Office 2003

Office has evolved from a collection of useful but largely separate desktop applications into an integrated business platform where users can easily exchange data between applications, collaborate with each other, and access and contribute to resources available via the internet or an intranet.  
Component applications of Office 2003

	Small Business edition
	Professional edition

	Word
	Word

	Excel
	Excel

	Outlook
	Outlook

	PowerPoint
	PowerPoint

	Publisher
	Publisher

	Business Contact Manager
	Business Contact Manager

	
	Access

	
	InfoPath (volume licence only)


New features using Office integration capabilities

Office 2003’s real strengths are in new features which are less obvious from the desktop, as they link applications to the Windows 2003 server and online content.  Another strong point is the integrated Visual Basic for Applications, enabling anything from simple macros to complete custom solutions.  However most new features offer out-of-the-box functionality.
The features listed below are in the Small Business Edition. The Professional edition includes additional features in the areas of Extensible Markup Language (XML) and information rights management (IRM).

Collaboration using Windows SharePoint Services

Using Office 2003 applications in conjunction with Windows SharePoint Services allows you to create shared workspaces - team sites, document workspaces and meeting workspaces.  These are small Web sites where you can collaborate on individual documents and projects. 
You can share a document, see and be notified of edits, assign tasks, and link to other documents and other resources. Version control means you can keep track of changes to documents over time. This can be quite powerful if a company and its users get behind the technology. 

Information Rights Management (IRM)

IRM lets you protect sensitive information against misuse by giving you more control over it. In practical terms this means that you can prevent people who receive documents or email messages from forwarding, copying or printing documents and attachments. You can also set expiration dates on documents and prevent documents or parts of documents from being changed.

Research Task Pane

The task pane will pop up beside the file you're working on, providing direct access to an online research library without having to leave your Office application. Sources include electronic dictionaries, thesauruses and research sites, translation services, the Expedia Encyclopaedia, MSN Search, and MSN stock quotes.  There are direct links to paid news and research sites, and new third party services are bound to follow.
"Smart documents"

Smart documents assign actions or controls to specified sections of a document (delimited with XML tags). Within these sections, the smart document, through the Document Actions task pane, can present information in the form of graphics, help text, or action based controls such as text boxes, command buttons, etc.
Smart documents can help pull together data from various sources such as product information and client databases.  They can be also designed to auto-complete a portion of a document based on user input or on user behavior (how the first portion of the form was filled in).  This technology is designed to help create structured documents, such as template letters/reports, employee reviews, requirements documents, help documentation, white papers, etc.

InfoPath (Office 2003 Professional version only)
InfoPath allows customers to enter information into ready-to-use Web forms and automatically updates info that they've entered in XML format. It includes templates for common scenarios, and through an iterative process of template refinement and data gathering, designers and users can collaboratively work out how the data wants to be shaped. No programming needs to happen until that cycle yields something worth the investment of programming effort. At that point, programmers can enhance the basic (but standard) XML Schema that InfoPath has produced, and arrange ways to distribute, collect, and weave InfoPath documents into business processes.
New features in the desktop applications

Outlook 2003 

Outlook has been reworked in this edition, with a better interface and more secure e-mail reading. Some key new features include:
· Spam filtering is improved and external Internet content in HTML messages is blocked by default. The new junk mail filters work by evaluating factors like the time the message was sent, its content and structure.
· Autocomplete Address Suggestions listed by frequency of use, not alphabetical order 

· Expandable distribution lists enable you to remove a name before sending a message 

· Multiple calendars can be viewed side by side (see image) and [image: image1.jpg]


calendars can be set to read-only in SharePoint Team Services webs
· "Meeting Workplace" in SharePoint Services can be created and linked with a meeting request 

· "Live Attachments" feature that allows people to collaborate on a document sent as a file attachment, but actually stored on a SharePoint Team Services server
· Simplified Rules Wizard dialog
· New rule to send an alert to your mobile device when a meeting is updated 

· Improved reading pane with a larger viewing area
· New SmartFolder tool enables you organise and prioritise your messages according to the criteria you choose. Quick Flags for example let you indicate priority or time sensitive messages. 
· “Pop-up then fade away” announcements inform you of incoming messages, including information like who the message is from and an excerpt from the message. You can delete or flag from the alert itself
· Permanent “search folders” give rapid access to required emails (eg all unread emails, or all emails flagged for follow up, from any folder in your inbox). Users can create new search folders using included templates or the Find or Advanced Find features
· Business Contact Manager is a new add-on for Outlook that helps you manage your business contacts and sales opportunities.  All documents and related data to do with a particular business contact is accessible from a single location, and tasks like email marketing are made easy from within the BCM interface.

Word 2003 
· New Reading view
· uses ClearType technology and automatic page-sizing to make reading online documents much easier
· you can also view and work on two pages of a document side-by-side 

· Copy protect portions of text or whole paragraphs. 

· Better use of the task pane for research and searching, and translating documents via the web
· You can apply a watermark 

· Styles can be locked in a document 

· XML is supported as a file format 
· Merge and markup features have been enhanced so that comments are more visible and markup features now address the ways that users track changes and manage comments. 

Excel 2003
· Integration with Windows SharePoint Services lets users define a portion of a spreadsheet as a list and easily export it to a SharePoint Web site.
· You can associate smart tag functions with specific contents of a section of a spreadsheet and have the appropriate smart tag action appear only when you hover the mouse over the associated range of cells. 

· Users can select a range of data within a sheet to work on separately. 

· Copy-protection for individual cells. 

· Better use of the task pane for research and look-ups.

· Republish to the Web 

· Enhancements to statistical functions
PowerPoint 2003 
· CD packager utility allows you to burn a presentation for easy distribution and include a viewer for those recipients who don’t have PowerPoint. 

· Integration with Windows Media Player allows you to play streaming audio and video from within a slide show. 

· Play embedded movies full screen
· Compare and Merge Presentations 

· Create Slide Show Annotations 
Microsoft Publisher 2003
· Enhanced design features including new master design sets and an expanded collection of templates, including professionally designed greeting cards and invitations. 
· Improved Layout Guides, Baseline Alignment and Baseline Guides give you increased control over your publication. 

· Download and save new Publisher templates within the New Publication Task Pane. 

· New support for CMYK Composite PostScript makes it easier to print Publisher files professionally. 

· Web Site Wizards make it easy for you to build a marketing web site, and the new Email Wizard helps you to create email marketing campaigns that will be read across a wide variety of email packages. 
OneNote 2003
· Gives Tablet PC users a more intuitive way of taking, organizing, and searching through notes and journal entries. 

· Built-in support for Ink, letting you add handwritten notes and drawings to Office documents. 
