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The Cornerstone of the Microsoft Office System

Solve the unique challenges of running a small business with Microsoft® Office Small Business Edition 2003, Microsoft’s personal and business productivity solution.

[image: image8.jpg]



[image: image11.jpg]



Microsoft Office Small Business Edition 2003 includes these applications:

Microsoft Office Word 2003

Microsoft Office Excel 2003

Microsoft Office Outlook® 2003 with Business Contact Manager

Microsoft Office PowerPoint® 2003

Microsoft Office Publisher 2003

Microsoft Office Small Business Edition 2003 uses familiar, integrated, and easy-to-use software to help you and your staff manage customers and sales opportunities more effectively, create impressive sales and marketing materials in-house, and handle e-mail and share information efficiently and securely.
Connect to Customers

Use Microsoft Office Outlook 2003 with Business Contact Manager to track and manage business contacts, accounts, and sales opportunities.
 

Gather customer information in one place. Users can consolidate all activity related to their accounts, business contacts, or sales opportunities in one place. E-mail messages, appointments, phone calls, tasks, notes, and documents can be easily associated with the appropriate account, contact, or business opportunity. 

Track business opportunities. Convert more prospects into customers by following up on sales leads and tracking business opportunities more consistently throughout the sales cycle. The Business Opportunities component of Business Contact Manager contains important information such as sales cycle stage, revenue potential, and the probability of converting the opportunity to a sale, which users can employ to forecast their sales more accurately. 
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Use Outlook 2003 with Business Contact Manager to consolidate all customer-related information in one place.

Expedite sales and status reporting. Spend less time reporting sales and account status information. The Business Reports component of Business Contact Manager filters and summarizes account, business contact, and business opportunity information by running one of 20 customizable reports, which can be exported to Word 2003 or Excel 2003 for further formatting and analysis.
Manage customer information the easy way. Often, salespeople try contact management software but stop using it because it is too complicated. Business Contact Manager is easy to use because it uses the familiar Microsoft Outlook interface, which users already know. By using Business Contact Manager, your staff can spend less time working with their software and more time where it counts—working with customers. 
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Create Impressive Sales and Marketing Materials 

Reduce your marketing costs and save time by creating and publishing impressive sales and marketing materials in-house for print, Web, 
e-mail, and presentations. 

Reduce marketing costs. Use Publisher 2003 to avoid the costs and lengthy lead times of outsourced sales and marketing materials. This familiar Office program can help your staff create professional-looking sales and marketing materials—without having to learn how to use software created for professional designers. 
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Use Publisher 2003 to reduce the time and cost of creating newsletters, brochures, catalogs, and other publications.

Project a professional image. Create your own sales and marketing materials that have the polished look and feel of even your largest competitor. For higher-quality and larger-quantity printing, support for CMYK composite PostScript can make pre-press work with commercial printers faster and easier. 

Stay in touch with customers. Communicating with customers through professionally designed e-mail messages and Web sites needn’t be complicated or expensive. Use Publisher 2003 to create and send attractive e-mail messages or newsletters that look great whether your recipient is using Microsoft Outlook, Outlook Express, or another popular e-mail client and Web-based e-mail services such as Hotmail® and AOL mail. Give your business a presence on the Web with the new Easy Web Site Builder wizard and other Web enhancements. 
Connect to People and Information
Use Office 2003 to efficiently handle the increasing volume of e-mail, protect your PCs and network from spam and virus attacks, and share information with business partners, customers, and employees. 
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Make quick work of handling e-mail with innovative Outlook 2003 tools.

Manage the flood of e-mail. Contending with the ever-increasing volume of e-mail can be an annoying, time-consuming distraction. Handle e-mail more efficiently and respond to changing business conditions more quickly with enhanced Outlook 2003 e-mail capabilities. Improvements such as the new reading pane, Mail Desktop Alert, QuickFlags, and Search Folders help you spend less time reading, organizing, searching for, and responding to e-mail.
Protect your business from spam and viruses. Even if your business lacks a dedicated technology staff, you can meet the challenges posed by spam and viruses. Junk e-mail filtering and improved content blocking help to reduce the amount of spam your employees get bothered with. Improved integration of third-party anti-virus software and 
e-mail attachment blocking help reduce the risk of virus threats and the time and money lost to virus attacks.
Share information more efficiently with colleagues and customers. Enable your employees, business partners, and customers to work together more efficiently by using shared workspaces. These Web sites help users spend less time in meetings and reduce the risk of rework or miscommunication by providing a centralized repository for contact information, documents, scheduling, and project and meeting planning information.

Product Improvements

Users of Office Small Business Edition 2003 will find improved and expanded capabilities in each application. The following entries describe new or substantially improved functionality.

Outlook 2003

Business Contact Manager. This add-on to Outlook 2003 provides a single location, where users can store, track, and report their customer and supplier information and sales opportunities. 
Spam control. Outlook 2003 spam filters divert unwanted messages to a special folder, which users can manage. Trusted sender lists enable users to limit receipt of 
e-mail from only known (trusted) individuals and organizations.
Meeting Workspaces. These shared workspaces provide secure, centralized online sites, where all meeting-related communications, documents, and logistics can be organized, shared, and archived.1
Publisher 2003

Catalog Merge. Merge pictures and text from data sources such as spreadsheets or databases to [image: image10.jpg]e
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create new publications with multiple records per page such as catalogs, data sheets or customer directories.

Easy Web Site Builder. Use this new wizard to quickly and easily get your business on the Web. Just choose your functional requirements for the site (for example, tell customers about my business, describe my company’s products and services), and Publisher 2003 builds a Web site with the appropriate pages.
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Use Publisher 2003 to create, customize, 
and update a Web Site quickly and easily. 

Expand your template collection. You’ll find hundreds of Publisher 2003 templates in the Template Gallery, including data sheets, newsletters and templates for real estate professionals. 
Word 2003

Research task pane. The research task pane provides users with instant access to electronic dictionaries, reference materials, and online research sites, without having to exit the application they are working in.
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The research task pane puts a world of information within easy reach. 

Office Online Assistance. The Microsoft Office Online Web site provides updates, time-saving how-to articles, and user assistance materials that are created from help requests and problems forwarded by other Microsoft Office users.

Document workspaces. These collaboration Web sites eliminate version control problems and inefficient, review-by-handoff procedures by providing team members with centralized workspaces, where they can share, modify, and review Word 2003 documents in real time.
Excel 2003

Excel lists. Improved list functionality helps users to structure worksheet data such as customer, product, or sales data, to perform calculations on it, and to print or transform the data into charts and tables.
Powerful statistical analysis. Excel 2003 adds co-linearity detection, calculations of sum of squared deviations, normal distributions, and continuous probability distribution functions to provide users with deeper insight into their business data.
PowerPoint 2003

Support for digital multimedia presentations. Sophisticated playback controls, a wide range of static and streaming audio/video formats, and full-screen video presentations during slide shows help authors expand their multimedia resources and create more compelling presentations.

Package for CD. People can make their presentations more portable by burning them onto a CD, which can be carried easily or handed out to customers. By including the new free PowerPoint 2003 presentation viewer on the CD, presentations can be distributed to audiences who do not use Microsoft Office.
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Distribute presentations with ease by using the Package for CD feature in PowerPoint 2003. 

Tablet PC digital ink support. Office 2003 enables users to mark up presentation slides as if they were paper. By writing on the slide with a stylus, presenters can capture ideas and information by taking notes. Presenters can also make drawings or notes on slides during the presentation and save the annotated slides for later use. 

For More Information

Visit the Office Web site at http://www.microsoft.com/office to learn about new features, get tools and tips, and access templates that address your business needs. The Web site constantly adds new information that can help users work more productively and experience the full potential of the Microsoft Office System.



System Requirements

To use Microsoft Office Small Business Edition 2003, you need:

· Personal computer with Pentium 233 megahertz (MHz) or higher processor. 

· Microsoft Windows 2000 with Service Pack 3 or later or Microsoft Windows XP or later operating system.

· 128 megabytes (MB) of RAM or more is recommended. 

· 400 MB of available hard disk space (Hard disk usage will depend on the configuration. Custom installation choices may require more or less hard disk space.)

· Optional installation files cache (recommended) requires an additional 290 MB of available hard disk space.

· Super VGA 800 x 600 or higher resolution monitor. 

Business Contact Manager

To use the optional installation of Business Contact Manager in Outlook 2003, you need:

PC with Pentium III, 450 MHz or higher processor.

At least 256 MB of RAM (recommended).

190 MB of additional hard disk space.
Business Contact Manager will be disabled in the presence of an e-mail system based on Microsoft Exchange Server technologies.
Additional Requirements

Additional items or services required to use certain features include:

For speech recognition, a Pentium II 400 MHz or higher processor and a close-talk microphone and audio output device is required.

For certain advanced functionality in Outlook 2003, Microsoft Exchange Server is required. 


For certain advanced collaboration functionality, Windows Server 2003 running Windows SharePoint Services is required.

Internet functionality requires dialup or broadband Internet access provided separately. Local or long-distance charges may apply.

Certain inking features require that you run Microsoft Office on Microsoft Windows XP Tablet PC Edition.

Information Rights Management 
features require access to Windows Server 2003 running Microsoft Windows Rights Management Services.

For complete system requirements, please visit microsoft.com/office/ sysreq.asp
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� Business Contact Manager functionality will not be enabled when Microsoft Office Outlook 2003 is used in combination with Microsoft Exchange Server or Microsoft Windows Small Business Server.


� 	This feature requires connection to a Microsoft Windows SharePoint Services-based server that runs either on the corporate network or on a Windows SharePoint Services-compatible Internet service.


� 	Some functionality in the Microsoft Office Online assistance task panes requires Internet connection.
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