What’s New in Microsoft Office XP

New Microsoft Office features

· Office task panes   The most common tasks in Microsoft Office are now organized in panes that display in place with your Office document. Continue working while you search for a file using the Search task pane, pick from a gallery of items to paste in the Office Clipboard task pane, and quickly create new documents or open files using the task pane that appears when you start an Office program. Other task panes vary per Office program.

· Control paste options and automatic changes with smart tags   New in-place buttons called "smart tags" let you immediately adjust how information is pasted or how automatic changes occur in your Office programs. For example, when you paste text from Microsoft Word into Microsoft PowerPoint, a button appears next to the text. Click the button to see a list of choices for fine-tuning the formatting of the pasted text. Smart tags and their associated choices vary per Office program.

· Updated Clip Organizer   Hundreds of new clips, an easy task pane interface, as well as the same abilities to organize clips and find new digital art on the Web are part of the updated Clip Organizer (formerly Clip Gallery).

· Conceptual diagrams   Word, Microsoft Excel, and PowerPoint include a new gallery of conceptual diagrams. Choose from diagrams such as Pyramid for showing the building blocks of a relationship, Radial for showing items in relation to a core element, and more.

· Voice commands and dictation   In addition to mouse and keyboard methods, you can now select menu, toolbar, and dialog box items by speaking. You can also dictate text. This feature is available in the Simplified Chinese, English (U.S.), and Japanese language versions of Microsoft Office, and has some special hardware requirements.

· Support for handwriting   You can use handwriting recognition to enter text into an Office document. You can write by using a handwriting input device — such as a graphics tablet or a tablet-PC — or you can write using your mouse. Your natural handwriting is converted to typed characters. In Word and Microsoft Outlook, you can also choose to leave text in handwritten form.

· Find printers   If your organization uses Microsoft Windows 2000 and the Active Directory directory service, you can search for printers across your network from the Print dialog box in Office XP programs.

· Share your Office documents over the Web   From any Office program, you can save documents to Web sites on MSN. This gives you an instant collaboration space where you can share files with other people.

· Save a Web site as a single file   A special Web archive file format is available in Microsoft Access, Microsoft Excel, Microsoft PowerPoint, Microsoft Publisher, and Microsoft Word. This file format lets you save all the elements of a Web site, including text and graphics, into a single file.

· Open Office Web pages for editing from the browser   Office programs recognize the HTML pages that they generate. You can open an Office document that you've saved as a Web page in the program it was created in, right from Microsoft Internet Explorer.

· Hangul/Hanja converter improvements   Over 20,000 new characters are supported by this converter for Korean language documents. The converter automatically uses new fonts that have the proper glyphs for the new characters. 

· Full support for Windows 2000 language features   Microsoft Office programs now support all the languages that Microsoft Windows 2000 does. Office also supports the latest extensions to Chinese character encoding via Unicode, including support for almost 70,000 Chinese characters.

· East Asian character support on non-East Asian systems   Now you can enter characters from East Asian languages in all Office programs, even if your system software is a non-East Asian language version. (This was previously only supported in Microsoft Word and Microsoft Outlook, or on Windows 2000.) For example, on a computer running English (U.S.) Microsoft Windows 98, you can enter Japanese characters in Microsoft Excel.

· Document recovery and safer shutdown   Documents you are working on can be recovered if the program encounters an error or stops responding. The documents are displayed in the Document Recovery task pane the next time you open the program.

· Office Safe Mode   Microsoft Office XP programs can detect and isolate startup problems. You can bypass the problem, run your Office program in safe mode, and keep getting your work done.

· Office crash reporting tool   Diagnostic information about program crashes can be collected and sent to your company's information technology department or to Microsoft, allowing engineers to correct these problems so they don't interrupt you again.

New Microsoft Word Features

· Use the Styles and Formatting task pane to create, view, select, apply, and even clear formatting from text. You can also open the Reveal Formatting task pane to display text formatting attributes.

1. Select all text with similar formatting

2. Clear formatting from text

3. View, create, and apply formatting

· You can also check formatting for consistency as you type. Word marks formatting inconsistencies with blue, wavy underlines.

· In addition, you can control automatic corrections and pasting without having to click a toolbar button or open a dialog box. The AutoCorrect Options and Paste Options buttons appear directly in your document to help you fine-tune these tasks.

· Use the improved Reviewing toolbar for document collaboration. Tracked changes are represented by clear, easy-to-read markup that doesn't obscure the original document or affect its layout. Markup is displayed while tracked changes are turned on, and also as the result of a comparison between two versions of a document. 

· Word also has enhanced compare and merge features. In addition to integration with tracked changes, improvements include overall accuracy and robustness, the tracking of more types of changes, and the option to create a third document that contains the comparison.

· Distributing a document for review is a complete, integrated process. When you send a document for review, Word automatically creates a review request form; enables and displays the reviewing tools when a reviewer receives the document; and prompts you to merge changes when the reviewed copy is returned. You can then use the reviewing tools to accept or reject the changes.

· Use speech recognition to select menu, toolbar, dialog box, and task pane items by using your voice. Use speech recognition by clicking buttons on the Language bar

· Use handwriting recognition to enter text into a document. You can write by using a handwriting input device — such as a graphics tablet or a tablet-PC — or you can write using your mouse. You can have your natural handwriting converted to typed characters or leave text in handwritten form.

· Improved table and list formatting   Word now offers drag-and-drop copying of tables, custom table and list styles, and improved sorting. You can also format bullets or numbers differently than the text in a list.

· Multi-selection   You can select noncontiguous areas of a document, which makes it easy to format text in different places. Use the Ctrl key for multi-selection.

· More convenient word count   By using the Word Count toolbar, you can check the current word count in a document without having to repeatedly open the Word Count dialog box.

· Simplified mail merge   Word takes advantage of the task pane to deliver a brand new way to connect to your data source and create form letters, mailing labels, envelopes, directories, and mass e-mail and fax distributions. The Mail Merge Wizard is easy to use, but still offers rich, advanced functionality.

· Hiding white space   In print layout view, you can quickly eliminate wasted space on the screen by hiding the white space at the top and bottom of a document.

· Drawing Canvas   The new Drawing Canvas helps you easily insert, position, layer, and resize drawing objects in your document.

· Diagramming   You can add a variety of diagrams using the diagramming tools on the Drawing toolbar.  ( Eg. Diagram (radial type), Diagram toolbar, Drawing sizing handle, Drawing border)

· Improved watermarks   You can easily select a picture, logo, or custom text to apply as the background for your printed document.

· Protecting personal information   You can now remove personal information from your document, such as file properties (Author, Manager, Company, and Last saved by) and names associated with comments or tracked changes. 

· Improved picture bullets   Picture bullets now behave just like other bullets in Word. Different picture bullets can be used for different levels, enhancing their use in communicating information.

· Filtered HTML   To reduce the size of Web pages and e-mail messages in HTML format, you can save them in filtered HTML so that the tags used by Microsoft Office programs are removed. This feature is recommended for experienced Web authors who are concerned with the tags that appear in their HTML files.

· Smart tags   Save time by using smart tags to perform actions in Word that you'd normally open other programs to do. For example, you can add a person's name and address from your document to a Microsoft Outlook contact folder by simply clicking a smart tag, and then selecting the action.

· Insertion of symbols and international characters   Word now offers improved ways to add these types of characters to your document, either through the improved Symbol dialog box, or by using ALT+X keyboard shortcuts. 

· Support for additional character sets   When used with Microsoft Windows 2000, Word now supports typing Thai, Hindi, Tamil, Georgian, Armenian, Vietnamese, Farsi, Urdu, and other complex languages. 

New Microsoft Excel Features

· Querying data from Web pages   Now it's even easier to get refreshable data from the Web into Excel for viewing and analysis. Use the new browser-like interface to visually select tables on Web pages for import into Excel, or copy data from a Web page and create a refreshable query. Web queries included with Excel provide fast, accurate information such as stock quotes for your spreadsheets. You can also create Web queries to Extensible Markup Language (XML) files.

· Watch window   Keep track of cells and their formulas on the Watch Window toolbar, even when the cells are out of view. This moveable toolbar tracks cell properties including workbook, worksheet, name, cell, value, and formula.

· Expanded AutoSum functionality   The practical functionality of AutoSum has expanded to include a drop-down list of the most common functions: Average, Count, Max, and Min.

· Color-coded worksheet tabs   Organize your work by adding color to your worksheet tabs.

· Unmerge on the toolbar   No more searching for a way to unmerge cells. Now unmerge is conveniently located on the Format toolbar.

· Retain column widths   If you have worksheets with specified column widths, now you can paste information from another worksheet without losing that formatting by clicking the Paste Options button, and then clicking Keep Source Column Widths.

· Border drawing   A new border drawing tool allows you to outline complex borders with little effort.

· Find and replace   Finding and replacing data in Excel includes great new options to match formats and search an entire workbook or worksheets.

· Speech playback   An option to have a computer voice play back data after every cell entry or after a range of cells has been entered makes verifying data entry convenient and practical. You can even choose the voice the computer uses to read back your data. This feature is available in Chinese, Japanese, and English (U.S.) only.

· Printing   You've asked for the ability to insert graphics and file names in headers and footers, and with Excel you can. You'll also find a handy A4 paper resizing option on the International tab under Tools menu, Options command, which will scale the worksheet you formatted for A4 paper if you have letter-size paper in your printer.

· Worksheet protection   Excel adds power and flexibility to protect your data from changes to worksheets and cells. You can protect cell values and formulas, and allow the cell to be formatted. You can also ensure that only specific users are allowed to change cells.

· Worldwide number formats   You can format numbers for a specific location in all language versions of Excel. 

New Microsoft PowerPoint Features

· Collaboration: Microsoft PowerPoint and Microsoft Outlook work together to help you e-mail a presentation to colleagues and start the process of reviewing. When the reviewers send the presentation back to you, PowerPoint can help you merge their comments and changes into a single presentation for your review. Rest the mouse pointer over a change marker to see the details of a change and to accept or reject it. You can also review changes in the new Revisions task pane. This task pane gives you a unified, gallery view of every change and the ability to accept and reject them all at once or individually.

· Comments also work with the new reviewing feature. They're color-coded by reviewer, intelligently positioned so as not to obscure important slide elements, and are easy to print.

· PowerPoint has new animation effects, including entry and exit animations, more timing control, and motion paths — pre-drawn paths that items in an animation sequence can follow — so you can synchronize multiple text and object animations.

· Animation schemes let you apply a pre-designed set of animation and transition effects to your entire presentation at once. 

· The Slide Layout and Slide Design task panes organize layouts, design templates, and color schemes in a visual gallery that displays next to your slides. When you choose an item from the task pane, your slides are updated immediately with the new look.

· Print preview   You can now preview your presentation before you print. Special settings in print preview let you preview and print slides, notes pages, and a variety of handout layouts.

· Multiple design templates per presentation   PowerPoint 2002 supports having more than one design template in your presentation. This is great when you want to combine several presentations into one file, but have each section maintain its distinct look.

· Visible grid   To make aligning placeholders, shapes, and pictures easier, you can display the drawing grid in PowerPoint and adjust the spacing of its gridlines.

· Thumbnails of slides in normal view   When you want to navigate your presentation visually, click the Slides tab in normal view. Use the thumbnail representations of each slide to quickly find the slide you want to work on, or drag a thumbnail to move a slide to a new position in your presentation.

· Text AutoFit improvements   You can now turn text AutoFit on or off per placeholder, giving you a finer degree of control. Text AutoFit also works on more types of placeholders.

· Automatic layout for inserted objects   As you work, PowerPoint adjusts the slide layout automatically to accommodate pictures, diagrams, charts, and other items that you add. When you choose a new slide layout, PowerPoint can automatically rearrange the existing items on the slide to fit the new layout.

· Save background or selection as picture   When you create a drawing using the drawing tools in PowerPoint, you can save it as a picture by right-clicking it. You can also save a texture or picture background from a slide in the same way, making it easy to reuse these graphic elements.

· Easier selection of an object in a group   This new feature lets you select a single AutoShape in a group, without ungrouping. This is useful when you want to make certain types of formatting changes, for example, changing the color of a single shape in a group.

· Insert multiple pictures   When you insert pictures from files on your hard disk drive, you can select multiple pictures and insert them all at once.

· Picture compression   Pick the resolution you want for the pictures in a presentation, based on where they'll be viewed (for example, on the Web or printed) and set other options to get the best balance between picture quality and file size.

· Picture rotation   You can now rotate and flip any type of image file in a PowerPoint presentation — including bitmaps.

· Photo album   This feature makes it easy and fast to get photos from your hard disk drive, scanner, or digital camera into a presentation. Special layout options for photo albums include oval frames, captions under each picture, and more.

· Play sounds and animations   Sounds play and most of the new animation effects are preserved when you save your presentation as a Web page (HTML format).

· Password protection   A top feature request, and now it's here. Just like in Word, you can set a presentation to open with a password, specifying read-only or read-write access to the file.

· Support for additional paper sizes   PowerPoint supports the most common sizes of paper used around the world, including A3, B4, B5, and US Ledger (11 x 17), so that your printed slides look right.

New Microsoft Access Features

· Microsoft Access 2002 introduces PivotTable and PivotChart views to tables, queries, views, stored procedures, functions, and forms. You can now perform data analysis and build rich PivotTable and PivotChart view solutions more quickly than ever before. PivotTable and PivotChart views can be saved as data access pages that can be viewed by anyone who has Microsoft Internet Explorer 5 or later. You can also use subforms in PivotTable and PivotChart views in exactly the same fashion that they are used with forms in Datasheet view today. 

· XML Support

· The built-in integration between Microsoft Access 2002 and Microsoft SQL Server 2000 has improved significantly by the inclusion of support for extended SQL database properties from within your Access project. By using extended properties in your Access 2002 projects, you can implement such features as lookup relationships, validation rules (also called constraints), text formatting, and subdatasheets. 

· Round-tripping - You can now work with and modify Access 2000 files in Access 2002 without converting the file format. This allows you to easily share different versions of database files with other Access users.

· Multiple Undo and Redo - You now have the ability to undo and redo multiple actions in Design view in all objects in your Microsoft Access databases and in views, stored procedures, and functions in your Microsoft Access project.

· Subforms/Subreports that Live in Design view - You can now open subforms or subreports in their own Design view window directly from within the form or report or from the View menu. Scrolling has also been improved so that it is easier to work with subforms and subreports in Design view.

· The Linked Table Wizard - The Linked Table Wizard guides you through the process of linking your tables to a SQL Server database, and does this all from within your Access project.

· Improved Accessibility Features - Access 2002 now provides even greater ease in working with forms and reports.

· Pressing F8 in form or report Design will now display the field list. 

· Pressing ENTER after selecting a field in the field list in form or report Design view will automatically add the field to the form or report design surface. 

· Pressing CTRL+TAB will move the focus from a form or report section to a subsection. 

· Two additional powers (1000% and 500%) have been added to the Zoom option in print preview. 

New Microsoft Outlook Features

· Color Appointments - You can color individual and recurring appointments with one of 10 predefined colors. Each color has an associated label, so you can organize your appointments according to the labels. (You can also change the label text if you want.) In addition, you can set up automatic formatting that will color all appointments that meet the same condition. For example, you could set up automatic formatting to color red any meeting that's organized by your manager.

· Multiple reminders in a single dialog box with Dismiss All button 

· Automatically complete e-mail addresses as you type  

· Internet and Exchange accounts in one profile, one mode   Microsoft Outlook no longer has separate Internet and Exchange modes. With the new E-mail Accounts Wizard, you can create several e-mail account types (Microsoft Exchange, POP3, IMAP, HTTP) in one profile. 

· Accounts button   If you have added more than one account to your profile, you can choose which account to use as you send the message. Click the Accounts button next to the Send button on the toolbar in the message, and then pick the account you want to use from the list. Your default account will be first in the list. 

· "Friendly" names display instead of e-mail addresses   Contacts now include a Display As field for e-mail names. When you compose a message, the name you type in the Display As box appears in the To field instead of the actual e-mail address. 

· Word is the default e-mail editor, HTML the default message format   Take advantage of the improved performance and powerful text editing capabilities of Microsoft Word from within Outlook. Enhance your messages with tables, themes, and other features that only Word can offer.

· AutoCorrect   Automatically detect and correct typos, misspelled words, and incorrect capitalization, even when you're not using Word as your e-mail editor.

· Preview pane  enhancements    Within the preview pane, you can now open attachments, follow a hyperlink, respond to meeting requests, and display properties of an e-mail address. The preview pane also displays the Information Bar.

· Extra line breaks automatically removed in messages   Sometimes plain text messages that travel over the Internet acquire extra line breaks that make the message difficult to read. Outlook automatically removes the extra line breaks so it's easier to read the message.

· AutoArchive properties set for all folders at once   Folders automatically use the default or "global" AutoArchive settings so you don't have to specify settings for each folder individually. If the global settings change, they automatically apply to any folder using the default settings. You can still customize the settings for individual folders if you want. (If you're upgrading from a previous version of Microsoft Outlook, Outlook 2002 preserves your existing settings.) 
· Mailbox Cleanup   This feature helps you manage the size of your mailbox to improve the overall performance of Outlook. You can view the total size of your mailbox and of individual folders within it, and you can find items that are larger than a certain size or older than a certain date. You can archive these items from within Mailbox Cleanup. You can also view the size of your Deleted Items folder and empty it from within Mailbox Cleanup.

· Counter proposals for alternate meeting times   If allowed by the meeting organizer, invitees can counter-propose an alternate meeting time.

· Group schedules   View the schedules of multiple people or resources on a single calendar. The calendar contains a detailed graph of when each user is free and busy and also shows details of their appointments (except for those that they have marked private). When you rest the mouse pointer over an appointment, the details of that appointments are visible. 

· Microsoft Office Internet Free/Busy Service  Use this service to publish the blocks of time when you are free and when you are busy to a shared Internet location. This is convenient for people who don't normally have access to your Calendar but who do have Internet access. The service works with Microsoft Outlook 2002 or later so that the times published to the service also display in a Outlook meeting request when someone is trying to schedule a meeting with you. Anyone who isn't a member of the service and who you haven't specifically authorized to view your free/busy times won't be able to access the information you publish to the service. (Requires Microsoft Internet Explorer 5 or later.) 

· Find Bar   The Find pane is replaced with a streamlined Find Bar that offers features previously available only with Advanced Find. For example, you can specify which folders you want to search on your computer or on a network. Both Find and Advanced Find now enable you to stop a search that's in progress.

· Protection against viruses in e-mail attachments   By default, Outlook now blocks attachment files (such as .bat, .exe, .vbs, and .js) that can contain viruses. If someone sends you one of these file types in a message, you will not be able to see or access the attachment. Your Inbox will display the paperclip icon in the Attachment column to let you know that the message has an attachment, and you will see a list of the blocked attachment files in the Information Bar at the top of your message. If you attempt to send a blocked file type, Outlook will ask whether you want to send a potentially unsafe attachment. If you answer Yes, Outlook will send the attachment. The recipient may or may not be able to view the attachment, based on their e-mail program.

· Against viruses in scripts and ActiveX controls in HTML messages   To protect against viruses that might be contained in HTML messages you receive, scripts won't run and ActiveX controls will be deactivated regardless of your security zone setting. By default, the Outlook security zone is set to Restricted Site.

· Against macro viruses in Office documents   To protect against any harmful macro viruses that might be contained in Office documents, your macro security level is set to High by default in Outlook and in Microsoft Word, Microsoft Excel, and Microsoft PowerPoint. You will be able to run only signed macros from trusted sources. Unsigned macros will be deactivated.

· Accessibility Feature - High contrast settings used for messages   Previously, it was sometimes difficult in Rich Text messages to see the text against the background because the message format overrode the high contrast settings. Now Microsoft Outlook includes an option to automatically display any Rich Text messages that you compose and receive in a draft font that's based on the system font settings. That way you'll see the message with the high contrast settings you want.
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