MICROSOFT OFFICE PRODUCT GUIDE

Office XP Professional

Streamline the way you work with people and information. Office XP Professional gives you the tools you need to create rich documents, powerful spreadsheets, and compelling presentations; manage your personal information and communications; and unlock your business data with the premier desktop database management system.

Office XP Professional contains:

· Microsoft Word version 2002 

· Microsoft Excel version 2002 

· Microsoft Outlook® version 2002 

· Microsoft PowerPoint® version 2002 

· Microsoft Access version 2002 
Office XP Standard

Office XP Standard is designed for users who require only the core desktop productivity tools. It includes word processing, presentation, and spreadsheet programs, as well as the Outlook e-mail and desktop information management tool. 

Office XP Standard contains: 

· Microsoft Word 2002 

· Microsoft Excel 2002 

· Microsoft Outlook 2002 

· Microsoft PowerPoint 2002 
Office XP Developer

Designed to help professional software developers build custom Office solutions, Office XP Developer includes the Office XP Professional suite, as well as tools and documentation for building, managing, and deploying Office-based solutions. It also gives you the FrontPage 2002 Web site creation and management program. For more information, visit the Microsoft Office Developer site. 

Office XP Developer contains: 

· Microsoft Word 2002 

· Microsoft Excel 2002 

· Microsoft Outlook 2002 

· Microsoft PowerPoint 2002 

· Microsoft Access 2002 

· Microsoft FrontPage® version 2002 

· SharePoint™ Team Services from Microsoft 

· Developer Tools 

· Documentation 
System Requirements

The recommended system configuration to use Microsoft Office XP is Microsoft Windows® XP Professional¹ on a personal computer with a Pentium III processor and 128 megabytes (MB) of RAM. Below are the minimum requirements your computer needs to run each suite of Office XP. Some Office XP features have additional requirements.

Minimum Requirements

Computer/Processor
Computer with Pentium 133 megahertz (MHz) or higher processor; Pentium III recommended

Memory
For all Office XP suites:
RAM requirements depend on the operating system used: 

· Windows 98, or Windows 98 Second Edition 
24 MB of RAM plus an additional 8 MB of RAM for each Office program (such as Microsoft Word) running simultaneously 

· Windows Me, or Microsoft Windows NT®
32 MB of RAM plus an additional 8 MB of RAM for each Office application (such as Microsoft Word) running simultaneously 

· Windows 2000 Professional
64 MB of RAM plus an additional 8 MB of RAM for each Office application (such as Microsoft Word) running simultaneously 

· Windows XP Professional, or Windows XP Home Edition
128 MB of RAM plus an additional 8 MB of RAM for each Office application (such as Microsoft Word) running simultaneously 

For information on memory requirements for Office XP Developer, see our Office XP Developer system requirements page.

Hard Disk
Hard disk space requirements will vary depending on configuration; custom installation choices may require more or less. Listed below are the minimum hard disk requirements for Office XP suites: 

· Office XP Standard
210 MB of available hard disk space 

· Office XP Professional and Professional Special Edition²
245 MB of available hard disk space 

An additional 115 MB is required on the hard disk where the operating system is installed. Users without Windows XP, Windows 2000, Windows Me, or Office 2000 Service Release 1 (SR-1) require an extra 50 MB of hard disk space for System Files Update. 

For information on hard disk requirements for Office XP Developer, see our Office XP Developer system requirements page.

Operating System
Windows 98, Windows 98 Second Edition, Windows Millennium Edition (Windows Me), Windows NT 4.0 with Service Pack 6 (SP6) or later,³ Windows 2000, or Windows XP or later. 

For information on operating system requirements for Office XP Developer, see our Office XP Developer system requirements page.

Drive
CD-ROM drive

Display
Super VGA (800 x 600) or higher-resolution monitor with 256 colors

Peripherals
Microsoft Mouse, Microsoft IntelliMouse®, or compatible pointing device


1. Windows XP Home Edition is the recommended operating system for the Office XP Standard for Students and Teachers suite.
2. Systems running Windows NT 4.0 SP6 must have Microsoft Internet Explorer 4.01 SP1 or later. 
Additional items or services required to use certain features: 

· For multimedia and sound: 

· Accelerated video card or MMX processor for improved graphics rendering 

· For speech recognition (available for U.S. English, Japanese, and Simplified Chinese only): 

· Pentium II 400-MHz or higher processor 

· 128 MB of RAM or more 

· Close-talk microphone and audio output device 

· Microsoft Internet Explorer 5 or later 

· Microsoft Exchange, Internet SMTP/POP3, IMAP4, or other MAPI-compliant messaging software required to use e-mail 

· Microsoft Exchange Server required for certain advanced collaboration functionality in Microsoft Outlook® 

· Collaboration features compatible with Office 97 or later 

· Some Internet functionality may require Internet access and payment of a separate fee to a service provider; local or long-distance charges may apply 

· 14,400 or higher-baud modem 

· Graphics tablet recommended for handwriting-input features 

· Microsoft Windows Media® encoder-compatible video camera for broadcasts including video; Microsoft Exchange Chat server to enable chats during live broadcasts; Windows Media Server to enable multicasts of live broadcasts to more than 10 audience members 

· 100 MB of additional hard disk space for installation of Office XP Media Content 

· 50 MB of additional hard disk space for each additional language interface installed 

· To use Microsoft IntelliMouse Explorer¹ with the scroll wheel and all the programmable buttons, you also need: 

· Microsoft IntelliPoint version 3.0 software 

· Windows 95, Windows 98, or Windows NT Workstation 4.0 with SP3 or later operating system 

· 30 MB of available hard disk space 

· Round mouse port (PS/2-compatible) or USB port (connection using USB port on a PC requires a computer running Windows 98) 

· CD-ROM drive 

¹ The zoom function works only in Office 97–compatible or later applications.
Office v. X for Mac

Microsoft Office v. X for Mac combines the power of word processing, spreadsheet, presentation, and e-mail and personal information manager programs with the stability and reliability of Mac OS X. Also, this suite takes advantage of core Mac OS X technologies—including the Aqua interface, Sheets, and the Quartz graphics engine—to help you deliver graphically compelling documents.

Office v. X for Mac contains:
· Microsoft Word X 

· Microsoft Excel X 

· Microsoft Entourage™ X 

· Microsoft PowerPoint® X 

Minimum System Requirements for Office v. X

To run Microsoft® Office v. X for Mac®, your computer must meet the following minimum requirements.

Hardware
G3, Mac OS X compatible.

Operating system
Mac OS X version 10.1 or later.

Memory
128 MB of RAM.

Hard disk
196 MB of available hard disk space for a default installation; the hard-disk space requirement varies according to the components you choose to install and the amount of data you store in Office. Also, installation of Value Pack components requires additional hard disk space. 80 MB are required for drag-and-drop installation of the individual programs (Word, Excel, PowerPoint).

Drives
CD-ROM drive or a connection to a network if you are installing Office from a network volume.

Display
Monitor that can display 256 colors and a resolution of 800 X 600 or higher; a monitor that can display thousands or millions of colors and a resolution of 1024 X 768 or higher is recommended.

To use all of the features available in Office v. X, it is recommended that you have the following additional items and services.

Modem
14.4 Kbps or higher.

Internet access
Internet connection through either an Internet service provider (ISP) or a network. Internet access might require a separate fee to an ISP; local or long-distance telephone charges might also apply.

Office 2001 for Mac

Below are just a few of the great new features that are shared by Office 2001 for Mac programs. 

Project Gallery   
The Project Gallery is a directory of Office files, templates, and wizards. It provides document previews and allows you to create any type of Office document from within any Office program.

Identities   
Store separate preferences and personal information for you and other people who share the same computer by using Microsoft Entourage™. Other Office programs use the information for the current user to display the appropriate reminders, to fill in templates and file properties, and to apply individual preferences.

Formatting Palette   
The Formatting Palette provides all the features of the Formatting toolbar but is context-sensitive, offering only options that are appropriate for the selected item. For example, the Formatting Palette displays text formatting options when text is selected, and formatting options for drawing objects when an AutoShape is selected.

Office Clipboard   
The Office Clipboard lets you collect multiple clips at once from multiple documents while working in Microsoft Word, Excel, and PowerPoint®. You can copy multiple clips and then paste as many or as few clips as you want into documents.

Flag for follow-up   
With the flag for follow-up feature, you can flag documents, contacts, and messages that you want to work with again and set a date and time to be reminded.

Links   
You can link any Entourage contact, task, message, calendar event, or note to any other Entourage item, Office document, or file on your computer.

Improved Office Assistant   
You can resize the Office Assistant, dock it next to the toolbars to reduce screen clutter, or even turn it off when it is not being used.

Definition dictionary   

Office 2001 includes the Encarta® World English Dictionary, which you can use to look up definitions of words and phrases from within any Office program.

Graphics features

Office Art   Microsoft Excel, PowerPoint, and Word 2001 share the new Office Art drawing engine, which lets you easily embellish text and graphics by adding AutoShapes, shadow, fill, and 3-D effects, and many other useful touches.

Updated Picture toolbar   The Picture toolbar in Excel, PowerPoint, and Word now includes picture effects that can enhance bitmap graphics and new selection tools that make selecting areas of pictures easier.

Updated Clip Gallery   The Clip Gallery now offers improved search functions, new ways to group clips, and improved file format compatibility. If you have access to the Internet, you can also download free clip media from the Microsoft Clip Gallery Live Web site.

Direct image capture   The new direct image capture enables you to insert images from most TWAIN-compatible scanners and digital cameras directly into Excel, PowerPoint, and Word documents.

Improved Font menu   The font menus in Office applications now display font names by using the actual appearance of the font, so you can see how text will look.

Compatibility features

Improved cross-version and cross-platform support   Office 2001 applications can open documents created in Office 98 Macintosh Edition and Office 2000 for Microsoft Windows® without conversion. You can also save Word, Excel, and PowerPoint 2001 documents with three-letter filename extensions to improve compatibility with Windows applications.

System requirements for Office 2001

To use Microsoft Office 2001 for Mac, your computer must meet the following minimum requirements:

Processor
PowerPC, Mac OS compatible (clock speed of at least 120 MHz recommended).

Operating system
Mac OS 8.1 to 9.x (Mac OS 8.5 or later recommended).

Memory
32 MB of RAM with at least 1 MB of Virtual Memory for Mac OS 8.1 to 8.6; 48 MB of RAM with at least 1 MB of Virtual Memory for Mac OS 9.x.

Hard disk
160 MB of available hard disk space for a default installation of Office; 75 MB for a minimum installation of Office; 80 MB for a default installation of an individual program (Word, Excel, PowerPoint®). 

The Office 2001 Value Pack also offers: 120 MB of additional clipart; 40 MB of additional templates and wizards; and 140 MB of help, add-ins and other components.

Drives
CD-ROM drive or a connection to a network if installing from a network volume.

Display
Monitor that can display 256 grays or 256 colors and a resolution of 640 x 480 or higher.

To use all of the features available in Office 2001, it is recommended that you have the following additional items and services:

Modem
9600 bits per second (BPS) modem (28.8 Kbps or higher recommended).

Internet access
Internet connection through either an Internet service provider (ISP) or a network. Internet access might require a separate fee to an ISP; local or long-distance telephone charges might also apply.
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System Requirements

The table below shows the requirements your computer needs to meet to be able to run Office 2000. Follow the column down the page for each of the various suites: Premium, Professional, Small Business, and Standard. 
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Processor
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Personal computer with Pentium 166-megahertz (MHz) or higher required for Microsoft PhotoDraw
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Personal computer with Pentium 75-MHz or higher
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Operating System
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Microsoft Windows 95, Windows 98, Windows 98 Second Edition, Windows Millennium Edition (Windows Me), Windows NT 4.0 with Service Pack 6 (SP6),1 Windows 2000, or Windows XP or later.
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RAM
For Windows 95 or Windows 98
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16 megabytes (MB) of RAM for the operating system, plus an additional 4 MB of RAM for each application running simultaneously
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8 MB required for Microsoft Outlook, Microsoft Access, or Microsoft FrontPage; 
16 MB for PhotoDraw
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8 MB required for Outlook or Access
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8 MB required for Outlook
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RAM
For Windows Me
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32 MB of RAM for the operating system, plus an additional 4 MB of RAM for each application running simultaneously
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8 MB required for Outlook, Access, or FrontPage; 
16 MB for PhotoDraw
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8 MB required for Outlook or Access
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8 MB required for Outlook
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RAM
For Windows NT
Workstation
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32 MB of RAM for the operating system, plus an additional 4 MB of RAM for each application running simultaneously
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8 MB required for Outlook, Access, or FrontPage; 
16 MB for PhotoDraw
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8 MB required for Outlook or Access
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8 MB required for Outlook
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RAM
For Windows 2000
Professional 2
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64 MB of RAM for the operating system, plus an additional 4 MB of RAM for each application running simultaneously
[image: image52.png]



8 MB required for Outlook, Access, or FrontPage; 
16 MB for PhotoDraw
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8 MB required for Outlook or Access
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8 MB required for Outlook
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RAM
For Windows XP
Professional, or Windows XP Home Edition
[image: image58.png]



[image: image59.png]



128 MB of RAM for the operating system, plus an additional 4 MB of RAM for each application running simultaneously
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8 MB required for Outlook, Access, or FrontPage; 
16 MB for PhotoDraw
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8 MB required for Outlook or Access
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8 MB required for Outlook
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Available disk space
Numbers indicate default installation; your hard-disk usage will vary depending on configuration. Choices made during custom installation may require more or less hard-disk space.
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Disc 1: 252 MB
Microsoft Word
Microsoft Excel 
Outlook 
Microsoft
 PowerPoint 
Access 
FrontPage 

Disc 2: 174 MB
Microsoft
 Publisher 
Small Business 
 Tools 

Disc 3: 100 MB
PhotoDraw 

For optimal performance, we recommend an additional 100 MB of free hard-disk space for user graphics and temporary image caches.
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Disc 1: 217 MB 
Word 
Excel 
Outlook 
PowerPoint 
Access 

Disc 2: 174 MB 
Publisher 
Small Business 
 Tools
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Disc 1: 178 MB 
Word 
Excel 
Outlook 

Disc 2: 182 MB 
Publisher 
Small Business 
 Tools
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Disc 1: 189 MB 
Word 
Excel 
Outlook 
PowerPoint
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CD-ROM drive
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Yes
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Monitor
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VGA or higher resolution monitor; Super VGA recommended
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Mouse
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Microsoft Mouse, Microsoft IntelliMouse, or compatible pointing device
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1 Systems running Windows NT 4.0 Service Pack 6 (SP6) must have Microsoft Internet Explorer 4.01 SP1 or later.
2 Microsoft Office 2000 Service Release 1 (SR-1) is certified for Microsoft Windows 2000 Professional. 

 

Additional items or services required to use certain features: 

· 9600-baud modem; 14,400- or higher-baud modem recommended 

· Multimedia computer required to access sound and other multimedia effects 

· Microsoft Exchange client or Outlook required to run Office E-mail 

· 8 MB of additional RAM required to run Office E-mail 

· Some Internet functionality may require Internet access and payment of a separate fee to a service provider 
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