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The easy-to-use, integrated software in Microsoft Works is the key to more productive home computing.

Integrated and up-to-date software for the home. 

Microsoft Works 4.5 gives you a word processor, a spreadsheet, a database, and drawing and communication tools—all in one integrated product along with Microsoft Internet Explorer. Go ahead, communicate, organize, create, and explore—it’s easy!

The right tools to easily accomplish any task.

From newsletters to mailing labels and school reports, Works 4.5 provides the foundation for easy home computing. The Task Launcher displays the 39 most common computing tasks at start-up, and more than 100 ready-to-use templates are only a click away.

Everything you need to produce great-looking documents.

Automate your most common tasks and get fast, professional-looking results easily with features such as Easy Formats and ReportCreator. Crunch numbers quickly with EasyCalc, then select one of 12 different chart styles, and insert the results into your document.

Access and use your data efficiently.

No matter the size of your project, it’s easy to pull out just the addresses or information you need. The Database makes it easy to create mailing labels and envelopes directly from your Address Book—Microsoft Works walks you through the process! 
Get outstanding results quickly and easily.

Starting with one of the versatile templates, add professional-quality images from the ClipArt Gallery for an eye-catching look. Or, create special designs with the drawing tools and apply them to everything from labels to reports for customized output.
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The easy-to-use Task Launcher features 39 of the most common computing tasks, everything from report writing to managing budgets.
With more than 100 home, civic, and education templates, you can start with a professional-looking document, then easily customize it to suit your needs.
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1 Onthe Taals meny, click Labels.
2 Click Labels,

3 Followhe steps on the
Instructions tab. To move through
the steps, click Next.

Tips ffyou dont understand an
option, click the question mark in
the upper-right comer ofthe
dialog box, and then click an
option.

4 When youve stepped through all
the tabs and filled inthe required
information, click Close.

5 Click Yes to create the labels.
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Important: The spreadshest must
be saved before you can insertthe
chart,

1 Open the spreadsheet that
contains the chartyou wantto
insertand link.

Important: After the next step,
clickthe Back button atthe
bottom ofthe Help windowto
getthis procedurs back.

2 Open or swichto your
destination document,

3 Clickwhere you want to insert
the chart,

4 Onthe Insert meny, click Chart
5 Click Use An Existing Chart

6 Inthe Select A Spreadsheet
box, click the spreadshest that
the ehartis based on.

7 Inthe SelectA Chartbox clck_=]





The powerful database tools give you the flexibility to create customized address lists, and a step-by-step guide walks you through the process of making labels and addressing envelopes.

Specifications

To use Microsoft Works, you need:

· Personal computer with 386DX or higher processor (486 recommended)

· Microsoft Windows® 95 operating system or lat​er or Microsoft Windows NT® Workstation operating system version 4.0 or later (will not run on earlier versions)

· 8 MB of memory (RAM) for Windows 95; 12 MB for Windows NT Workstation

· 5–25 MB of available hard-disk space, depending on which optional components you choose to install

· Double-speed or faster CD-ROM drive

· VGA or higher-resolution monitor (Super VGA, 256-color monitor recommended)

· Microsoft Mouse or compatible pointing device

· 9600 or higher-baud modem required for communication features.

To use Microsoft Internet Explorer, you need these additional items:

· 486 or Pentium processor recommended

· Multimedia computer required to access sound and other multimedia effects

· 3–18 MB of additional available hard-disk space

· 14,400 or higher-baud modem and Internet access

Note: Microsoft Works 4.5 comes on one CD-ROM.
Visit the Microsoft Works World Wide Web site at http://www.microsoft.com/works/
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The ultimate way to create the 
quality of Hallmark at home. 
Personalize cards, invitations, 
banners, and more with Microsoft 
Greetings Workshop.
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