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Introduction to Microsoft Office Professional 2007

Welcome to Microsoft e Office Professional 2007, the suite of Microsoft Office system

products designed with business professionals in mind. Office Professional 2007 helps

business professionals save time and stay organized with powerful and easy -to-use tools
for managing customer information and marketing activities, analyzing and reporting

business information, and producing professional -quality communications.

Business Ch allenges

Todaybds business professionals often have difficulty

information they need to complete mission -critical business activities such as customer
relations, analyzing information, making decisions, and marketing
While information technology can help address some of these challenges, business

software can be difficult to use, and business professionals do not have time to invest in
learning new tools. Business professionals need the software they already know and use

every day to address their key challenges, such as:

1 Finding the right information quickly so they can take more effective action.

1 Analyzing information easily so they can make better informed decisions.

1 Keeping track of customer information in one place, so commitments and
opportunities do not fall through the cracks.

Marketing products and services effectively to stay ahead of the competition.

=

Eliminating the expense and long lead times associated with outsourcing sales and
marketing materials.

Being more r esponsive to time  -sensitive business opportunities.

Prioritizing tasks and managing information overload.

Streamlining business processes to increase operational efficiency and cut costs.

= =4 =4 =4

Being more efficient, whether working in the office or remotely.

www.microsoft.com/office/suites/professional 1



Ca Office

Of fice Professional 2007

Office Professional 2007 provides a complete set of productivity and information

management software tools that helps business professionals to:
1 Gain greater efficiency and business insight.

1 Better manage customer and contact inform ation , and respond to sales

opportunities and customer needs.
1 Create compelling marketing campaigns and communications.
1 Easily d evelop and manage company databases.

This guide provides an overview of each of the programs included in Office Professional
200 7, with an emphasis on new and improved features. We will also take a close look at
each program in action, providing guidance on specific details that demonstrate the new

capabilities.

What Is Included in Office Professional 2007 ?

Office Professional 2007  includes the following ~ Microsoft Office system programs:

Microsoft Office Access 2007

Microsoft Office Excel e 2007

Microsoft Office Outlook e 2007 with Business Contact Manager
Microsoft Office PowerPoint e 2007

Microsoft Office Publisher 2007

1 Microsoft Of fice Word 2007

=A =4 =4 =4 =4

For details about the new and improved features in each of these programs, please see

the Product Highlights section.

www.microsoft.com/office/suites/professional 2
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Save Time and Stay Organized

In most business environments, individuals shoulder multiple responsibilities 0 everything
from sales and marketing to project management, accounting, and IT support. Business
professionals are often stretched thin with back -to -back meetings, hundreds of e -mail
messages to sort through each day, and loads of data to process, analyze, and

communica te. To help ensure successful business operations, they must track critical

information, prioritize tasks, and produce communications with skill and efficiency.

Office Professional 2007 provides the tools business professionals need to work quickly
and ef ficiently, so they can spend more time doing business and interacting with

customers.

Office Professional 2007 in Action: Getting more done in less time
Carol Philips works for Contoso Landscape Design, a small residential and commercial

landscape design firm with 10 employees. As the senior designer for Contoso, Carol
spends a lot of time in the field doing site assessments and overseeing site installations.
Carol gets only a little desk time each day. When she is in the office, she makes the most
of her time by using Office Professional 2007 to respond to e-mail inquiries from

prospective clients, plan and get tasks done , and write project proposals and status

reports.

Work More Efficiently with the New Task -Based User

Interface

People often do not use  software as efficiently as possible, simply because they do not
have the time to invest in learning all the tools and shortcuts available. Office
Professional 2007 can take the time out of learning new tools and performing routine

tasks.

www.microsoft.com/office/suites/professional 3
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The new task -based user interface available across the Microsoft Office system helps you
to work more efficiently by automatically displaying the appropriate tools for your current
task. You no longer have to navigate complex menus or open multiple toolbars to make a
smal | format change or change a drawing. Microsoft Office system programs recognize

the features you currently us e and tailor the interface accordingly.

D)\ e -0 )+ Contoso Proposal - Microsoft Word - o|x|
G/ e
S~ Home Insert Page Layout References Mailings Review View (7]
] Cover Page Ellgl = Hyperlink =| Quick Parts = |2 Signature Line ~ || J[ Equation -
@ g B - | & 2
D Blank Page A Bookmark d‘WordArt' @Date & Time £2 symbal ~
= Table Picture  Clip  Shapes SmartArt Chart - Header Footer Page Text - .
k= Page Break - t - '] Cross-reference - - Number- || Box- 2 DropCap~ Pgd Object -
Pages Tables Tllustrations Links Header & Footer Text Symbols

Contoso has expert designers with over 120 years experience
in landscape design.

Sandra Martinez
General Contractor
111222 Main Street
Seattle, WA 99999

DEAR SANDRA,
Contoso Landscape Design is pleased to present you with the following

The objecﬁuesfor proposal for the Fabrikam Headguarters landscape design project.

the des.f'gn Of BACKGROUND
With extensive experience developing original and innovative designs,
Fabrikam’s new

Contoso Landscape Designis uniquely positioned to deliver on Fabrikam’s

landscaping needs. Ourteam of expertdesigners collectively hasover120

headquarters
years experience inlandscape design and has won numerous design awards

building is to reflect

the core values that

for both elegance and innovation.

APPROACH

Pagelofl | Words: 230 5 |

IEEEE

Figure 1: The Office Word 2007 task

-based user interface makes the right tools available to you

whenyou need them.

Easily Manage Your Daily Priorities

For many business professionals, it is an ongoing challenge to process e -mail and voice
mail messages quickly without losing track of critical work. The number of hours in a day

remains the same; the amount o f information that you have to process in that time
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continues to multiply at a rapid rate. Office Outlook 2007 includes many new and

improved features to help you control e -mail and prioritize your tasks.

Reduce Junk E - Mail
If you are in the business of m anaging customers, making business decisions, or
handling day -to-day operations, you cannot afford to waste time sorting through junk
mail. An improved junk e -mail filter sorts out undesirable messages based on your
preferences. Office Outlook 2007 also he Ips protect you againste  -mail phishing scams by
automatically disabling links within any suspicious messages and warning you of

potentially threatening or malicious links.

Track Tasks More Effectively with the New To -Do Bar
To-Do Bar » x| Itis hard to stay on top of daily tasks when your to -do listis
Quick R scattered across multiple locations. The new To -Do Bar consolidates
calendar [~ 1238 95 . . . . '
view T~ 7 2 s@uun task and appointment information from Microsoft Office Outlook
13 14 15 16 17 18 19
20 21 22 23 24 25 26 . . . .
27 28 20 30 3t 2007 with Business Contact Manager, Microsoft Office OneNote e
Mestwithrecuter 2007, and Microsoft Off ice Project 2007 in one convenient place,

giving you a complete view of your priorities for the day. It shows

tasks, e -mail messages you have flagged as tasks, and upcoming
Rgs'ldel\ﬁal Design Meeting
/ PG 208 Al 2/| appointments. And the To  -Do Bar is integrated with your Outlook

Upcoming Arranged By: Due Date ||| calendar, so you ca n easily schedule and block off time to follow up
appolntments Type a new task

on items.

=\ This Month
Back up Business .., & N
Back up Business .. & N

=] V Tomorrow .
Mezting tamorraw v Flagged e-mail items
3 ¥ Todey and tasks can be
Scope overall park des.. Y Sorted n a number Of
Q2 report preview [:] v WayS, InC|UdIng by due
date.
. = |
Figure 2: The new To - Do Bar in Office Outlook 2007 gives you a consolidated view of your priorities.
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Schedule Tasks on Your Outlook Calendar

Office Outlook 2007 integrates your To -Do Bar task list with your calendar, so you can
better schedule your time. When you complete a task on a given day, the task
that day, providing a visual record of the work you performed. Tasks you do not complete

roll over to the next day and accumul ate until you finish them.

[ Calendar - Microsoft Outlook =

Off

® Microsoft®

ICE
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x
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QAIICaIendar Items - [ | 4 August 2006 »
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_g " v Get reports printed [ W Off t|me to
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Figure 3: View and work with your tasks and your Office Outlook 2007 calendar in an integrated
manner.
Instant Search
With new and powerful integrated Instant Search, you can quickly find the information
you need, whether it isin your e -mail, calendar, contacts, or tasks. Type in a keyword,
and Instant Search quickly searches all your Outlook data. Results begin to appear in
www.microsoft.com/office/suites/professional 6




Instant Search as soon as you start typing your search terms. You also have the

flexibility to create

importance.

Ca Off

gueries with different criteria, such as date, color categories, and
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Figure 4: Instant Search helps you quickly

Organize E -Mail by

The new color categories featur

Using Color Categories

find the information you need in Office Outlook 2007.

distinguish types of mail items from one another, making it easier to sort and find

information. For exal

certain project. Simply righ

mple, you could
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to that project and select a color. Later, when you need to find information related to that

project, you can sort by color category to quickly and visually identify what you are

looking for.
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Figure 5: Color categories can help you search and organize your Outlook information.
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Office Outlook 2007 in Action: Managing time better
Each morning, as Carol reads through her e-mail, she uses color categories to visually

identify messages related to specific projects, so she can find pertinent information faster

when completing her project reports. Next, she flags important messages for follow -up.
Each flag represents  one less thing she has to remember because Office Outlook 2007
reminds her when she  must act on a critical e - mail message. Finally, Carol uses Instant

Search to quickly find  a particular message she received several months ago

Create Professional - Quality Business Documents
Office Word 2007 includes many new and improved features to ex pedite the process of
creating and formatting polished business documents. The new task -based menus, for

example, automatically display the tools you need for whatever task you might be doing.
With Quick Styles and Building Blocks you can spend more time w riting and less time
formatting documents. And with the new Live Preview feature, you can view your

changes easily, so you no longer have to undo or redo them .

Format Documents in a Snap with Quick Styles

You can use the new Quick Styles feature in Office Word 2007 to change how documents
look in a single click. You can modify fonts, colors, margins, table formatting, and other
elements by simply choosing a different format. Simply select the text you want to

change and then choose the style you want from t he Quick Styles Gallery.

And you can use the new Live Preview to help ensure that the formatting of your

document is correct before you finalize any changes. You can also create a style and add

it to a gallery that shows your frequently used styles. Quick Styles provide the added
benefit of being very flexible; you can update them whenever you need to from within

Office Word 2007.

www.microsoft.com/office/suites/professional 9
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Fabrikam’s new

Contoso Landscape Designis uniquely positioned to deliver on Fabrikam’s
landscaping needs. Ourteam of expert designers collectively hasover120

headquarters ing ° € v

years experience in landscape design and has won numerous design awards
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Sandra Martinez L Clear Formatting
General Contractor 4, Apply Styles..
111222 Main Street o
Seattle, WA 99333
DEAR SANDRA,
Contoso Landscape Design is pleased to present you with the following
The objecﬁyesfor proposal for the Fabrikam Headquarters landscape design project.
the desfgn Of BACKGROUND
With extensive experience developing original and innovative designs,

== a—

Figure 6: The new Quick Styles feature in Office  Word 2007 makes formatting easy.

Save Time with Building Blocks

Most organi zations use some of the same information 0 company address or profile,
p e o p |b®g and legal disclaimers & in all their business documents. The new Building
Blocks feature helps you save time and reduce errors by creating building blocks of

frequently used information that everyone in your company can access. Simply select the

content you want from the Building Blocks menu and insert it into your document.

Save as PDF or XPS

Sometimes you may need to save your Word document in a fixed file format so that
ot her people who may not have Office Word 2007 can view it. Office Word 2007 now

supports saving your document as a Portable Document Format (PDF) or XML Paper

www.microsoft.com/office/suites/professional 10
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Specification (XPS) file. ~ Now you can post your documents on the Internet, or share
them with oth ers, knowing that users can view them regardless of the type of computer

or program sthey us e.

Office Word 2007 in Action: Create professional - quality documents quickly
Carol creates many proposals each month, each of which contains similar content. She

uses Building Blocks to insert company contact information and past project descriptions

into all her project proposals. After she completes the proposal content, Carol likes to

format the document in a style evocative of the landscape design she is proposi ng. She
has a set of company -approved design styles stored in the new Quick Styles Gallery that
enables her to set the font, colors, and table formatting with just a few clicks. And, with

the new Live Preview feature, Carol can see the effect of her change s to be sure that her
formatting looks exactly the way she wants it before applying it. After she is satisfied

with the content and format of a proposal, she can publish her document in PDF format

to help ensure her customer will see it exactly the way she intended.

" You can save as a PDF or XPS file from a 2007 Microsoft Office system program only after you install an add
in. For more information, see Install and use a PDF or XPS add _-in.

www.microsoft.com/office/suites/professional 11
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Centralize Contact and Customer Management

To provide consistent, effective customer service and to close sales, a business must

manage its customer contacts, track customer commitments, and follow up promptly on

sales opportunities. W ithout the right tools, that is a Herculean task. Office Professional
2007 provides a practical, attractively priced solution for managing customer relations.

Office Outlook 2007 with Business Contact Manager extends the functionality of Outlook

to provide a complete contact and customer management solution within the familiar

Outlook environment.

Office Outlook 2007 with Business Contact Manager gives you the tools you need to

better manage customer information and communications history from one place an dto
share business contacts, accounts, and opportunities across your organization. Now you

can more easily and effectively track, prioritize, and manage leads and sales

opportunities from the initial opportunity through closing, while keeping your sales

processes organized and productive. You can also create and monitor marketing

campaigns and track their overall effectiveness by using Office Outlook 2007 with

Business Contact Manager.

Office Outlook 2007 with Business Contact Manager in Action: Centralize
customer information

Contoso account managers Sandra Martinez and Michael Holm used to rely on improvised
methods for managing their customer accounts. While this worked when the company

had only a few active projects at a time, Sandra and Michael began to find it increasingly
difficult to track their many customers and prospects. Office Outlook 2007 with Business
Contact Manager helps them increase sales and provide better customer service by

effectively managing each opportunity throughout the sales cyc le.
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Centralize Contact and Customer Information

Many companies have leads and customer information spread all overthe place 0 ine-
mail, spreadsheet s, custom software or databases, and handwritten notes. With critical
contact information located in so many different places, important sales calls and follow -

up with customers can happen slowly, if they happen at all.

Office Outlook 2007 with Business Contact Manager can change that. It adds complete
contact management capabilities to Office Outlook 2007 so yo u can organize your
accounts, centralize critical business information, and improve customer service across

your organization.

Organize Accounts and Business Contacts

Office Outlook 2007 with Business Contact Manager helps you organize and track all your
customer and prospect information from one location. You can | ink information such as
notes, appointments, documents, and tasks to the appropriate record. Office Outlook
with Business Contact Manager can also automatically associate incoming and outgoing

e-mail messages to a contact. You can even link a Word document or Excel spreadsheet

directly back to a related contact while you are working in the document or spreadsheet.

www.microsoft.com/office/suites/professional 13
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Figure 7: Get a consolidated view of all your business contact information.

Share Customer Information Throughout Your Organization

Office Outlook 2007 with Business Contact Manager offers multiuser capabilities that
make it easy to share information with coworkers. You can grant access to important
customer information to other people in your organization. As an added bonus, when you
work in multiuser mode, you can work offline on your laptop or Pocket PC and

synchronize your changes when you reconnect to your network.

Effectively Track Leads and Forecast Sales Opportunities

Itisa challenge to succeed at sales. Salespeople have to attend to every step in the
sales cycle and follow up on every lead. They cannot afford to waste valuable time
chasing down sales -related data: it needs to be available at the drop of a hat. Office

Outlook 2007 with Business Contact Manager helps to organize the information
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associated with managing and following up on sales opportunities so you can work more

efficiently.

Just as you can associate e  -mail messages, phone logs, documents, notes, and more to
your contacts, you can also track sources of leads and the probability of closing a sale by
using Office Outlook 2007 with Business Contact Manager. You can also get a

consolidated view of your sales pipeline across the company so you can easily follow up

with prospects and determine where to focus your efforts.

Sales Leads and Opportunities

Get the help you need to stay on top of every opportunity and maximize sales potential.

In Office Outlook 2007 with Business Contact Manager, a contact page contains ess  ential
information for each business opportunity, and uses reminders, rules, and alerts to help

you manage the opportunity throughout the sales cycle. An opportunity form provides a

complete activity history for each lead, including the products or service s being sold,
product pricing, sales stage, and probability of closing the sale. Sales managers can use

that information to assess revenue potential, build accurate quotes, and provide fast,

accurate answers to questions from customers.
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Oa) | 9 a5 Pond Landscaping - Qpportunity - = X
" L° —
| Opportunity | Format Text Add-Ins @
= %Saue&New =_ E I:_L-)Financial History E = ':E v a,Check Mames
X Delete - [5) User-Defined Fields '_ﬂ;"
Save & Details History Mew History | Customize Convert Categorize Follow
Close Ttem ~ Form to~ - Up~
Actions Show Communicate Options ]
Oppaortunity information Source infarmation
# Opportunity title: |Por‘|d Landscaping | Source: |Advertisernent w |
Assigned to: | V| [lnitiated By... ] | |
Linked account or business contact Competitars; | |
* [I__ink To... ”Aduenture Works | Type: |Standard R |
Status Terms
Sales stage: |Prospecting b | Payment tems: | hd |
Close date: |Thu /10,2008 o | Expiration date: Delivery date:
Probabilty: [40% |
Dﬂeminder: |N0ne ||N0ne |
Product and services
Add,.. Item Mame | Description | Qtyl Costl Iarkup | Linit Pricel Discountl Line Total | Tax
- Design Services landscaping design... 240 $150.00 $0.00 $150.00 0% $36,000.00
Project Manage..  includes all project ... 7 $45.00 $30.00 $75.00 0% $525.00
. - . . o
Mative planting selection of lacal/n... 5 $2.00 $0.00 $2.00 0% $10.00
Bxpected revenus: 514,614.00 Total discount: 50.00 Total: 536,535.00

Figure 8: Track new sales opportunities in Office Outlook 2007 with Business Contact Manager.

Sales Leads Reports

Office Outlook 2007 with Business Contact Manager provides more than 50 customizable

customer and prospect business reports to help you stay on top of the en tire sales cycle.
To accurately measure and predict sales activity across opportunities, you can run reports

that show sales status, order information, and probability of closing, for all opportunities

and accounts or for a subset that you define. You can filter data to view the status of

specific accounts and opportunities  or to show customers  who have not been contacted
recently, and then export the results to Office Excel 2007 for further analysis. Equipped

with this information, you can set priorities f or sales efforts, organize daily tasks, and
make sure that your important customer requests and sales opportunities do not fall

through the cracks.
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Information Dashboard
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Get the data you need to plan and manage your daily activities. A fully customizable

reporting solution, the information dashboard gives you a complete at

Off

-a-glance view of

customer and prospective customer information. You and your coworkers can choose the

metrics that are most important to your roles and define the scope of the reports.

® Microsoft®

ICE

(& Home - Microsaft Outlook

| X

3 File Edit View Go Tools Actions Business Contact Manager Help Type a question For help -
i3 Mew - ;' I @eack @ @ @Y a outlook:|\Business Contack Manager), M- ¢ {2 Business Contact Manager Home | Display = 'g-mail Auto-link... ;’
Mail « || &5 Business Contact Manager - Home (Filter Applied) | To-Do Bar wo X
Favorite Folders -3 . . A
£ ﬂ[ Sales " Marketing ‘” Projects ] Add or Remove Content ol August 2006 4
[ 5 Inbox (59) SM TW T F 5
() Unread Mail Start a Task A[x 303 1 2 3 4 5
(5 sent tems 5 7 8 o[ 11 12
[ nbox in aaron@c @ Accounts | [ 83Business projects | 13 14 15 16 17 18 19
Mail Folders E Ls Business Contacts ] @ Project Tasks ] a0 e 2§
QAII Mail [tems - [ 5& Opportunities ] [ il Marketing Campaigns ]
= 24t Personal Folders
(@ Deleted Items Reports NE:
@ Drafts - -
E Inbox (59 Select a report bype: |Bus|ness Conktacts w ‘ [ Displary J [ Print ]
Junk E-mail Select a report: | Report: Business Contacts by Account v ‘
(3 Outbax
PSS Feeds Opportunity Funnel Chart x| x
sent Items "
=) ﬁ cearch Folders B Expected Revenue B Total Yalue O Mumber of Cppotunities
@ (5 aaron@contosolandscape $40,000.00 2 |1
=] ﬁ Business Contact Manager = |}l | arranged By: Due Date -
205000 [Dpeanewsask ]
=\ This Month
$0.00 Back up Bus.., & Y
Progpecting Cualification Meeds Snaksis MegotistionReview Back up Bus..., & V("
Diate ranige:| Current Vear V| 3 ¥ Tomorrow
'''' Open Opportunities 2| x Mezting tomarr.. v
_@_mi [ oppartunity Title Linked To Sales Stage Expected Revenue Pr':
-4 Pond Landscaping Adventure Works Prospecting 514,514,00 = Y Today
% Calendar _.§ Maonthly maintenance of Tre., Trey Research Qualification §325.00 Scope overall pa.. Y
o8 Garden Makeaver Adventurs Works MNegotiation/Review 526,549,465 Q2 report preview &
8= Contacts _.§ Wale Park Maintenance Lucerne Publishing Meeds Analysis §761.49
) Task _@ Good customer give-away City Power & Light Proposal/Price Quote 5217443
_@ Writer Proma Lucerne Publishing Proposal/Price Quote §2,750.00 b |
b] ca @ - _.§ High Profile Consumer Chall... Consolidated Messenger Prospecting £2,099.34 -l & -
Filter Applied  Dane
Figure 9: The information dashboard in Office Outlook 2007 with Business Contact Manager gives
you a complete view of customer information.
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Office Outlook 2007 with Business Contact Manager in Action: Streamline
information

Now that Contoso employees us e Office Outlook 2007 with Business Contact Manager to
track contact information, the whole sales cycle is much smoother. When Michael Holm

gets a call from a former client interested in additional services, he uses Office Outlook

2007 with Business Contac  t Manager to get a complete history of that account, including
the design work Contoso completed for that client two years earlier. Michael uses the

design information to generate a new opportunity for the customer, and this information

is automatically in  cluded along with other information from the conversation in the

clientdéds contact record. Carol Philips is

when she writes up the project design proposal for this customer.

t hen

abl

A good mar keting campaign helps a business promote products and services, keep in
touch with existing customers, generate new leads, and convey a consistent and
professional business identity. A good marketing campaign can be even more effective

when you personalize  communications.

Office Outlook 2007 with Business Contact Manager can help you manage your marketing
campaign activities for better results. It includes tools to help you compile your mailing

list, distribute materials , and track the results.

From Custo m Mailing Lists to Personalized Campaigns

Developing a mailing list for a marketing campaign does not have to be a manual, time
consuming task. With the improved filtering capabilities in Office Outlook 2007 with

Business Contact Manager, you can create cu stom mail lists based on the customer and
prospect data you specify. And thanks to the tight integration of all the Microsoft Office

system programs, you can now use mail merge capabilities to personalize all the

marketing materials that you create in Publ isher or Word. The E  -Mail Merge wizard in
Office Publisher 2007  walks you through the process of creating a custom mailing list and
personalizing messages for your e -mail marketing campaigns. After you have sent a

campaign to a list, a record of that campa ign automatically becomes part of each
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contactés history. You can also track responses to

campaigns have been the most effective.

i 9 -8 )+ Contoso Proposal - Microsoft Word - =3 X
Home Insert Page Layout References | Mailings { Review View @
=7 i — = Ay B _
=3 relapes 2 P j =] Address Block =P Rules q&%a oy ﬁ
L @ =] Greeting Line < i Match Fields -
I§—| Labels Start Mail Select Edit Highlight am ) Preview E) Finish & Create Mew
|| Merge - Recipients~ Recipient List || Merge Fields 2z Insert Merge Field - |2] Update Labels || Resuits < Auto Check for Errors || Merge - || Marketing Campaign |
Create J Start Mail Merge | Write & Insert Fields | Preview Results || Finish Marketing

ﬁ_‘-\ Mail Merge v x

. Select document bype

‘what type of document are you

warking on?
~ @ Letters
(E!. N9 e e ) Praposal Mail - Marketing Campaign O E-mail messages
R | campaign | Format Text @ 3 @ Gl
o rears experience O Labels
I ;- Save & N i .
Igh save & New ﬁ ﬁ ﬂ = ) Directory
¥ Delete
Save & General| Track || Llaunch Refresh
| Close I || Campaign Dats | Letters
Actions | show | Campaign

Send |etters to & group of people.

1 . - ‘fou can personalize the lether
‘What is this Marketing Campaign for? that sach persan receives.

R ‘ Sonosalv | SEERELET 000 ‘ Click Mesxt ko continue,
“ Campaign gode | campaign 5/4/2005 2:13 P | Comments &

Campaign type: ‘Dlrect Mail Print v | -

e 5

2 Who will see it?

Create a ist: Total in lst: 60| [ ReviewanaFiter.. ] |1 with the following

() Select from these options

design project.

All Business Contacts and Leads v

Already created
Other

innovative designs,
3 How will they get it?

N -
Delivery method: ‘Wum Mail Merge v deliver on Fabrikam's

4 Whatwill they get? llectively hasover120
Use sxisting fils: [C\Dacuments and Settings\Administrator\ Desktop\Contoso Demo Files'\Proposal Mail.dd [_prowse.. ][ Edit. |

umerous design awards
Create a new document or file

Step 1 of 6
5 4re you ready to launch the Marketing Campaign? o = Mext: Starting document

Click when ready z

I |
= e = o
Figure 10: Create a marketing campaign list by using Office Outlook 2007 with Business Conta  ct

Manager.

Improve Project Management

Keeping project information stored in multiple documents, spreadsheets, and databases
hampers effective project management and creates risks. When employees do not have
timely access to project  -related information, cr itical tasks often take longer than they
should, or they do not get done at all.

Office Outlook 2007 with Business Contact Manager helps you track project activities and

manage project tasks in one central location. Your team can view and share the comple te
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history of project -related communications from Office Outlook 2007 with Business
Contact Manager, includinge  -mail messages, phone calls, notes, meetings, and

documents. You can also assign project tasks to team members from Office Outlook

2007; these t asks will appear on your To  -Do Bar as well as the To -Do Bar of the person

assigned to complete the task, so you will remember to follow up on those important

project deliverables.
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D\ EHY9 U« - Shoreline City Park Project - Business Project =g X
T
| Business Project 1 Format Text Add-Ins @
_— = - . . = frp— -
= Eé Save & MNew Eg: =3 User-Defined Fields ! == =] E/ Check Names
EEJEE: =
x Delete
Save & . General | Details History Mew History | Customize Categorize Follow
Close % New Project Task Ttem ~ Form - Up~
Actions Show Communicate Options
Project information Project overview
# Project name |Shore|ir1e City Park Project | Completed tasks: Tofd Due In
Assignedto 2 Overdue tasks Tof 4
| | Incomplete tasks: 20f 4 20
Project type: |F|xed Fae L | Impartart tasks: Oof 4 Dayle)
Linked accaunt or business contact Status infarmation

" [I_.inkTo--- J | Shoreline City Council | Start date: Wed 4/19/2006 - Due date: | Wed 9/13/2006 w

Project Status; |In Progress

v

Related accounts and business contacts

Add.. Hame | Company | Business Phane | E-mail |
Shaoreline City Coundil
Remove City Pawer & Light {701} 555-0152 cpandl@example.com
Katie Jardan i701) 555-0111 leatigj@ example.cam
Project tasks
MNew,.. | [ attent... Subject Assigned To User Status Created By % Complete Categories -
Get far sail sample Waiting on so... OFFICEDEVZ2\Admil I)%C] Contoso
% (] Meet with city engineer In Pragress OFFICEDEVZ Adminis... 50%
% [0 respondtoRER c latac CEFICEDEV2 A dmint 100%:
BA [ Scopesversipsrcassion Complatad CEEICEDEVI Admini 1005 () Mansger
B
Figure 1 1: Collecta Il of your project information in one place with Outl ook 2007 with Business
Contact Manager
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Produce Professional - Quality Marketing

Materials In - House

Sales and marketing materials help you promote your business, keep in touch with

existing customers, generate new leads, and convey a consistent and professi onal
business identity. But hiring a vendor to create brochures, Web sites, and other
communications can be both expensive and time -consuming, and the results are not
guaranteed. Office Professional 2007 provides the powerful features you need to easily

and confidently create designer  -quality communicationsin  -house.

Office Publisher 2007 in Action: Building new marketing materials
Contoso Landscape Design recently added commercial landscape design to its portfolio of

services. They want to market this ne w service, but do not have the budget to hire a
marketing firm. Michael Holm, the commercial accounts manager, has volunteered to

tackle the marketing campaign himself. Aside from a few marketing classes in college,
Michael has no experience with creating and distributing marketing materials, but he
knows that Office Publisher 2007 includes easy -to-use guides to lead him through the

process, from concept to delivery.

Create Designer - Quality Marketing Materials

Your business collateral and marketing materia I s can enhance or damage your
image. Well -designed brochures, postcards, catalogs , and e -newsletters can  help boost

your professional image, support your creativity, and deliver your message with clarity.

Office Publisher 2007 has the tools you n eed to project the right image for your business

and make an impact with customers in person or online. With Office Publisher 2007 you

can easily and confidently design and publish professional sales and marketing materials

in-house.
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Figure 1 2: Storer eusable layout elements such as logos, pictures, lists
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Get Started with Publisher Tasks

To help guide you through the most common procedures, new Publisher Tasks expose
you to the features you will most likely need to use during creation, distribution, and
follow -up of marketing materials. Publisher Tasks also include tips for personalizing your
publication, preparing your mailing lists, preparing your publication for commercial

printing, tracking its effectiveness, working with images, and more.

Use Designer - Quality Templates or Create Your Own

To get you started quickly, choose from an extensive library of designer -quality templates
that you can customize, or begin with one of the many design templates for  newslett ers,
brochures, flyers, postcards, Web sites, e -mail messages, and other publications. You can

also create your own publication templates and categorize, preview, open, and save the m
within My Templates. You can also preview and open templates from the Mic rosoft Office

Online Template Gallery within Publisher.
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: Fle Edit View Insert Format Tools Table Arange Window Help Type a question for help '«
@ " Search for templates:| HA" templates v X
Microsoft Publisher [ —

Getting Started My Tem lates
e | P Get

Blank Page Sizes Sp r in 8
Brochures

Catalogs

Gift Certificates
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Postcards
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Banners
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Import Word Documents
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Quick Publications

Web Sites

with Compliments Cards

Postcard
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Template

Filter Blank Sizes... & ¥, ®) Create

Figure 1 3: Save modified or created Office Publisher templates in My Templates.

Promote Your Company Brand

The new Getting Started experience provides dynamic previews so you can easily create
and apply your brand elements to all Office Publisher 2007 templates before you begin
creating a document. Develop your brand identity by using custom color and font
schemes, your logo, and your business information. Then, after you have created your
business identity, apply it to all the Office Publisher 2007 templates and save these

customized templates in the My Templates library.
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Figure 1 4: Create publications faster. Apply your own brand elements & colors, fonts, logo, and
business information & to all Pu blisher templates in one step.
Capitalize on Existing Content
With Office Publisher 2007, you can make the most of the time you invest in your work

by publishing a single publication in multiple ways, and reusing content and design

elements across public ations. Using the new Content Library, you can access and save
frequently used design elements, text, and graphics for use in other Office Publisher

2007 publications. You can also quickly reuse content from one publication type to

another by changing the template. Just a few  clicks help you move your content from a
multipage newsletter into an e -mail publication, your letterhead into a business card, or

the latest postcard into a flyer.
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Office Publisher 2007 in Action: Quick and easy design
Michael decides to kick off the campaign with a small, targeted e -mail campaign to

existing clients of Contoso Landscaping. He plans to use an e -mail template from the
template library in Office Publisher 2007 , but it does not quite match the Contoso brand

So Michael cr eates a business identity in Office Publisher 2007 and applies it to the e -
mail template, and then customizes it further. Now, the e -mail message has the right
color scheme and includes the company logo. Michael saves the business identity he

created so he can use it for other projects in the future.

Easily Share, Publish, and Print

When you create a polished set of marketing materials, you want the final printed
product to be flawless. To help ensure that what you see is what your customers get,
Office Pu blisher 2007 offers new capabilities to help you easily share, print, and publish

marketing publications.

Personalize Distribution

Office Publisher 2007 helps you give your customers the individual attention they
deserve. Use enhanced mail merge, catalog merge, and the new E-Mail Merge with
bookmarks and personalized hyperlinks to publish personalized communications for print

or e -mail distribution. From the Merge task pane, you can select your mailing list, add

text and image fields, and complete your ma iling. Improvementsine  -mail distribution
and viewing, including support for sending multipage publications as a single -page
message, make it easier than ever to create and send publications as e -mail messages
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Planting Tips What's New

Planting Tips 4

This year, Contoso Landscape Design has pulled out all the stops to design its most
ambitious display garden yet for the Annual Flower and Garden Show. A whimsical
take on the traditional country garden, the display is sure to delight attendees.

PRI T T

Step2of 3
@ Next: Create merged publications

IS
2

@ Previous: Create recipient list

RIS

1@ Help with E-mail Merge

Contoso Landscape Design owner Aaron Con says, “I think our customers will recognize
|

4 0.125, 1.811 in. T 2.875x 1.241in.

Figure 15 : Send personalized e -mail market  ing campaigns by using new Publisher E -Mail Merge.

Publish as PDF or XPS

As with other Microsoft Office system programs, Office Publisher 2007 includes the option
to convert your publications to PDF or XPS format. This is especially useful when you
wantt o share your publications with customers or business partners or make them ready
for commercial printing. You can choose to optimize these formats for commercial press,

high - quality desktop printing, online distribution, or on -screen display.

Publisher 20 07 in Action: Getting it right
Michael is pleased with the results of the e -mail campaign, so he decides to reuse the

content as a printed direct - mail piece to targeted business districts. Publisher Tasks guide

him through the process of converting the e -mail message to a printed letter.
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Build Effective Presentations

When you give a presentation to your customers, partners, or investors, you want it to
have impact. To communicate effectively, your slides need to be crisp, clear, and
polished. You can getj ustthe look you want with the new and enhanced features in
Office PowerPoint 2007.

Use Slide Layout and Prebuilt Slides

Get started by choosing from the library of professionally designed slide layouts in Office
PowerPoint 2007. You can customize slides t 0 get exactly the layout you want, or use
new prebuilt slide layouts for the most common topics. You can also create layouts with

multiple charts, tables, and text, and then save them as templates.

If'?\ H9-4 )+ Contoso Landscape - Microsoft PowerPaint - g2 |x
A . - ) . ) oz
Hame Insert Design Animations Slide Shaow Review View b
1 Colors =
| | E 4| Background Styles ~
LIIE ne | Jae (e | [rvemm
Page Slide EmEEEE m EEEEEE EEEEEE EmEEEE "' Hide Background Graphics
Setup Orientation ~ = = L ==eam Effects -

Page Setup Themes Background =
[ stides “{ Qutline

Conirse/S®

Landscape Design

LANDSCAPE DESIGN
PROJECTS

‘ Click to 2dd notes

Slide 1 of 3 | "Median™ |

Figure 16 : Choose from a selection of prebuilt slides i n Office PowerPoint 2007.
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Create Impact with Document Themes

New Document Themes help to ensure a consistent appearance between the documents
you create in Office Word 2007, Office Excel 2007 spreadsheets, and the slides you

create in Office PowerPoint 200 7. Now, instead of manually applying the same color, font,
and special effects that you used in your Word document to your PowerPoint

presentation, you can just select the theme you used to format the Word document, and

Office PowerPoint 2007 does the rest

Graphics, Tables, and Charts

You can now build tables and charts in Office PowerPoint 2007 by using the same easily
accessible tools you have come to depend on in Office Word 2007. Improved graphics
capabilities help you add, edit, and modify images in your slides. With new AutoShape

enhancements and improvements in the selection and manipulation of objects, you no

longer have to worry about getting the picture you want on the page.
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Figure 17 : Including charts in Office PowerPoint 2007 is easy.

Track and Manage Data with Ease

Business professionals depend on reliable, accessible data to help ensure efficient
operations and to drive better business decisions. They need dependable tools to help
them manage and analyze that data. Office Professional 2007 provides a comprehensive

set of integrated tools to meet even the most complex data management needs.

Office Excel 2007 helps you analyze and display business data. You can identify important
business trends quickly by using the powerful analytical tools in Office Excel 2007, and
you can communicate your analysis clearly with the improved report and charting

features.
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