tables of contents that use embedded headings, so that the first few words of the paragraph appear in the TOC. You’ll notice the Office Assistant makes it easy for me to find the instructions for doing this, and there’s even an automated demonstration so I can learn as I work!
In the Office Assistant, Type “How do I create a table of contents?”

Click Search

Click on Create Table of Contents

Click on Design and build a table of contents by using embedded headings

Table of Contents
I already have my document set up to create a table of contents so let’s just get it done. Creating a Table of Contents in Word is as easy as selecting a style from a predefined gallery and clicking OK
Insert cursor under Table of Contents Heading on page 2

Select Insert/Index and Tables

IMPORTANT: In Show Levels make sure to choose 2. Hand wave to the fact that you can have as many levels of your document in the TOC as you would like
Click OK

Show how Word picked up embedded headings (words that were underlined)

Table of Authorities
Word 97 is the only word processor that automatically goes through a document and finds common blue book symbols such as “§” in order to automatically create a table of Authorities. Once the user has selected the entire long citation and indicated the short citation, Word automatically marks each of citations in the document.  

You can also specify the citation’s category (e.g. Cases, Regulations, Statutes) from a list of 9 category types(or customize the list for your own categories. 

In this instance we have found a Statute so we will change the Category selection.  Now Word will mark every instance of this citation in the document.

After I have defined the items for my Table of Authorities, Word will automatically create do the rest for me. 
Choose insert index and tables

Select Table of Authorities tab

Click Mark Citation

Click Next Citation

When Word finds the first symbol, select “Compensation… 9601”

Click back in Mark Citation Box

Text you selected will appear in Selected Text Box inside dialog

Delete everything to the left of “42” in short citation box inside dialog

Click Category and change it to Statutes

Click Mark All (this will cause the paragraph marks to show

Click on Paragraph button to hide paragraph marks

Return Cursor to the 1st page after the cover page of the document under the heading Table of Authorities

Select Insert/Index and Tables

Click on Table of Authorities Tab

Click OK  to generate Table of Authorities



Get Switched from WordPerfect
When we asked WordPerfect users what their biggest concerns were about moving to Word for Windows, they told us in no uncertain terms: 

File conversions

Support for WordPerfect Command Keys

Training

To make it easier for WordPerfect users to switch to Word we added special support tools to make the transition as easy as possible.

To make our converter better, we collected thousands of documents--short, long, simple, complicated, with graphics, columns, paragraph numbering, equations, you name it. We put these documents through something we called "The Analyzer" that picks apart the entire document. 

We found out how often various codes were used, what combinations did what, etc. We even added some of WordPerfect's own internal codes to Word, like Advance codes, so we could recognize and convert them. 

To make our converter better, we collected thousands of documents--short, long, simple, complicated, with graphics, columns, paragraph numbering, equations, you name it. We put these documents through something we called "The Analyzer" that picks apart the entire document. 

We found out how often various codes were used, what combinations did what, etc. We even added some of WordPerfect's own internal codes to Word, like Advance codes, so we could recognize and convert them.
File Open

Select Printer.tst

Click OK



Document Conversion
Let’s take a look at an example.  There's a document called PRINTER.TST that comes with WordPerfect to show all of the things a printer can do. It has multiple fonts, sizes, columns, tables, equations, footnotes, line numbers, you name it.

When I open PRINTER.TST you can see that Word is going through the process of converting it to a Word document.  Now, here it is, with all of its multiple fonts, sizes, columns, tables, equations, footnotes, line numbers, and all!

Let’s take a look at an example.  There's a document called PRINTER.TST that comes with WordPerfect to show all of the things a printer can do. It has multiple fonts, sizes, columns, tables, equations, footnotes, line numbers, you name it.

When I open PRINTER.TST you can see that Word is going through the process of converting it to a Word document.  Now, here it is, with all of its multiple fonts, sizes, columns, tables, equations, footnotes, line numbers, and all!

To get this kind of accuracy, we changed the entire conversion model to create a “two-pass conversion.” WordPerfect documents include some codes that don't have full meaning until paired with a code later in the document. In one-pass conversions, Word wouldn’t always know what to do with the first code, so it would be ignored. With two-pass conversions, the codes are stored until the second pass, when Word has all the information it needs to apply the code correctly.
Click the page layout button

Scroll through the document and point out converted items

WordPerfect Help
Once file conversions are addressed the next concern is getting WordPerfect users up to speed in Word. We pioneered making the move easy in Word 2.0 with WordPerfect Help. Since then, millions WordPerfect users have switched to Word. 

We wanted to make the transition even easier. We worked with hundreds of WordPerfect users to find out what they liked about WordPerfect and Word and what they didn't like. We had some write journals, and we brought some users into our labs to test new features. 

We found that even small things like using the term "block" instead of "select" really helped WordPerfect users understand Word more quickly.
Select Help/WordPerfect Help

Click Options

Click Check boxes at the top

Under Help Type, click on the  Demo radio button

WordPerfect Compatibility
We improved Help for WordPerfect Users based on their feedback. When a user types in a WordPerfect keystroke, Word now points to the exact commands that you need in sequence. Let's try F2, the WordPerfect keystroke for find.  Word points to the Edit/Find command, changes the setting to what WordPerfect users are use to, and if I get stuck, Word gives me a hint on what to do next. Between this and the Office Assistant ramping up on Word is a snap. 
Hit f2



Module 2: Get Organized With Outlook TC "Module 2: Get Organized With Outlook" \f C \l "1" 
Feature Demonstrated
What You Say…
What you do…

Introduction
In law, the difference between success and failure is your ability to manage your busy schedule, the information from different clients, and the tasks that need to be completed by specific dates. Right now you’re looking at Microsoft Outlook™, the newest member of Office and a breakthrough product for Microsoft.  It’s the first of a new breed of applications called “desktop information managers” that pulls all of your personal information together into one central place. Now, instead of having multiple applications for different types of information like email, to-do lists, personal schedules, notes, files on your hard-drive, etc –Outlook puts all of that information in one unified application.

Screen Tour
Let’s start with a quick tour of the screen. On the left is the Outlook Bar, which is a navigation tool to help us organize and move between the folders and applications we access most frequently.  

Optional Note: It also helps a user share information with others with Exchange public folders, forms, and a high level of intranet and Internet connectivity.


Point to the Outlook bar, hover over each of the shortcuts without clicking on them.

Inbox 

Here’s the Inbox - the place where we manage our Email. The area on the right is the information pane which is similar to Microsoft Mail — you can easily see attachments, priority, and basic information like sender, subject, and date.
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Click on Inbox

AutoPreview
More and more legal professionals are communicating with each other and with their clients over email. Microsoft Outlook makes it easy for me to manage my email messages with an IntelliSense feature called AutoPreview which shows me the first three lines of every message. This makes it easy for me to know which messages I need to deal with first, and which I can simply delete. 
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Change to AutoPreview mode. 

Delete a message (any one except the one at the top from Erin O’Melia.)

WordMail
Let’s open up this email from Erin. This is a typical piece of email where Erin has given me some information and some action items I need to follow up on. You’ll notice that this is much more richly formatted than most of the plain email messages you might see. It includes rich text, bulleted lists, and great looking headings. That’s because Outlook lets you use Word to read and write email. This way if you know how to use Word, you know how to create great looking email messages. This is a great example of how integration across Office applications will help you to get your job done. 
Open Message at top of screen from Erin O’Melia, “Complete Business Plan.”

Drag and Drop Contact
She also has attached an Outlook contact for our new client. We know that most people in the legal profession need an easy way to keep track of the hundreds of people they work with. With Microsoft Outlook, you can simply drag and drop this new client right into to your personal contacts.
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Drag/drop attached contact object into Contact Manager.

Outlook Contacts
Here is the Outlook contact manager. Outlook provides you with an an easy way to store all of your traditional contact information as well as email and web addresses, and over 20 phone numbers for each contact. You can even use Outlook to store photos and notes along with each contact. 

Humor: This is perfect for those people who never forget a face but always seem to forget a name…
You can also file your contacts any way you want. By name, firm, client name, etc. I can choose from these defaults which are derived from his name and company information, or I can type my own, in this case I want to file him as “Banker”


Click on the Outlook Contact Manager [image: image14.png]



Click on the “k” tab on the right

Double-click “Pat Kirtland”

Point out email addresses, 
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Show “Web Page” field

Click on the drop down-down by any phone filed

Show default “File As” options.

Under “File As” type “Banker”
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Close and Save

Click on “B” to show contact filed as “Banker”

Click on the phone drop-down to show TAPI options
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Click on menu item “Contact” to show other options
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Outlook Calendar
Now if I want to plan a meeting with Erin to discuss our new client, I need to check out both of our calendars. Outlook lets you view your appointments a day at a time like this, or a week at a time, or maybe even view several discontinuous days all at once.  Over here I see my tasks for the range of days I’m viewing. Outlook calendar allows for group scheduling too.
Click on the Calendar module
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Select a whole week to show

Crtl + click to select two or three discontinuous days.

Outlook Task
One of the most important things in any business is making sure to follow up. Outlook helps me to organize all of my action items by providing me with powerful task manager. If, for example, I want to make this email into a formal task I can drag and drop it to my task manager and you’ll see that Outlook carries it over for me.
Click on the Inbox

Drag and drop same email message from Erin O’Melia to the Task manager
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Point out Subject and Due date.

Click on the Task Manager shortcut

Task Manager

So here’s a list of all of my to-dos.  With Outlook flexible views I can quickly customize my views to get my information organized.  For example I can group first by Client Matter, then by priority. In this case I just want to group by priority, so I’ll get rid of “categories.”  This action item from my boss is pretty important I’ll just drag and drop to make this task higher-priority. 

Notice I have quite a number of things to do today—Write pleading, review contract, and create a presentation for prospective clients… I had better get to work!
Click on Tasks

Default view should be “Detailed List”

Click on the group-by toggle
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Drag Category into the group box

Drag Priority up to the group box as a second level grouping
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Drag Category away to leave only grouped by Priority

Drag/drop task from boss “Complete Business Plan” from top of Normal priority list ( high priority
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Outlook Journalling

Now the last thing I should do is write a letter of introduction. About a month ago I had to write a similar letter to another bank. I know that that I’ll be able to use that letter as a starting point, but I can’t remember where I left the file on my hard drive.

This is where the Outlook Journal module comes in. What the Journal does is keep track of the work you do with your computer, both communications activities like sending email….

Or work you do with Office documents….

For instance if you’ve got a modem you can use Outlook to dial your phone whenever you call one of your contacts, and the Journal will keep track of who you called, when you called them, the length of the call, and give you a place to take notes while on the phone.

In this case, I’m looking for a letter I wrote about a month ago.

Here’s it is…
Click on Journal (default view should be “By Type”)
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Make sure timeline scale is set to “Week”
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Use Horizontal scroll bat to go back on timeline to where May 29 is in the middle of the screen.

Expand and collapse group “Email message”

Expand and collapse group “Excel document”

Expand “Word document”

Double Click on “Letter to Big Bank”
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Note: Double-click SHOULD open a letter in Word.  If instead it opens the Journal item, just dbl-click the shortcut inside the item. 

On-line layout view
Traditionally word processors have been optimized for the printed environment.  With the increased usage of the document collaboration and Internet e-mail, many documents are never printed.  Through the On-line view Word 97 is optimized not only for the printed word documents, but also for on-screen reading.  Right now we are viewing the document in the Online View.  This view optimizes a document for viewing on your screen. The fonts are larger and the line lengths are shorter to improve legibility.  Word also resets the page length of a document to match the window size of your monitor.
Open Bizplan.doc
Select View/Online Layout

Switch back to page layout or normal view
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