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Demo Messages:

· Productivity enhancements using Smart Tags – See how Microsoft changes the rules without changing the tools. Smart Tags can work out of the box or be customized to better leverage corporate knowledge.

· What are Smart Tags and what do they look like?

· How some of the Smart Tag features in Word and Excel enable better productivity for common daily tasks.

	INTRODUCTION

	intro to all OFFICE XP Demos
	· No action … speaking only.
	Today I’m going to briefly show you how Office XP delivers on the promise of delivering a smarter work experience.

Specifically, we’re going to focus in on how Office XP delivers value based on these three themes:

· Personal Experience – working smarter by simplifying the way you work, getting more out of Office, and using tools you can rely on.

· Collaborative Experience – making it easier for groups of users to work together more effectively.

· Organizational Experience – Delivering flexible tools to address a wide range of business needs for your IT staff.

These demos will give a glimpse of what you can get with Office XP, but more than that, it should give you a glimpse as to just how much Office XP can help your company.


	SECTION
	ACTION
	VOICE SCRIPT

	WORD – New document Task Pane
	· Word Launches

· New Document Task Pane options are pointed out.

·  “Merger Letter” in the Open a Document section is click on and opened.


	Initiate Play (Productivity Demo)

Let’s begin by looking at productivity enhancements for the Personal Experience and start out by opening a new document in Word.  Right away you’ll notice the new task panes that are available throughout the Office applications-which give you more options and greater discoverability of the product.  

I can open up an existing document, create a new document, web page, or even an e-mail message

In this case I will simply click once to open up my document list ed at the top of the task pane.

	Name Smart Tag
	· Double click the “<NAME>” and type “Neil Charney"

· Hit Enter

· “Neil Charney” will be underlined by a dotted line, hover over the name. 

· Click the Smart Tag.

· Point out the Smart Tag menu options

· Insert Address

	As we can see, this is a document template and needs to be customized for a specific addressee. I’ll begin by adding in a date, and I’ll add the person’s name that I’m sending this to.  As I do, you will notice that small purple lines appear under both the date and the name of Neil Charney and when I pass over them with my mouse I see that a Smart Tag icon appears giving me a variety of information that I can use.  I can insert this person’s address into the document, open up their contact from Outlook, or add him if he wasn’t one previously.  Here we just want to insert his address. 

Suggested Pause @ 0:51

THINK ABOUT THIS. Previously to accomplish the same task in a document, I would have to minimize Word, open Outlook, Go to my contacts, search for Neil Charney, open that contact, copy his address, and paste it into Word. With Smart Tags, however, this has been reduced to a single click.

	word – autobullet
	· Scroll down and place your cursor above item #5 and below the previous paragraph.

· Right-click and select Continue Numbering from the list.

· Click the Numbered List toolbar button

· Point out AutoBullet Smart Tag

· Select Continue Numbering
	Resume Play

Let’s take a closer look at these Smart Tags.  Within Office there are many auto- features to help users be more productive, but what happens when you get an undesired result, such as having a numbered list start over in the beginning of a document?  Notice here in our merger letter document that we have some existing numbered lists that should be a single list. Before, this may have taken me 15 minutes to figure out how to correct this problem, but with Smart Tags it’s only a click away. 

Suggested Pause @ 1:11

Even further, when we go to append the list in a new section of the document it’s not a problem. 

Resume Play

Once again I get a Smart Tag that gives me all the options I need to continue the numbering from the previous list. Notice that my new item starts at number 6 now.

	AutoCorrect Options Smart Tag
	· Type in a sentence with the date 3/4 [space]

· Click on ¾ and click Undo Fraction.
	Suggested Pause @ 1:25

Here is another example: let’s continue typing this list item and in the process, we enter the date 3/4 or March 4th. Word assumes that we want the fraction ¾ and adjust accordingly. This is where Smart Tags gives us better control over the Auto correct features. Autocorrect is a great feature, but what happens if we don’t want it to auto correct something?  

Resume Play

Again, not a problem, the smart tag makes it easy to change it back for this instance only, or even have Word remember this specific case and never make those auto corrections again.  You can see we are giving the control back to the user!

Like Task Panes, Smart Tags give me single-click access to important commands, but the key with Smart Tags is this ability to dynamically recognize text and apply relevant user actions.  

	aUTOFILL Smart Tag 
	· Switch over to Excel

· Open “Sales Forecast” from the Task Pane”

· Select the bottom row of the table 

· AutoFill down for 8 lines.

· Cycle through the AutoFill Smart Tag options

· End on “Fill Series” 
	So let’s switch over to Microsoft Excel to see how Office XP makes it easier to work smarter.  

Again, I have easy access to my spreadsheet titled “Sales Forecast” with the Task Pane and I can easily launch this document. 

Suggested Pause @ 2:04

What I want to do here is use the AutoFill Smart Tag to extend the last row in my table.  Once again I get a Smart Tag – in this case I just want to extend the formatting from the section above which gives numbers from January to April to the new lines below so that I can fill in numbers for the rest of the year. 

Resume Play

I do this by highlighting the row I want to copy, moving my cursor to the bottom right corner of the highlighted box until my cursor changes to a black “plus sign” and dragging the highlighted cell outline down to where I need.

Suggested Pause @ 2:13

THINK ABOUT THIS. We may have been able to perform some kind of cut and paste option on this data, but look how intuitive this Smart Tag is. Not only does it know to increment the line number and recalculate the formula for the revenue opportunity at the end, but to increment the months as well. Think that might save you some time?

We will also see very quickly that once the autofill is complete, we have some option for how we paste that data in. We just select to “Fill Series.” 

Resume Play

	Function tooltips


	· Place your cursor on E20.

· Type “Total” 

· Place your cursor on cell G20

· Type “=sum(“

· Point out Excel ToolTip 

· Sum cells G6:G17 by dragging mouse over them

· Hit Enter
	The first thing I am going to do is type in a formula. 

Suggested Pause @ 2:28

How many times have you started to type in a formula but you can't remember the variables or what order to enter them?  Now Excel provides me all the information I need and even provides hyperlinks to get further assistance.

Resume Play

The SUM function may be something we all remember readily, but imagine if you were attempting a formula to determine the Net Present Value.

	ERROR CHECKING Smart Tag
	· Click on cell G19 and select the Smart Tag 

· Point out the notification that the formula tries to divide by zero.

· Select “edit in formula bar.”

· Point out the green square not being on the right cell. 

· Type in the new cell reference (B17).

· Go back to the formula bar and press enter.

· Point out that the formula now resolved and gives the average.
	Suggested Pause @ 2:54

Furthermore, if I make an error, Excel will recognize the problem and let’s me fix it on the fly.  This feature alerts me via a Smart Tag of a possible error in a cell. I can select a command to resolve the error, ignore it, or access further Error Checking options. In this case I have accidentally entered a formula trying to divide by 0. Because that operation is a mathematical impossibility, Excel alerts us and prompts us for action.

Resume Play

We choose to “Edit in Formula Bar” and notice by the blue and green distinctions that we accidentally chose cell B18 when we wanted B17 containing the number 12. Let’s change that to B17 and notice that we are now pointing to the correct cell and the formula for monthly average is recalculated. 

End Demo (Productivity)

	SUMMARY
	· No action … speaking only.
	As we have seen here, the use of Smart Tags alone can really create value your users, by allowing them to work smarter rather than harder.

Questions?
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