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Welcome to the Microsoft Office for
Windows 95 Resource Kit

The Microsoft Office for Windows 95 Resource Kit is written for administrators
and MIS professionals. It provides the information required for rolling out,
supporting, and understanding Microsofte Office for Windows® 95. This book is
being published both in bound form and on CD, and it is posted in the Microsoft
Office Resource Kit forum on the Microsoft Network (MSN). For late-breaking,
up-to-date information about Office for Windows 95, MSN is the place to look.
MSN has a forum for each of the Office applications, and one for Office for
Windows 95, too. For information about accessing MSN, see Appendix F,
“Resources.”

In the past three to five years, much has changed in terms of how an MIS
department treats desktop applications. Five years ago, departmental LANs were
sprouting up all over organizations. Individual departments, and even individual
users, were deciding which applications they would use. In choosing an
application, their primary criterion was the set of tasks the application could do.
Today, however, departments are increasingly interested in how well an
application allows people within a workgroup to share data.

Two factors have contributed to this change. First, the use of LANs and WANS is
much more widespread, and MIS departments are now managing them centrally
rather than departmentally. Second, in the autumn of 1993, Microsoft Office 4.0
was launched. Office 4.0 provided much more consistency and ease of use than
has been available before in a group of integrated desktop applications. This
spurred many organizations to standardize on Office. In standardizing on a single,
integrated solution, MIS organizations appreciate the control they have over their
departmental desktops, yet they also recognize the importance of supporting and
maintaining this software to reap the benefits that standardization provides.

The purpose of this Resource Kit is to provide the information that the MIS
professional or administrator needs to support Microsoft Office for Windows 95.
This includes planning for deployment of Office for Windows 95, deciding which
configurations are best for your organization, and understanding issues regarding
migrating from earlier versions of Office or from competitive applications.
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CHAPTER 12

Support and Troubleshooting

In This Chapter

This chapter covers issues for the Office applications that will help you support
your users. It also includes information about customizing templates in Office so
your users can follow the standards that exist in your organization for creating
documents.

Also in this chapter is information about porting 16-bit Office-based solutions to
32-bit.

Supporting Microsoft Office 309

Supporting Microsoft Excel 320

Supporting Microsoft PowerPoint 330

Supporting Microsoft Schedule+ 349

Supporting Microsoft Word 351

Registry Settings and .Ini Files 359

Long Filenames 360

Porting Your 16-Bit Office-Based Solutions to 32-Bit Office 360
Frequently Asked Questions 377

Supporting Microsoft Office

This section includes information for supporting and customizing templates for
your organization, creating shortcuts on the Office Shortcut Bar to access the
Microsoft Network, and supporting Office Binders.
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310 Part3 Maintaining and Supporting Microsoft Office

Supporting Custom Templates

Office 95 has several features that make it easy to create files based on templates,
When a user clicks the Start A New Document button on the Office Shortcut Bar
or clicks New on the File menu in any Office application, the New dialog box is
displayed. This dialog box has tabs listing templates available for the application,
or in the case of the Office Shortcut Bar, for all documents. When the user selects
a template, a new document is created with the attributes of the template. When
the user subsequently saves this document, the user is prompted to name it, and
the template remains intact.

You can customize the templates presented in several ways. You can:

= (reate templates customized for your site and add them to any of the tabs in
the New dialog box.

= Add tabs to the dialog box to help users find the customized templates.

» Use shortcuts to add templates stored on network shares to the dialog box. If
you have a set of shared templates used within a workgroup, you can designate
a workgroup template location for inclusion in the New dialog box.

The following sections explain how to add templates to the New dialog box and
customize this dialog box to help users find the templates they need.

Adding Custom Templates

To add a template to the New dialog box, copy it to the appropriate subfolder of
the Templates folder within the Office folder. Templates added directly to the
Templates folder are listed on the General tab in the New dialog box. The General
tab is usually reserved for blank documents.

Office creates the following tabs for the New dialog box by default:

Letters & Faxes Other Documents Presentation Designs
Memos Spreadsheet Solutions Binders

Reports Presentations Databases
Publications

Whenever possible you should add your templates to one of these categories. The
Other Documents tab is provided as a location for miscellaneous templates.

To add a template stored in another folder or on a network share, create 2 shortcut
to the template in the Templates folder. For more information about creating
shortcuts, see the Windows 95 documentation or online help.
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Chapter 12 Support and Troubleshooting 311

If you want to list the template on one of the other tabs in the New dialog box,
copy it to the subfolder of the Templates folder that has the same name as the tab
you want. For instance, you can copy a memo template used in your company to
the Memos folder, so that it appears on the Memos tab.

You can create special-purpose templates that run programs other than the Office
applications by setting up entries in the Windows registry. For information about
creating these entries, see “Template Settings in the Windows Registry” in
Appendix B, “Registry Keys and Values.”

Adding Tabs to the New Dialog Box

In most cases, using the existing tabs is sufficient, but you can add tabs to the
New dialog box if you need them to identify and organize your templates.

To add a tab to the dialog box, create a subfolder in the Templates folder. Give
the subfolder the name you want shown on the tab. Then copy your templates to
the subfolder.

For a subfolder to be available as a tab in the dialog box, it must contain at least
one template. When a user clicks New on the File menu from an application, the
New dialog box displays a tab for each subfolder of the Templates folder that
contains at least one template for that application. Clicking the Start A New
Document button from the Office Shortcut Bar displays tabs for all subfolders that
contain at least one template for any Office application.

If the folder that you want to be available as a tab is on a network share or other
folder, create a shortcut to the folder within the Templates folder.

Note Only folders and folder shortcuts directly under the Templates folder appear
as tabs. Templates stored in subfolders all appear on the same tab as the parent
folder. For example, if you create a folder named Company Forms within the
Templates folder, and Company Forms has subfolders that contain templates, all
of these templates appear on the Company Forms tab in the New dialog box.

Setting the Workgroup Templates Location

In addition to the Templates folder, you can specify an additional folder location
for shared templates used within a workgroup. Templates in this folder and its
subfolders become icons and tabs in the New dialog box, along with the templates
and folders on the user’s local hard disk. Subfolders with the same name in both
locations are merged; for example, if both the local Templates folder and the
Workgroup Templates folder have subfolders named Memos, all of the templates
in both subfolders appear on the Memos tab in the New dialog box. Templates
stored directly in the Workgroup Templates folder appear on the General tab in
the New dialog box.
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312 Part3 Maintaining and Supporting Microsoft Office

Local templates override templates in the Workgroup Templates location. Ifa
template file has the same name in both locations, the New dialog box presents
the file from the user’s local disk instead of the workgroup version.

» To set the Workgroup Templates location

1. Using the right mouse button, click the Office Shortcut Bar, and then click
Customize.

2. Click the Settings tab.
3. Under Item, select Workgroup Templates location, and then click Modify.

4. Type the path to the network share designated for shared templates, or click
Browse to search for the share.

5. Click OK.

Note The setting for the User Templates location is required. Do not delete this
setting when you add a Workgroup Templates location.

Using the Office Shortcut Bar with Microsoft Network
Shortcut Files

Users who create shortcuts to Microsoft Network forums on the desktop cannot
add these shortcuts to the MSN toolbar by dragging and dropping. Links to MSN
forums are .mec files, but dragging them onto the toolbar creates a .Ink file, which
does not appear on the MSN menu in the user’s applications.

Instead, have the user copy the .mcc file to the MSN toolbar folder. The default
location for this folder is Office\Shortcut Bar\MSN within the Office installation
folder. For information about registry settings affecting toolbars and their
locations, see “Office Shortcut Bar Settings in the Windows Registry™ in
Appendix B.

Supporting Office Binders

Office binders provide a means of combining different types of documents into a
single storage unit. Documents in a binder preserve their order, open and save
together, print together, and are stored as a single file. Each document becomes &
section of the binder and can be manipulated using the original application via
OLE in-place editing. If needed, a binder can be broken apart into separale
documents.

Binders allow users to print the collection of documents, in sequence, with
consecutive page numbers, as long as headers or footers are set in each document
to print page numbers and the initial page number is not reset within an individual
document.
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Chapter 12 Support and Troubleshooting 313

Users create new binders from the Office Shortcut Bar or by using the New
Binder command on the File menu. Users add sections to binders by dragging and
dropping documents from the file system or by using the commands on the
Section menu. The Binder menus provide commands to reorder, rename, and
delete sections.

Office Binder includes templates to help you assemble common sets of business
documents such as client billings, proposals, and presentations. These templates
are stored in the Binders folder of the Template folder.

Note If you have previously installed a Beta copy of Office 95, such as the Office
Preview Program, make sure that you and all your users completely remove the
early copy of Office and then install Office 95 before you create or use Office
Binders.

The following sections provide information to help the administrator support
users of Office Binders.

Required Files
The following DLLs and other files support the Office Binder capability.

Filename Location Purpose

Docobj.dll Windows folder\System Provides document object capability
Explode.dll Office folder\Office Provides unbind capability
Bdreg.dil Windows folder\System Supports binder registration

Ms095. Windows foldei\System

Binder Documents, Templates, and Wizards

Binders use the following file extensions:

Extension File type

.obd Binder document

.obt Binder template

.obz Binder Wizard, a binder template that includes macros

There is no difference in file format among the three file types above, only the
extensions and icons are different to indicate how the files are used. A binder file
with the .obt extension uses the binder template icon; files with the .obz extension
have the Binder Wizard icon.
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To create a template from a hinder document, users can save the binder as a
template using the Save As command on the File menu, or just rename the file to
change the extension from .obd to .obt. To create a new binder based on a
template, use the New Binder command on the File menu. Saving the binder does
not overwrite the template. To edit the template itself, you must use the Open
command on the File menu in Office Binder.

You can create binder templates based on sets of documents in use in your
organization. You can add your own templates to the files installed on users’
computers by editing the setup scripts your organization uses. For information
about custom setup scripts, see Chapter 9, “Customizing Client Installations.”

Use a wizard to tell users how to use a template or provide information they’ll
need to complete the project.

To create a wizard for an Office Binder template

1 Write macros that gather information from, or give information to, users of the
template. Set up the macros to run whenever the template is opened.

2. Save the macros.

3. Place the document containing the macros in a binder document by dragging
its icon into the binder, and then click the icon in the binder to make it the
active document.

4 Save the binder document as a template.

Note You can edit macros only in the original document before you place it in the
binder. Create, debug, and test your macros first, and then assemble the binder.
The macros run when the document containing them is opened.

Binder Templates in the Office Value Pack

If your system uses A4 paper size, you can take advantage of a set of binder
templates designed to use your paper size. Run the Setup program for the Office
Value Pack to install these templates.

Editing Binder Sections

Users edit a document in a binder by clicking its icon on the left side of the
Binder window. The binder then activates the application originally used to create
the document. Because the documents in the binder are OLE objects contained in
the binder frame, the application menus are combined with the Binder menus. The
Binder File menu replaces the application File menu, and the application file-
based commands are not available. Other commands that would normally appear
on the application File menu appear on the Section menu.
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Chapter 12 Support and Troubleshooting 315

In most Office applications, the Help menu includes the selections from both the
Binder Help menu and the application Help menu.

Users who prefer to edit a document in its own window, similar to OLE 1.0-style
object editing, can use the View Outside command on the Section menu. Using
View Outside provides the usual menus for the application, without the binder
selections.

Binder Security

No password protection is available for binders. When a document that is
password protected is added to a binder, the binder prompts for the password.
However, after the document becomes a binder section, the password protection
is lost.

To protect a binder from changes, you can place it on a read-only network share.
Users can open and view the binder on the read-only share, but cannot make
changes to it or its sections.

Binder-Compatible Applications

For an application to produce documents that can be included in binders, the
application must implement the Microsoft document objects interfaces in addition
to OLE 2.0. Currently Word 7.0, Microsoft Excel 7.0, and PowerPoint 7.0
documents can be included in binders.

Developers of third-party applications who want to create documents that can be
placed in binders must do three things:

= They must participate in the Office-compatible program. For more information
about this program, contact Microsoft Customer Support.

® They implement OLE 2.0 in-place editing.

= They must support the required document objects interfaces.

For files that don’t support document objects and OLE 2.0, drag and drop,
insertion as a section, and dropping the document icon on a binder file in the
Windows Explorers are not possible.

Unbinding into Separate Files

Users can break a binder up into its component document files using the Unbind
command on the shortcut menu. This command creates a separate file for each
binder section, using the section name as the filename. The files are copies of the
sections and are stored in the same folder as the binder. The original binder
remains intact.

Note The Unbind command is not available under Microsoft Windows NT.
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316 Part3 Maintaining and Supporting Microsoft Office

Users can also save a copy of an individual binder section in a separate file using
the Save As File command on the Section menu.

Using Office Binder to Simplify Collaborating
on Documents

Briefcase, a file synchronization program included with Windows 95, can
transform Office Binder into a multi-user authoring tool. By using Briefcase and
Office Binder together, different users can work on different sections in a binder
while keeping the other sections current.

» To use a binder with the Briefcase
1. Place a binder file on the network where others can access it.

2. Instruct those using the binder to copy it to their local Briefcase. Each person
can then open the copy of the binder in his or her Briefcase and work on
individual sections. For more information about Briefcase, see Windows
online Help.

3. Each person working on the binder can update his or her copy by clicking
Update All on the Briefcase menu. This command copies the individual’s
work to the binder on the network, and copies any changes in the network
copy of the binder to that person’s personal Briefcase.

Note This command is not available under Microsoft Windows NT.

Normally, Briefcase is installed only with laptop configurations of Windows 95.

» To install Briefcase
1. In the Control Panel, click Add/Remove Programs.
Click the Windows Setup tab.

In the Components box, click Accessories and then click Details.

Sl

In the Components box, click Briefcase.

You can also edit your organization’s setup script for Windows 95 to include
Briefcase as part of all installations. For details, see the Microsoft Windows 95
Resouice Kit.

Briefcase Reconcilers Keep Files Synchronized

The Briefcase allows for reconciliation of the original file and the file in the
Briefcase, updating either file with the most recent version. While the standard
reconciliation handler for Windows 95 does this on a file basis, the Office Binder
reconciler updates at the section level.
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The binder reconciler examines the time stamps on the corresponding sections of
the two binders and determines when each was edited. The options possible are:

Section that changed Reconciliation

Neither None.

Section in the Briefcase Section in the Briefcase is copied over the section in the
original file.

Section in the original file Section in the original file is copied over the one in the
Briefcase.

Both sections Reconciler for the application used to create the section is

used to merge changes between both sections. If no
reconciler is available for that application, the user is
prompted to make the decision.

Currently, Microsoft Access 7.0 is the only Office application that provides its
own Briefcase reconciler support. Office-compatible third party applications may
provide reconciliation handlers; see the documentation for your application for
information.

Troubleshooting Binder Problems

The following sections provide information to help the administrator solve
problems that users of Office Binders may encounter.

Problems with Printing

Users can print a whole binder, an individual binder section, or a group of
sections. The application that created each section does the printing for the
section. The binder dispatches each section in sequence, passing control to the
originating application for each section and receiving control back as each section
finishes printing. The result is a single print job.

The Print Binder dialog box, displayed by the Print command on the File menu,
lets users make print settings that apply to the entire binder. In some cases the
originating application for a section can override these settings. For example, if a
Word document resets page numbering to page 1, that section starts printing at
page 1 regardless of the starting page number for the binder. The originating
application controls page layout, including orientation, margins, headers, and
footers. For page numbers to print, the user must include them on the page in the
originating application.

Print preview is not available for binders or individual sections.
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The following are solutions for common printing problems.

Binder too large to print

Being collections of documents, binder files can grow quite large. Because a
binder is printed as a single print job, it can become too large for the print
spooling system.

If a binder is too large to print in one job, print it in sections. Use the Selected
Section(s) option in the Print Binder dialog box to print smaller groups of
sections. or use the Print command on the Section menu to print one section at a
time. Consecutive page numbering should be correct, provided the binder is
correctly set up to print with consecutive page numbers.

Page numbers don’t print

Page numbers are not enabled for each section in the application that created the
document.

In each section, make sure that page numbers are in place in the header or footer.
For example, if the section is a Microsoft Excel workbook, the user can use the
Page Setup command on the Section menu to add a header or footer that includes
the page number.

Wrong page numbers print

When the user selects consecutive page numbering, the binder passes the start
page number to the application for the first section. When the section is finished
printing, it passes the number of pages printed and the last page number printed
back to the binder. The binder passes the next page number to the application for
the next section. and continues dispatching until all sections are printed.

If the user resets the page numbering explicitly in the originating application, the
binder uses that page number instead of the number passed from the preceding
section. For example, if you reset the first page in a Word document to page |, the
binder does not override this setting.

To locate a section that is resetting page numbering, you can print each section
individually in sequence, using the Print command on the Section menu, and see
how each section is numbered.

Problems with Email

Because binder files often grow quite large, sending them through electronic mail
may not be feasible, depending on the limitations of your mail system.

Consider alternative ways to distribute a large binder file: place iton a network
share, post it to a public folder, or use the Unbind command on the shortcut menu
to place the sections in separate files that you can mail or distribute individually.
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Controlling File Size

Binders that contain many document files can easily become quite large. To
maintain the best possible performance for large binder files, users should use the
Save As command from time to time to save the binder as a new file, and delete
the old binder file. Doing so defragments the binder file and can reduce its size.

Problems with Linked Objects

Binders do not support external OLE links. You can embed but not link
documents in binders. You can, however, create links between two sections of the
same binder.

Problems Opening a Binder File or Section

If you are having problems opening a Binder file or section, load the binder, then
unbind it into separate files using the Unbind command on the shortcut menu. If
that doesn’t work, open the individual files. If you identify a problem section,
delete that section from the binder.

Problems with Macros Stored in a Section

Users can record and run macros in individual sections by using the macro
language for the originating application. Users cannot, however, edit macros that
are stored within the sections while the document is in the binder. To edit a
macro, save the section to a file using the Save As File command on the Section
menu. Edit the macros in the file, and then reincorporate it into the binder.

Problems with Spell Checking

Spell checking across an entire binder is not provided. To spell check a binder,
activate and spell check each section individually.

Commands Unavailable on Windows NT Systems

With the Windows NT 3.1 shell, the Unbind command is not available, and the
Briefcase reconciler for binders is not available because Windows NT does not
include the Briefcase feature. As an alternative to the Unbind command, users
can use the Save As File command on the Section menu to save each section out
to a file.
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Supporting Microsoft Excel

Possible Causes

Solution

This section describes common problems you Or your users may encounter with
Microsoft Excel 7.0.

File is locked when you save or close a shared file

= The file you are saving or closing is open in Microsoft Quick View. Quick
View is an application that ships with Microsoft Windows 95 that you can use
to view a document without opening it in the application that was used to
create the document. When a non-shared file is open in Microsoft Excel, you
cannot open the same file in Microsoft Quick View, because the file is locked
by Microsoft Excel. However, when a shared file is open in Microsoft Excel,
the file is not locked (to allow for sharing) and can be viewed in Microsoft
QuickView.

= You opened a shared file in Microsoft Excel, and then set the file attributes to
read-only while the file is still open.

To avoid receiving an error message that the file is locked when you save or close
a shared file in Microsoft Excel, you must close the file in QuickView.

Open command without SHIFT opens template for editing

When you open a template file (.x1t), the file is opened for editing, even if you do
not hold down the SHIFT key. This behavior is different from earlier versions of
Microsoft Excel. In earlier versions of Microsoft Excel, when you open a template
file without holding down SHIFT, a copy of the template was opened, rather than
the template file itself. This change in Microsoft Excel 7.0 is consistent with the
way templates act in Microsoft Word.

To create a new worksheet, chart, macro, or workbook file based on a template
file in Microsoft Excel 7.0, do the following:

1. On the File menu, click New.

2. Click either the General tab or the Spreadsheet Solutions tab.

3. Click the template file.

Issuing the Shared Lists command results in an error message

The error message “Can’t access read-only document filename.xls” appears when
you click the Shared Lists command on the File menu. The Shared Lists dialog
box does not open, and you cannot show the Conflict History in the file when you
click Shared Lists on the File menu.
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Possible Cause

Solution

Possible Cause

Solution

The file is open as read-only and you cannot change the status of the Multi-User
Editing feature. When you change the status of the Multi-User Editing feature in a
file, Microsoft Excel requires that you then save the file. When a file is open as
read-only, you cannot display the Shared Lists dialog box.

Although you cannot display the Shared Lists dialog box in a read-only file, you
can display the Conflict History by running the following procedure in a Visual
Basic module:

Sub Conflict_History()

' In the following commands, replace BOOK1.XLS

' with the name of the file that is open read-only

Workbooks ("BOOK1.XLS").Activate

Workbooks ("BOOK1.XLS").ShowConflictHistory = True
End Sub

The Conflict History is a worksheet that contains information—such as Date,
Time, Cell Location, and Value—about conflicting cells in the workbook.
Conflict history is created when more than one person edits the same file. To
display the Conflict History, do the following (the file must be open with read-
write protection):

1. On the File menu, click Shared Lists.
2. Click the Editing tab.

3. Select the Show Conflict History check box. A Conflict History worksheet is
inserted in your workbook with the information about the conflicting cells on
the worksheet.

Save As Type box contains only the Excel Workbook option

You selected the Allow Multi-User Editing check box in a workbook that has not
been saved or is saved in a file format other than Microsoft Excel workbook. This
is by design, as you cannot share a file in Microsoft Excel unless it is saved in the
Microsoft Excel workbook file format. Additionally, you cannot save a file in
Microsoft Excel to a file format other than Microsoft Excel workbook and still
maintain the Allow Multi-User Editing feature.

Save the file as a Microsoft Excel workbook file.
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Save As dialog box saves the file without multi-user editing

When you save a file that has (he multi-user editing feature turned on, this feature
may not be turned on in the saved file. This occurs when you use the Save As
command on the File menu to save the file, and you change either the file format
or the filename. If you change the file format, the multi-user editing feature is not
turned on in the new file, because you can only share a Microsoft Excel
Workbook file. If you change only the filename, the multi-user editing feature is
not turned on in the new file. This behavior is by design, because normally, when
you save a shared file, you do so to make your own local copy. Therefore, the
multi-user editing feature is not saved to the new copy of the file.

Saving a shared workbook causes unexpected results

You see the Conflict Resolution dialog box when you save a shared workbook
and the mouse pointer changes to an hourglass; when this happens, Microsoft
Excel may or may not appear to have stopped running.

Changes you made to the shared file conflict with the changes saved in the same
file by another user. When a conflict oceurs, the Conflict Resolution dialog box
appears, asking how you want to resolve the conflicts. If you click the Use All
Remaining Changes From My Session button or the Use All Remaining Changes
From The Other Session button, the conflicts are resolved without prompting you
for each conflicting cell. If there are many changes to resolve, this process can
take a long time, perhaps as long as a few minutes. If you choose one of the Use
All Remaining Changes buttons, there is no indication that Microsoft Excel is
processing any changes while the conflicts are being resolved. If you press
CTRL+ALT+DELETE to display the Close Program dialog box, the text “Not
responding” follows Microsoft Excel in the list of programs.

Switch to another application in Windows while Microsoft Excel resolves the
conflicts in the workbook. Windows 95 allows you to work in another application
while your original application is processing in the background.

The Save As dialog box does not replace an existing file if it is currently
open by another user

When you save a shared workbook using the Save As command, you get a
message that the filename already exists and you are asked whether you want to
replace the existing file. If you use the Save As method in a Visual Basic for
applications procedure (0 save a shared workbook, you see a message asking if
you want to replace the existing file.
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This behavior occurs as expected when you save a file to the same location and
with the same name as an existing file. However, when you are editing a shared
file, this message is misleading because another user may be editing the file. In
this case, if you answer Yes to replace the existing file, you are not truly replacing
the file. You are still prompted with the Conflict Resolution dialog box if a
change you made conflicts with a change saved in the workbook by another user.
The Save As dialog box does not replace an existing file if it is currently open by
another user.

When you use a Visual Basic for applications procedure to save a shared
workbook, you must use the Save As command if you want to use the Conflict
Resolution argument to determine whose changes to accept in case of a conflict.
When you use the Save command instead of the Save As command, you cannot
use command arguments to specify information about the workbook, such as any
of the following: the filename, whose changes to accept in case of a conflict,
whether to save the file exclusively, and so on.

= (Click Yes in the dialog box asking if you want to replace the existing file. This
method saves the file the same way it does if you click Save on the File menu.
The Conflict Resolution dialog box will still appear if there is a conflict with a
change you made to the workbook.

= If you are not using a Visual Basic procedure to save the shared workbook,
click Save on the File menu, instead of Save As, to avoid receiving this
message when you save a shared workbook.

In Microsoft Excel, when you share a workbook, you may make a change to the
workbook that conflicts with a change that another user has made to the
workbook. The conflicting change appears in the Contlict Resolution dialog box,
and also appears on the Conflict History worksheet box when a conflict occurs. A
conflict occurs when you enter data in a cell that has already been used. When this
occurs, the Conflict Resolution dialog box appears and notifies you that you made
a change that conflicts with a change made by another user who has already saved
the workbook. The type of change that causes the Conflict Resolution dialog box
to appear is displayed in the Your Changes On Sheet box and the Conflicting
Changes By box in the Conflict Resolution dialog box, and in the Change column
on the Conflict History worksheet. The following list shows the change type
values that can appear in these locations.

= (ell Change

= Sheet Rename
= Range Move
= Sort Cells
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Commands

and features unavailable in a shared workbook

When you use the shared lists feature, some of the commands and features that

you normally

use in your workbook are not available. This behavior is by design,

because of the way that a shared file is saved. For example, you cannot change
cell formatting in a shared workbook. The following information describes the
features and commands that are not available while you are editing a shared

workbook.

The following table contains the menu commands that are unavailable (dimmed)
in a shared workbook:

Menu

Command

File

Properties

Edit

Delete Sheet
Links
Object

Insert

Worksheet

Chart (submenu items dimmed)

Macro (submenu items dimmed)
Function

Name (submenu items dimmed)
Picture

Map

Object

Format

Cells
AutoFormat

Style

Tools

Scenarios

Protection (submenu items dimmed)

Data

You cannot u

Subtotals

Table

Group And Outline (submenu items dimmed)
PivotTable®

se any of the buttons on the Formatting, Forms, Drawing, and Chart

toolbars in a shared workbook.

On the Standard Toolbar, the AutoSum, Function Wizard, ChartWizard, Map, and
Format Painter buttons are disabled.
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Formulas When you enter a formula on a worksheet in a shared workbook, you
receive a message that new or copied formulas won’t be saved while the file is
being shared. You can turn this message off to prevent it from repeating on the
current computer for the current session.

Objects You cannot select any objects on a worksheet in a shared workbook,
including OLE objects, drawing objects, and dialog box controls.

Visual Basic Modules You cannot edit Visual Basic for applications modules in
shared mode; however you can run a macro on a module sheet in a shared
workbook. If you record a new macro in a shared workbook, the macro is
recorded in a new workbook. In the Record New Macro dialog box, the New
Workbook option is selected by default. This Workbook option is unavailable in a
shared workbook.

Chart Sheet or Dialog Sheet Although you can select a chart sheet or dialog sheet
in a shared workbook, you cannot select any of the items on the chart or custom
dialog box.

Macro Sheet You can select a macro sheet in a shared workbook. However,
because commands on a macro sheet generally begin with an equal sign (=) (as
when you enter a formula), you receive an error message. You can run a macro
from a macro sheet in a shared workbook.

Unable to insert a cell not in a shared workbook

You cannot insert a cell note in a worksheet when the workbook you are using is
shared. When you use the shared lists feature, the Note command on the Insert
menu is available and you can enter text in the Text Note box in the Cell Note
dialog box. However, this text is not saved in a cell note, and the error message
that a cell cannot be inserted appears. Clicking OK closes both the error message
and the Cell Note dialog box without saving the entered text.

New sort order in Microsoft Excel 7.0

In Microsoft Excel 7.0 and Microsoft Excel 5.0 for Windows NT (32 bit), the
order used for sorting is different from that used for Microsoft Excel 5.0 for
Windows and the Macintosh (16 bit). This occurs because Windows 95 and
Windows NT use a sort order different from the Microsoft Windows version 3.x
operating system. The differences in sorting are described in the following
sections.
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Special Characters The following table displays the differences in the sort order
of special characters.

Microsoft Excel 7.0 Microsoft Excel 5.0 for Windows
Microsoft Excel 5.0 for NT and the Macintosh
- !
! #
$
$ %
% &
& (
( )
)
+
?
@ =
\ ?
A @
_ \
+ A

Extended Characters When you sort extended characters (used, for example, in
international versions) in Microsoft Excel 5.0 for Windows NT or Microsoft
Excel 7.0. the international characters are sorted as US En alish alphabetic
characters. In Microsoft Excel 5.0 for Windows or the Macintosh, extended
characters are sorted before alphabetic characters. The following table displays
some of these differences.

Result in Microsoft Excel 7.0 Result in Microsoft Excel 5.0 for
List and 5.0 for NT Windows or the Macintosh
Al:b Al:b Al: g%
A2: ¥ A2 * A2:b
A3 f A3:f A3 f

* Lowercase e with the Umlaut character (ALT+0235)
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Result in Microsoft Excel 7.0 Result in Microsoft Excel 5.0 for
List and 5.0 for NT Windows or the Macintosh
Al:a Al:a Al §%*
A2 4%* A2 g** A2: gk
Al:e A3:b A3:a
Ad; gFx* Ad: e Ad:b
AS5:Db AS: X% AS:e

** Lowercase a with the Caret character (ALT+0226)
**% Lowercase e with the Caret character (ALT+0234)

Case Sensitive When you select the Case Sensitive check box in the Sort Options
dialog box (Ascending order, Top To Bottom), in Microsoft Excel 5.0 for
Windows NT and Microsoft Excel 7.0, your list is sorted with the lowercase
entries at the top of the list. Under the same conditions in Microsoft Excel 5.0 for
Windows, the list is sorted with the uppercase entries at the top of the list. The
following table displays some of the differences.

Result in Microsoft Excel 7.0 Result in Microsoft Excel 5.0
List and 5.0 for NT for Windows or Macintosh
Al: A Al:a Al: A
A2: AAA A2: A A2:a
A3:a A3: AAA A3: AAA
Al: Add Al:add Al: ADD
A2: ADd A2: Add A2: ADd
A3: ADD A3: ADd A3: Add
A4: add Ad: ADD A4: add

DataMap objects do not automatically update

DataMap is a new OLE object included with Microsoft Excel 7.0 that allows a
geographical representation of data. Unlike other objects, such as charts, DataMap
objects do not automatically update when associated data is changed, due to the
potentially prohibitive amount of time required to update DataMap objects
associated with large amounts of data.
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Solutions

Possible Cause

Solution

Solution

» Manually update by activating the object and clicking the Update button.

» Programmatically update through a Visual Basic for applications procedure.
The following example outlines a Microsoft Excel Visual Basic for
applications macro that updates a DataMap object on a worksheet.

Sub Update;DataMapkObject()

"Assign DataMap Object Name to a Variable

MapName = "Picture 1"

*Update DataMap Object
ActiveSheet.OLEObjects(MapName).Object.Refreshmap
End Sub

You receive the error message “A column of data in your selection must
contain geographical data” when creating a DataMap object based on
ZIP Codes

A column of non-formatted zip codes is selected and you insert a DataMap object.

Format the numeric postal codes (zip codes) with the special ZIP Code number
format. This format is designed to prevent the possible misinterpretation of
numeric data as ZIP Codes.

DataMap Objects Are Programmatically Limited

The only Visual Basic command available for DataMap Objects is the
RefreshMap command. This com mand updates a DataMap Object on a
worksheet. The following example illustrates the use of the RefreshMap
command:

ActiveSheet .OLEObjects("Picture 1").0bject.

You receive the error message “You must select cells from the workbook
workbook name” when using the Template Wizard

When you use the Template Wizard to create a template, if the name of the
workbook from which you create the template contains an apostrophe character
("), you receive this error message. In Microsoft Excel, the apostrophe character is
reserved for use in references. This problem does not occur if the name of the
template or the database that you create using the Template Wizard contains an
apostrophe character. However, as a gen eral rule, to ayoid problems with linking,
you should not use the apostrophe character in a workbook or worksheet name in
Microsoft Excel.

Rename your workbook to a name that does not contain an apostrophe, and then
use the Template Wizard to create a template from this file.
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possible Cause

Solution

Possible Cause

Array formulas return #NUM error value

You are using an array greater than 5458 elements in a function. The maximum
array size is 5458 elements (approximately 75 rows by 75 columns) in Microsoft
Excel 7.0. In Microsoft Excel 3.0, 4.0, and 5.0, the maximum is 6553 elements. In
Microsoft Excel 7.0, the maximum array size is still 64K, as it is in earlier
versions of Microsoft Excel. However, because Microsoft Excel 7.0 is a 32-bit
application and uses 12-byte data types (instead of 10-byte data types found in
the 16-bit versions of Microsoft Excel), the maximum array size in Microsoft
Excel 7.0 holds fewer elements than the earlier versions of Microsoft Excel. The
following is a list of some of the functions in Microsoft Excel that use arrays:

= LINEST()

= MDETERM()

= MINVERSE()

» MMULT()

= SUMPRODUCT()
= TRANSPOSE()

= TREND()

Recalculate your function with a smaller array.

Microsoft Excel 5.0 file size larger after saving in Microsoft Excel 7.0

If you open and save a file in Microsoft Excel 7.0 that you created in Microsoft
Excel 5.0, the file size increases by 4 to 6K. Even though Microsoft Excel 7.0
uses the same file format as Microsoft Excel 5.0, this occurs because of an
optimization in Microsoft Excel 7.0 that allows Microsoft Excel to save files
faster than in the previous version. When you create and save a file in Microsoft
Excel 7.0, the file is not necessarily larger than the equivalent file that you create
and save in Microsoft Excel 5.0.

Run-time error 438: Object doesn’t support this property or method

When you use a Visual Basic for applications procedure to create an Office
Binder OLE Automation object, and you edit a Microsoft Excel worksheet object
in the Binder, you may receive the error message that the object doesn’t support
the property or method.

This error message occurs when you edit a Microsoft Excel worksheet object in a
Binder using OLE Automation if you attempt to access a single sheet (such as a
worksheet) or an item on a single sheet (such as a cell value) from outside the
Application object without using the Parent object. This occurs because the
Microsoft Excel object is a worksheet, even though the section in the Binder is a
workbook.
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Use the Parent object to access a Microsoft Excel workbook object, and then use
the property or method of the Worksheet object as in the following example: The
following command adds a worksheet to section 1 (a Microsoft Excel workbook)
in the Binder MyBinder:

MyBinder.Sections(l).Object.Parent.Norksheets.Add

Supporting Microsoft PowerPoint

This section describes supporting some new features in PowerPoint, including the
AutoContent Wizard, the Pack and Go Wizard, using and managing ClipArt in
PowerPoint and other applications, customizing the style checker, and setting up
self-running presentations. At the end of this section are common issues you or
your users may encounter with PowerPoint 7.0.

The AutoContent Wizard

The AutoContent Wizard creates a presentation and suggests an agenda for a
variety of different topics, such as “Communicating Bad News” and “Reporting
Progress.” Some topics are only available after clicking the Other button in the
AutoContent Wizard. For many topics, the Wizard asks questions about
presentation length, style, type of output, printing, and customization. When you
click the Finish button, the Wizard creates a pre-formatted presentation with a
suggested agenda based on the selected topic. Each slide includes suggestions
about when, where, and how to present the information. You simply replace the
tips with the content of your presentation.

Note The starter presentation templates used by the AutoContent Wizard are
stored in the \MSOffice\T emplates\Presentations folder. You can also access them
using the New command on the File menu, or the Start a Document button on the
Office Shortcut Bar.

You can create new AutoContent templates for your users and make them
available through the wizard by storing them in the
\MSOffice\Templates\Presentations folder. Make sure to save the presentation in
template format. Choose the Save As command on the File menu and select the
Presentation Templates option in the Save As Type list. To access these templates
in the AutoContent Wizard, click the Other button when the Wizard displays a list
of presentation types to choose from. The Select Presentation Template dialog
box appears, which displays the contents of the Presentations folder.

When you use the Other button o select a custom template, the subsequent steps
in the Wizard that provide options regarding length, style, and output are not
displayed. Thus, the only clement that the AutoContent Wizard is able to control
in a custom template is the creation of the title slide.
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If you want a custom title slide, make sure you create one when you create a
template for use with the AutoContent Wizard. If you don’t, the Wizard
automatically inserts one for you, formats it using the default title slide format,
and applies the master formatting to the background. If you want a custom look
for the title slide, include one in the template and format it the way you want.
Because the title slide already exists, a new one is not inserted. Custom title slide
text entered in the AutoContent Wizard is added to the existing title slide without
disturbing the formatting.

The Pack And Go Wizard

Presentations are frequently created and then given on different computers,
sometimes by different people. The Pack and Go Wizard assembles all the files
required to give the presentation and ensures that they’re all bundled together.
The Wizard clones the presentation, copying the presentation file and all of its
source files to a destination selected by the user.

Tip You can pack multiple presentations by holding down CTRL while selecting
files in the Pack and Go Wizard's Browse dialog box.

Here’s how the Pack and Go Wizard works:

=  When packing the active presentation, the Pack and Go Wizard saves a copy
of the presentation to the Windows\Temp folder. If the presentation has not yet
been saved, it is saved as “Untitled.ppt.”

= The temporary copy of the presentation is loaded into memory. (If the Other
Presentations option is selected in the Wizard, the original file is loaded into
memory.) If your presentation contains links to two or more files with the
same name but stored in different folders, the Wizard renames the second and
subsequent files using the Windows GetTempFileName API function. This is
done because all files packed by the Pack and Go Wizard are unpacked
together in the same folder at the destination.

= If the Embed TrueType Fonts option is selected in the Wizard, a flag is set in
the presentation to embed the fonts. The font embedding code is identical to
the code used when Embed TrueType Fonts is selected in the Save As dialog
box.

» If the Package Links option is selected, the Wizard looks through the
presentation for linked files. When a linked file is found, that file is copied to
the Temp folder and the link source is reset accordingly in the presentation.
Because both the presentation and the link source are in the same folder when
the link source is reset, the link is preserved after the files are moved to
another folder.
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If the Wizard detects an embedded Media Player object, the user is asked to
browse for the linked file. (Embedded Media Player object links are not
maintained by OLE. The Wizard must ask for user intervention to identify the
source.)

The presentation is saved to the folder used as the temporary folder (for
example, Windows\Temp), ensuring that the original presentation remains
untouched. If the original presentation was stored in the temporary folder, the
new copy will overwrite il. All files that are copied to the temporary folder
automatically overwrite existing files of the same name.

Note The location of the temporary folder is normally specified in the
Autoexec.bat file, if one exists. By default, Windows 95 sets \Windows\Temp
as the temporary folder.

If the Include PowerPoint Viewer option is selected, the Wizard checks 1o see
which version of the PowerPoint Viewer is installed. The latest version of the
Viewer will always be packed with the presentation. When you unpack the
Viewer, you don’t need to worry about installing an older version over a newer
version: the Wizard checks for this.

The PNGSetup.ex_ file is copied to the destination disk and renamed to
PNGSetup.exe. PNGSetup.exe is used to unpack the presentation.

A function in the PNGComp.dll file s called to create a cabinet file on the
destination disk. Cabinet files are compressed files that are designed to span
multiple disks. Each cabinet (ile is the same size, and the size is calculated
based on the amount of space remaining on the destination disk at the time the
first cabinet file is created. Thus, when packing to floppy disks, the space
remaining on Disk 1 will determine how much space is used on all subsequent
diskettes. If the user is packing to a hard disk or network location, only one
cabinet file is created, and the size limit is determined by the remaining space
on the disk. Make sure, when packing to floppy disks, that Disk 1 is clean, to
ensure that the minimum number of disks are necessary.

In addition to the presentation, linked files, and the PowerPoint Viewer files,
the Wizard also packs a text file called Playlist.Ist that contains the names of
all the presentations that were packed. This list is used to run the slideshow
feature from the PNGSetup program. (This playlist file has no relationship
with the playlist files used with the 16-bit Viewer.)

Once all files are copied into the cabinet files, the temporary files are removed
from the Temp folder and the working copy of the presentation is removed
from memory. The Pack and Go Wizard always leaves PowerPoint in the same
state as when it started.
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Note An updated 32-bit version of the PowerPoint Viewer application will be
available after PowerPoint 7.0 ships. The new version will support all of the new
PowerPoint 7.0 electronic presentation features. To obtain a copy, contact
Microsoft Customer Service, download it from the Microsoft Network, the
Microsoft forum on CompuServe, or Microsoft Select. For more information, see
the list of resources in Appendix F, “Resources.”

Setting Up a Packed Presentation

To give a presentation that has been packed with the Pack and Go Wizard, the
user must first decompress the packed presentation and its linked files. The Pack
and Go Wizard provides a setup program to decompress the presentation files and
install them to a specified directory.

To unpack a presentation

1. Insert the disk containing PNGSetup.exe, or navigate to PNGSetup.exe in the
destination folder.

2. Double-click PNGSetup.exe

3. Specify a destination folder for the unpacked presentation. If the folder doesn’t
exist, PNGSetup will create it.

4. If PNGSetup detects that PowerPoint or the PowerPoint Viewer is installed
when the presentation is unpacked, it offers the option of running the
slideshow immediately. If you choose this option, PNGSetup launches the
slideshow and shows each presentation (if more than one was packed) in
sequence.

Removing an Unpacked Presentation

To remove the presentation from the computer when you’re finished with it,
delete the folder to which it was unpacked. Except for the Viewer files, all files
installed by the Pack and Go Wizard are installed to this folder.

Note If any objects in a packed presentation have Interactive Settings applied,
these settings will be preserved, but any programs that are specified in the Run
Program edit box in the Interactive Settings dialog box will not be packed with
the presentation. The user must ensure that these programs are installed on the
destination system.
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Clip Art in PowerPoint

Microsoft ClipArt Gallery 2.0 is an OLE tool that ships with Microsoft Office.
You activate the ClipArt Gallery by clicking the Clip Art command on the Insert
menu in PowerPoint, or by clicking the Object command on the Insert menu and
double-clicking Microsoft ClipArt Gallery in the Object Type list. ClipArt Gallery
displays graphics stored in Picture Store files. By default, the Microsoft ClipArt
Gallery application is installed in the

\Program Files\Common Files\Microsoft Shared\Artgalry folder. By default, the
Picture Store files are installed in the MSOffice\Clipart\Pcsfiles folder.

The version of PowerPoint supplied on floppy disks includes a selection of clip
art spanning a variety of categories. The version of PowerPoint supplied on CD

provides additional clip art in the Office Valupack directory.

= Midrotoft ClipAit Gafloty 2.0

r—— = =
Choose a categary, then select a piclure.
Categornies:

Academic
Anémnale
Bannets
Fialchngs
Business
Cartoons
Communication
Cuirency -
Dividers & Decore
Electionics

Energy
Entettainment =
Food

Frames & Borders
Gestures

Hardware
HUL.SEhollxd X
Landmarks _'J

it calinneni e

Description:  Bear

Filename: C:AMSOffice\Chpat\BEARMAKT WMF

Using Clip Art in Other Applications

ClipAurt Gallery .psc file images are not necessarily available in individual graphic
formats, such as Windows Metafile (.wmf) or Tagged Image File Format (.tif).
Therefore, it might not be possible to directly insert ClipArt Gallery images into
Office documents by clicking Picture on the Insert menu, To access, view, and
insert graphic images from the .pcs files, you must insert the image as an object
from the ClipArt Gallery. On the Insert mend, click Object. In the Object Types
list, choose Microsoft ClipArt Gallery. Select the image you want, and click OK.

You can also copy a ClipArt Gallery image already inserted into one document
and paste it into another document.
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Managing the Clip Art Gallery

Click the Organize button in the ClipArt Gallery dialog box to display the
Organize dialog box. Here you can add or update pictures in the gallery. When
you add art to the gallery, a thumbnail sketch is created and added to the category
of your choice. With the Add Pictures button, you can specify particular art files
to add. Many formats are recognized, including .wmf, .tif, .eps, and .bmp, as well
as .cag (ClipArt Gallery 2.0 database format) and proprietary formats such as
Core]DRAWe and Kodake Photo CD, among others. The Update Pictures button
searches your computer for readable picture files, and updates the gallery to
include all the pictures it finds. This button is generally not a good choice if you
have artwork installed that you don’t want to include in the gallery.

Note The CD releases of Microsoft Office and PowerPoint include a ValuPack
directory containing additional clip art you can install using the methods
described above (the floppy-disk release of PowerPoint includes a separate CD
with similar contents). You caninstall the files from the Clipart folder onto your
hard disk, or you can conserve space by leaving the clip art files on the CD. If you
install the clip art files on your hard disk, you must copy both the .pcs and .cag
files to the same folder. If you decide to leave the art on CD, you need to insert
the CD when you insert clip art from the Office ValuPak.

To change the categories in which pictures appear in the gallery, to create new
categories, or to change the text description of pictures in the gallery, click the
right mouse button on the thumbnail image in the ClipArt Gallery dialog box and
click the Picture Properties command. To delete a picture, click the Delete Picture
command. To Delete or rename the categories themselves, click the right mouse
button on the category name in the Choose A Category list and click the Edit
Category List command.

Note When you add or remove pictures in the ClipArt Gallery, information such
as category, thumbnail sketch, and description is updated in the master clip art
database file, named Artgalry.cag, located in the Windows directory.

Installing ClipArt Gallery 2.0 Over ClipArt Gallery 1.0

Previous Versions of ClipArt Gallery created .idx and .thm database files,
containing index information, category information, and thumbnail art used by the
ClipArt Gallery to locate and organize the actual clip art files. ClipArt Gallery 2.0
creates a single database file to accomplish the same objectives, identified by the
extension .cag. If you install ClipArt Gallery 2.0 over a previous version, the .idx
and .thm files are merged into the new .cag file, and then they are deleted.
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Note When you install PowerPoint 7.0 over PowerPoint 4.0, settings in the
Artgalry.ini file used by ClipArtGallery 1.0 are transferred to the Windows
registry, to be used by ClipArt Gallery 2.0.

Relocating and Renaming .Cag Files

By default, each user’s .cag database file is named Artgalry.cag, and 1s created
in the user’s \Windows folder. You can specify where the ClipArt Gallery
creates this file by adding a new string value in the Windows registry, to the
following key:

HKEY?LOCALiMACHINE\Software\Microsoft\C]1pArt Gallery\2.0

The string value name should be “Database”, and the value should be a string
containing the full path and filename for the ClipArt Gallery database file. For
example, setting this value to

“C:\Program Files\Common Files\Microsoft Shared\Artgalry\My Database.cag”
would cause ClipArt Gallery to call the database “My Database.cag,” and to store
it in the same folder with the ClipArt Gallery application. If you choose to
customize this property, you should ensure that the folder you specify exists, is
writable, and is exclusive to the user (i.e. not shared). This value must be set
before ClipArt Gallery is Jaunched for the first time.

Installing Clip Art on a Server

To conserve hard-disk space on users’ rmachines, the ClipArt Gallery .pes files
(installed in the Msoffice\Clipart\Pcsfiles folder), and any additional art files you
want to add to the gallery, can be installed on a network server. The .cag files
created by the ClipArt Gallery must be stored on the local machine, or in a private
user directory on the server. These files cannot be shared.

Some clip art packages come pre-indexed with their own .cag files. For example,
the Cartoons package on the PowerPoint ValuPak CD includes two files:
Cartoons.pes and Cartoons.cag. When this package is imported into the ClipArt
Gallery. the .cag file is merged with the user’s master .cag file, then deleted from
the hard disk. Until a .cag file is merged, it must be stored with the associated clip
art images. If you do not want the ClipArt Gallery to delete the .cag file after
importing it (if it is stored on a server where other users need access to it, for
example), simply make the folder where they are stored read-only.

For information about setting up a custom installation, see Chapter 9,
“Customizing Client Installations.”
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Optimizing Custom Artwork for the ClipArt Gallery

You can add custom artwork such as company logos to the ClipArt Gallery. Use
the following guidelines when creating art for the ClipArt Gallery:

= Use a vector graphic format such as .wmf (preferred) or .cgm. These formats
are readily scalable and have transparent backgrounds, allowing the art to
“float” when placed on a colored background. Don’t use raster graphic formats
such as .bmp or .tif. These formats save background pixels as well as the main
body of the art, causing a “white box” effect when placed on a colored
background.

= Make sure that you use colors that work well on all the computer displays used
in your workgroup. For example, if the lowest-common-denominator is 16-
color VGA, optimize the art for that display format,

= When art is added to the ClipArt Gallery, a thumbnail is created for display in
the ClipArt Gallery dialog box. This thumbnail uses the display settings of the
computer that is used to add the clip art to the gallery.

How AutoClipArt Works

The AutoClipArt command on the Tools menu suggests specific clip art you can
add to a presentation, based on the text contained in the presentation. This feature
uses a search mechanism that looks at every word in the presentation and finds
any matches against a master list of concepts that PowerPoint stores internally. If
a match is found, AutoClipArt suggests one or more pieces of clip art for each
slide in the presentation that contains text matching the internal concept list. The
following guidelines apply to AutoClipArt:

= You must first run the ClipArt Gallery and import the PowerPoint Popular
Clip Art package, which is supplied with PowerPoint, before AutoClipArt will
work.

» The presence of the AutoClipArt feature is indicated by the appearance of the
AutoClip key in the following Windows registry location:
HKEY_CURRENT_USER\Software\Microsoft\Office\PowerPoint\7.0\Addins

= AutoClipArt uses the value stored in the following key in the Windows
registry to locate clip art files on disk.

HKEY_CURRENT_USER\Software\Microsoft\Office\PowerPoint\7.0\AutoClipArt

= AutoClipArt requires the Microsoft ClipArt Gallery version 2.0, whose
presence is indicated by the appearance of the following Windows
registry key:
HKEY_LOCAL_MACHINE\Software\Microsoft\ClipArt Gallery\2.0

For more information about the Windows registry, see Appendix B, “Registry
Keys and Values.”
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Making You Own Art Available to AutoClipArt

By adding concept keywords to images you add to the ClipArt Gallery, you can
make them available for AutoClipArt searches. To do so, activate the ClipArt
Gallery, click the Organize button, and then click the Picture Properties button.
Type the concept keywords into the Description box. Follow these guidelines for
adding concept keywords:

®  You can add multiple concept keywords to each piece of clip art.

= The first entry you type in the Description box should be a space character. For
example, if you type “war” as the first entry in the Category box for a piece of
art, AutoClipArt might suggest the picture when searching for the keyword
“reward.” Adding a space before the word (* war™) ensures that the search
would use only the entire word.

= You must type a single space character between each concept keyword.
= Do not use punctuation.

= Use only valid concept keywords, which are listed in the file named
“AutoClipArt Concepts.txt” in the \Documentation\PowerPoint folder on
Office Resource Kit CD. Keywords other than those listed here are not
recognized.

Customizing the Style Checker

You can specify a number of different style and punctuation preferences that the
PowerPoint Style Checker can look for when reviewing a presentation. For
example, you can specify that all body text should end with a period (or with any
other character). If the Style Checker finds a body text item that does not end with
a period, you can have the Style Checker add one automatically.

To set these options, click Style Checker on the Tools menu and click the Options
button. The settings in the Style Checker Optioris dialog box are preserved in the
Windows registry. For more information about the specific registry settings, see
Appendix B, “Registry Keys and Values.” These options can also be set during
installation using an installation script. For more information, see Chapter 9,

“Customizing Client Installations.”

Setting Up Self-Running Presentations

Presentation kiosk is a term used to describe a special presentation
implementation where a presentation runs in an unattended setting. such as a
trade-show booth or an information desk. Presentation kiosks can be interactive, if
allowing the audience to have access (0 the keyboard is acceptable, but you can
also hide the keyboard and mouse to prevent interaction and possible disruption of
the presentation.
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The keys to creating a presentation kiosk are using the slide timing and
presentation looping features. You can set options for kiosk presentations so that
the slides change automatically and the presentation repeats continuously. First,
click the Rehearse Timings button on the Slide Sorter toolbar in Slide Sorter view.
This starts the slide show with the Rehearsal dialog box visible, shown in the
following illustration.

00:00:04 [ [o0-00.04

| ] (]|

With the Rehearsal dialog box visible, go through your presentation slide by slide
and click the Next button (with the right-pointing arrow) when you want to
advance to the next slide. PowerPoint records the amount of time the slide was
displayed. Be sure to allow plenty of time to read the entire slide. When you have
gone through the entire presentation, PowerPoint returns to Slide Sorter view,
where the timings you recorded appear below the corresponding thumbnail for
each slide.

Tip In the Rehearsal dialog box, instead of waiting for the time to elapse for each
slide, you can type the amount of time you want in the edit box.

Next, choose Slide Show from the View menu, click the Use Slide Timings and
Loop Continuously Until ESC options, so that the presentation will repeat
indefinitely. Click OK to start the slide show, and then press ESC. Then save the
presentation. This way, the options you set in the Slide Show dialog box are
preserved in the presentation file.

Creating a Special Shortcut Icon

You can create a duplicate PowerPoint shortcut icon that will automatically start
PowerPoint and launch a slideshow with no further user interaction. This can be
handy for presentation kiosks where you want to allow audience interaction using
the keyboard.

Tip For interactive kiosks, set up the kiosk computer with the special shortcut
icon displayed in the center of the screen and hide the taskbar. Click the Windows
Start menu, choose the Settings, Taskbar command, and click the Auto Hide
option. Give the icon a name like “Double-click to start.” Then, if an audience
member somehow shuts down the program, getting the kiosk up and running
again is no problem.

First, you should create a duplicate PowerPoint program icon to use specifically
for this purpose.

Google/YouTube Exhibit 1013/1113
Page 0043



340

Part3 Maintaining and Supporting Microsoft Oftice

» To create a shortcut icon that automatically starts a slideshow

1. In the MSOffice\Powerpnt folder, select the PowerPoint program icon
(Powerpnt.exe) and click the right mouse button to display the shortcut menu.

2. Click Create Shortcut.

A new icon appears, entitled “Shortcut to Powerpnt.” Rename it using the
Rename command on the shortcut menu.

3. Click the right mouse button on the new shortcut icon and click Properties on
the shortcut menu.

In Windows NT, click Properties on the File menu.
4. Click the Shortcut tab.

5. In the Target edit box, after the path string, type a space then /s and then type
the name and path of the presentation file you want to start. For example, the
complete string should resemble the following:

C:\MSOffice\Powerpnt\Powerpnt.exe /s c:\My Documents\MyKiosk.ppt

In Windows NT, edit the string in the Command Line edit box.
6. Click OK.

After you create the special shortcut, double-clicking the icon or choosing it from
the Start menu starts PowerPoint directly in slideshow view and starts the
indicated presentation. All evidence of the PowerPoint program, including the
user interface and the startup logo screen remain hidden. Clicking the ESC key in
this mode not only stops the presentation, but also exits PowerPoint.

The Special Slide Show File Type

Another way to directly launch a presentation is to rename the threc-character
extension of a presentation file. When you change the extension from .ppt to .pps,
and then click the presentation file, the presentation launches directly into a slide
show.

Using Batch File Lists

You can create a batch tile list if you want to show more than one presentation at
a time. The presentations listed there are displayed as one continuous slide show
without interruptions. This feature can be useful with kiosks, allowing you to
string together different groups of presentations for different audiences.

To create a batch file list, start Microsoft Word, Notepad, or any other word
processor. Type the filenames of each presentation you want to show on a
separate line. Then, save the document as a text file, but give it a .bat extension,
and save it in the same folder along with the presentations it opens.

To use the batch file list, click Open on the File menu in PowerPoint, and double-
click the batch file list document.
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Using Playlists With The 16-Bit Viewer

You can also use batch files with the 16-bit PowerPoint Viewer (shipped with
PowerPoint 4.0 and the initial release of PowerPoint 7.0). Instead of naming the
text files using .bat extensions, use the .Ist extension instead. The files are
otherwise identical to batch files described above.

To use a playlist with the PowerPoint Viewer, double-click it in the Windows
Explorer, select the playlist file, and click the Show button.

Note An updated 32-bit version of the PowerPoint Viewer application will be
available after PowerPoint 7.0 ships. The new version does not support playlists.
To obtain a copy of the updated Viewer, contact Microsoft Customer Service,
download it from the Microsoft Network, the Microsoft forum on CompuServe, or
Microsoft Select. For more information, see the list of resources in Appendix F,
“Resources.”

PowerPoint Command-Line Startup Switches

The following startup switches can be added to end of the Target string in the
Windows 95 Properties dialog box (or the Command Line box in Windows NT)
to cause specific things to happen whenever you start PowerPoint. In each case
you must type a space before and after the switch, followed by the full path to

a file.

/s Starts PowerPoint in Slide Show view and runs the specified presentation or
presentations. For more information, see “Using Batch File Lists” earlier in this
section.

/p Prints the specified presentation.

/n Creates a new presentation using the specified presentation as a template.

/i Creates a new presentation by inserting the slides of the specified presentation

Files Created Using Beta Releases of PowerPoint 7.0

Because PowerPoint 7.0 uses a file format that is different from that of previous
versions of PowerPoint, and because the file format itself underwent incremental
changes throughout the beta release cycle, you might experience problems with
presentations created with a beta release of PowerPoint 7.0. Problems are more
likely to occur in a presentation that was created in one beta version of
PowerPoint, and then edited and saved in later beta releases. Some problems that
might indicate a file-format problem include the following:

= Embedding Word tables produces unpredictable results.

* In Outline view, selecting, dragging, or reordering slides sometimes produces
unpredictable results,
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In Notes view, slide images disappear Or are incorrect.
In Notes printouts, slide images are incorrect.

When printing, bullets are repeated on a particular slide.

To alleviate these problems:

Everyone in your workgroup should be using the final release version of
PowerPoint 7.0. Do not allow a person who has the final release and another
who is still using a beta version to work on the same presentation. This can
cause file corruption, to the extent that the file may not even open in
PowerPoint 7.0.

If you notice unusual behavior with presentations that were created using beta
versions of PowerPoint 7.0, create the files again using the final version. When
you do so, you can copy embedded objects and paste them into the new
presentation, but don’t copy entire slides or groups of slides.

PowerPoint 7.0 Printing Issues

Printing in PowerPoint is somewhat different from printing in the other Office
applications. Specifically, PowerPoint:

Possible Causes

Solutions

Uses landscape mode by default.
Uses large text by default.
Allows gradient fills.

Allows layering of graphics.

Allows recoloring of graphics on-the-fly (recolor picture, black and white
view).

Allows scaling of documents on the fly (scale to fit paper).

Positions output on the page starting at the center of the paper and working
outwards in all directions.

Slides print individually, but fail if all printed together

This problem usually occurs with a particular presentation file rather than all
presentation files.

Insufficient printer memory.
Insufficient disk space.

Timeout problem.

Check for old temporary files and delete them.
Use an emulation printer driver.

Clean up disk space by deleting old files and defragmenting.
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Possible Causes

Solutions

Possible Causes

Solutions

Change the Windows 95 spooler settings.
Reduce printing resolution.

Switch HPPCL./Raster mode.

Print to a file and copy the file to the printer,

Certain slides don’t print at all

This problem usually occurs with a particular presentation file rather than all
presentation files.

Corrupted graphic/OLE object.
Corrupted font.

Incorrect printer driver.

Copy problem slides to new presentation to see if they print.
Select or clear the Black And White check box in the Print dialog box.
Use an emulation printer driver.

If there something about that specific slide, such as the composition or content
that is unique and causing the problem, try reformatting the slide.

Complex slides don’t print

This problem usually occurs with any presentation files containing complex
slides.

Insufficient printer memory.

Insufficient disk space.

Timeout problem.

Bad emulation printer driver.,

Corrupted graphic that is commonly used (such as a logo).
Driver has a problem with landscape printing.

Hardware problem (printer or cable).

Free disk space and remove old temporary and spool files.

Print using a different printer driver.

Print to a different printer.

Switch printer cables.

Print to a file and copy the file to the printer at the command prompt.
Look for common graphics that are used in all affected slides.

Copy the slide to another application, such as WordPad, and then try to print
from there.
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Possible Causes

Solutions

Possible Causes

Solutions

Possible Causes

Solutions

Possible Causes

All slides don’t print

This problem usually occurs with any presentation file, rather than just one.

Printer is not connected correctly.
Inappropriate or corrupt printer driver.
Insufficient disk space.

Hardware problem (printer or cable).

Print from another application such as WordPad.

Print a portrait mode slide from PowerPoint.

Other applications don’t print, either
When you cannot print in any application:

Printer not connected correctly.
Inappropriate or corrupt printer driver.

Hardware problem (printer or cable).

Print a Windows 95 test page.

Use the Print Troubleshooter in Windows 95 or the Print Troubleshooter
included on the Office Resource Kit CD.

Whole slide image is too large or too small
This problem usually occurs with all presentation files.

Slide Setup is incorrect.
You used the Scale To Fit Paper command.
Corrupt graphic/OLE Object (particularly an EPS file).

Check PowerPoint configuration.
Check Slide contents (does removing any specific element clear this up?)

Make sure that you have the current or best printer driver.

Whole slide image is in the wrong place
This problem usually occurs with all presentation files.

Printer has uneven unprintable regions (Deskjet 550, 560c).

Printer driver reports center of page in the wrong place (Epson Stylus,
Tektronics 2001).

Printer driver is set up for wrong paper size.
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Solutions

Possible Causes

Solutions
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Select or clear the Scale To Fit Paper check box in the Print dialog box.
Print to legal size paper and trim off unwanted excess.

Use an emulation printer driver.

Portions of the slide image are in the wrong place
This problem usually occurs with all presentation files.

Corrupted graphic or OLE Object (often an EPS graphic).
Corrupted font.
Insufficient printer memory.

Communications problem (for example, timeout or a bad cable).

Copy the slide to a blank presentation to check for a corrupted object on the
slide master.

Replace fonts.

Print to a different printer.

Use a different driver.

Adjust the Windows 95 spooler settings.
Adjust the Windows 95 printer driver settings.

Graphic prints incorrectly or not at all
This problem usually occurs with all presentation files,

Corrupt graphic.
Printer Driver issue.

Display Driver issue.

Print the graphic from another application.
Use an updated driver or an emulation driver.
Use standard VGA display.

Adjust the Windows 95 spooler settings.
Adjust the Windows 95 printer driver settings.

345
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Possible Causes

Solutions

Text prints incorrectly or not at al!
This problem usually occurs with all presentation files.

= Corrupt font.
= Incompatible font.
« Font substitution causing unexpected output.

= Font not available to printer.

»  Print the text from another application.
= Reinstall the font from the original location.
= Make sure that the printer driver provides the font to the printer.

= Make sure that the display driver doesn’t prohibit the font from getting to the
printer.

PowerPoint 7.0 OLE Troubleshooting

Here are some troubleshooting tips you can use when you encounter problems
working with embedded objects or OLE servers.

Problem is PowerPoint-Specific

Make sure that the problem is application-specific by trying other OLE
applications (such as other Office applications).

Check the registry Make sure that the application is properly registered in the
Windows registry. PowerPoint will reregister when launched, if it finds a problem
with the current registration.

Compel Office to reregister This is more effective than compelling PowerPoint to
self-register alone. To do this, run Office Setup using the Run command on the
Windows Start menu with the /y switch (type setup fy). This starts Setup
maintenance mode. After selecting Reinstall, Setup rewrites all the registry keys
for the last installation.

Compel PowerPoint to self-register Delete the key for the .ppt extension from
Hkey_Classes_Root, and then launch PowerPoint.

Maximize resources Minimize other system variables such as memory usage and
background tasks.
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Problem Is Not PowerPoint-Specific

Determine whether the problem is application-specific by trying other OLE
applications (such as other Office applications).

Check the registry Make sure that the application is properly registered in the
Windows registry. Windows 95-compatible applications will reregister if run from
outside of an application. Double click to reregister the application.

Try alternative approaches If the application has a toolbar button or a specific
menu item associated with it, try those methods. If they don’t work, try using the
Object command on the Insert menu. If the object doesn’t appear, it is not
registered. If it appears, but does not work, it is improperly registered. If it
appears and works using the Insert command, but does not work using the toolbar
or menu, it is partially improperly registered and re-registration should fix it.

Check the path to the OLE server Check the path of the server in
Hkey_Classes_Root. Trace the path to make sure that the OLE server executable
is found.

Delete the server key Delete the key for the server from Hkey_Classes_Root. If
necessary, remove and reinstall the server application itself. This should refresh
all the files associated with the server. You must uninstall all of the applications
that are registered as clients while uninstalling the OLE server application. Then
reinstall them all. Otherwise, the OLE server application will not be completely
uninstalled.

Problem Affects All OLE Applications

If none of your OLE functionality works from any OLE application, the problem
may be with Windows. Call Windows product support or check your Windows
technical documentation.

Word-to-PowerPoint Interoperability

Here are some tips that may be useful when you encounter problems inserting
OLE objects from Word onto a PowerPoint slide.

Inserting a Word table doesn’t work
= Make sure that Word is installed and properly registered.

= Make sure that Word objects (not tables) can be inserted.

= Make sure that registration is complete.

Inserting Word objects will not work

Try inserting a Word object into another application. If that doesn’t work, Word is
not properly registered.
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Word objects in PowerPoint cannot be edited

= If the object is linked, make sure that the linked object is available and the link
is correct. Use the Links command on the Edit menu.

= If the object is embedded, make sure that Word is properly registered and
available. (The Document Object command appears on the Edit menu il a
Word object is embedded.)

PowerPoint-to-Word Interoperability

Here are some tips that may be useful when you encounter problems inserting
OLE objects from PowerPoint into a Word document.

Write-Up doesn’t work
» Make sure that Word 7.0 is installed and registered.

=  Make sure that you can put PowerPoint objects into Word without Write Up. If
you cannot, reregister powerPoint and Word.

Report-It doesn’t work

s Make sure that Word 7.0 is installed and registered. If it is not installed, your
presentation is exported to WordPad instead.

= Make sure that you can put PowerPoint objects into Word without Report-It.
If you cannot, reregister PowerPoint and Word.

Copying and pasting a slide doesn’t work
Make sure that PowerPoint is correctly registered.

Inserting an object in PowerPoint doesn't work
Make sure that PowerPoint is correctly registered.

PowerPoint objects in Word cannot be edited

« If the object is linked (check to see if the Links command on the Edit menu is
active), make sure that the linked object is available and the link is correct.

= If the object is embedded (check to see if the Object command on the Edit
menu is active) make sure that PowerPoint is properly registered and available.

Microsoft Excel-to-PowerPoint Interoperability

Here are some tips that may be useful when you encounter problems inserting
OLE objects from Microsoft Excel onto a PowerPoint slide.
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Inserting a Microsoft Excel worksheet doesn’t work
® Make sure that Microsoft Excel is installed and properly registered.

= Make sure that Microsott Excel objects (other than worksheets from the
toolbar) can be inserted.

Inserting Microsoft Excel objects will not work
= Make sure that Microsoft Excel is installed and properly registered.

= Make sure that Microsoft Excel worksheets can be inserted using the Insert
Microsoft Excel Worksheet button on the Standard toolbar. Microsoft Excel
objects in PowerPoint cannot be edited.

= If the object is linked (check to see if the Links command on the Edit menu is
active), make sure that the linked object is available and the link is correct.

= [f the object is embedded (check to see if the Object command on the Edit
menu is active), make sure that Microsoft Excel is properly registered and
available.

PowerPoint-to-Microsoft Excel Interoperability

Here are some tips that may be useful when you encounter problems inserting
OLE objects from PowerPoint into a Microsott Excel workbook.

Copying and pasting a slide doesn’t work
Make sure that PowerPoint is correctly registered.

Inserting a PowerPoint object doesn’t work
Make sure that PowerPoint is correctly registered.

PowerPoint objects in Microsoft Excel cannot be edited

» If the object is linked (check to see if the Links command on the Edit menu is
active), make sure that the linked object is available and the link is correct.

= ]f the object is embedded (check to see if the Object command on the Edit
menu is active), make sure that PowerPoint is properly registered and
available.

Supporting Microsoft Schedule+

This section contains information about possible Schedule+ user questions.

For information about the support implications of using Schedule+ 7.0 with
Schedule+ 1.0, and with different mail servers and gateways, see Chapter 13,
“Running Multiple Versions of Microsoft Office.”

Additional support issues are discussed in the Schedule+ readme file,
Screadme.txt, located in the Microsoft Office Schedule+ folder.
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Using Schedule+ with a Microsoft Mail 3.x/PROFS Gateway

PROFSo users connected to Schedule+ via a Microsoft Mail 3.x/PROFS gateway
receive formatted meeting requests from Schedule+ 1.0 users. However, because
of enhancements made to the Schedule+ 7.0 meeting request form, Schedule+ 7.0
meeting requests arc transmitted to PROFS users as a plain text email message.

An update to the gateway software that fixes this limitation may be available at a
later date through the Microsoft Product Support Quick-Fix Engineering (QFE)
program.

Schedule+ 7.0 and the Timex Data Link Watch

Schedule+ 7.0 supports downloading schedule data to the Timex Data Link watch
on Windows 95 only. The current release of Schedule+ 7.0 running on
Windows NT does not support the Timex Data Link watch downloader.

Timex Data Link watch users can download text with international characters (for
example, & or C) to the watch. Due to physical limitations of the watch display,
however. accented characters will download as their non-accented equivalent (for
example, & will download as € and C will download as C).

Calibrating the Timex Data Link Watch Manually

If a user is unable to download data consistently, or does not hear the watch’s
confirming beep when lines are displayed on the workstation screen during the
download process, the display may need to be calibrated manually.

» To manually calibrate the workstation display for Timex Data Link
downloading

1. On the File Menu, click Export, and then click Timex Data Link Watch.
2. Answer the Export Wizard questions and click Finish.

3. In the Export To Watch dialog box, hold down the CTRL key and click Cancel.
The Manual Calibration dialog box appears.

4. Tn the manual calibration dialog box, click OK. Adjust the spacing between the
lines on the screen with the UP ARROW and DOWN ARROW keys. When the
watch starts beeping at regular intervals, press ENTER to begin the data
download process.
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Supporting Microsoft Word

This section describes common problems you or your users may encounter with
Word 7.0.

General Troubleshooting Tips

The cause of many Word issues can be isolated and/or corrected by performing a
few standard procedures described below.

Isolate the Problem When possible, try to isolate whether the problem exists in all
cases or just in a specific case. For example, does the problem happen with all
Word documents, or with just one document? Do you receive error messages
when you (ry to convert any type of word processing document, or only when you
try to convert a specific type of document? Are all inserted graphics printing
incorrectly, or just one graphic? Answering the “all or one” question will help you
determine whether it’s a system or Word problem, or if the single document or
portion of a document is at fault.

Start Word without Loading templates or Add-ins You can start Word without
loading any global templates, add-ins, or settings. On the Windows Start menu,
click Run, type winword /a and then click OK.

If the problem disappears when you start Word this way, the problem may be in
your Normal.dot template, another global template, or one of the WLLs loading
from the Startup folder.

Rename Normal.dot There are times when the Normal.dot template, which is the
global template that comes with Word, may become corrupt, and adversely affect
Word. Try quitting Word and then renaming this file to Normal.old. Restart Word
as you normally would. Word will not locate the Normal.dot file and will revert to
the original settings stored in the application program. If the problem does not
reappeatr, it is likely that a setting, macro, or some problem in the Normal.dot
template is causing the problem.

Tip If the problem is corruption in Normal.dot, you can copy macros, styles, and
AutoText entries to a new Normal.dot by using the Organizer. On the File menu,
click Templates, and then click Organizer.
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Use Standard VGA Video Display Incompatible or corrupt third-party video
drivers can create problems in Word. Display problems are an obvious symptom
of this, but there are other problems that can be caused by a corrupt or
incompatible video driver, such as printing problems, system stops, or even out-
of-memory error messages when trying to start Word. Switching the video driver

to the standard VGA video driver is a quick way 1o determine if it’s a video driver
problem.

If switching to another video driver works, it may be necessary either (o reinstall
the third-party video driver or to update the incompatible driver to the latest
version. Switching to standard VGA most often won’t be an acceptable fix, but it
can provide a temporary workaround until you can reinstall the original video
driver or obtain an update.

Use the Latest Video and Printer Drivers Word is very printer and display-centric.
Word polls both the printer and video drivers for information more extensively
than most Windows applications. As a result, other applications may not exhibit a
particular problem, while Word does. Third-party video and printer drivers, as
well as some of the printer drivers distributed by Microsoft, are updated fairly
frequently. Updating your drivers to the latest versions will often correct display,
printing, and other system _related problems. For information about obtaining
updated video and printer drivers from Microsoft, see Appendix F, “Resources.”

Try using WordPad When a problem is encountered in Word, it is wise to see if
the problem is a more global Windows problem, so you don’t waste all your time
focusing on it as a Word-specific problem. WordPad is an excellent application in
which to test problems you encounter in Word, whether they are printing, screen
display, or other issues. While other applications such as Microsoft Excel may
also be good test applications, WordPad is an excellent choice because it is more
similar to Word than most Windows applications. Microsoft Excel, for example,
isn’t as concerned about printer driver information as is either Word or WordPad.
So, if you can, use WordPad as a test application.

Specific Troubleshooting Areas

Possible Causes

Word cannot open a document
Follow the suggested solutions in the order listed until the problem is solved.

. The document is not on a properly formatted disk.
. The document is not in a format that Word supports.
. Not enough free disk space is available.

»  The document has been corrupted.
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If working with a document on a floppy disk that is not properly formatted for
Windows, go back to the source of the document and copy it to a properly
formatted disk.

If the document is not in a format that Word supports, see if Word or the
Office Resource Kit CD-ROM includes a converter and install it. For more
information, see Chapter 20, “Switching to Microsoft Word.” If no converter is
available for the document’s format, go back to the originating application and
save the document in a format that Word supports.

If not enough free disk space is available, free some. Try emptying the recycle
bin, moving old, unused files to floppy disks, or deleting old, unused
programs.

If you still cannot open the document, check to see if the document is corrupt.
Try opening it in the originating application if other than Word 7.0. If the
originating application can open the document, resave it and try opening it in
Word 7.0 again. If the originating application is Word 6.0 or Word 7.0, see
“Determine if a document is damaged” later in this section.

Word cannot save a document
Follow the suggested solutions in the order listed until the problem is solved.

Not enough free disk space.
The document is really a template.
If not enough free disk space is available, free some. Try emptying the recycle

bin, moving old, unused files to floppy disks, or deleting old, unused
programs.

If the document is really a template, select all the contents of the document
and paste it into a new document, and then save the new document.

When importing, Word fails to convert a graphic correctly
Follow the suggested solutions in the order listed until the problem is solved.

The graphics filter Word needs is not installed.

If the graphics filter Word needs is not installed, install it. For more
information, seec Chapter 20, “Switching to Microsoft Word.” If no filter is
available for the graphic format, go back to the originating application and
save the graphic in a format that Word supports.

Try opening the graphic in the originating application. If the originating
application cannot open the graphic, the graphic file may be damaged.
Instead of opening the graphic with the Open command on the File menu, try
inserting the graphic with the Picture command on the Insert menu.

Try copying the graphic in the originating application and pasting it into
Word.
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Possible Causes

Solutions

Possible Causes

Determine whether a document is damaged

If you expetience any of the following symptoms when working with a document,
it is possible the document is damaged. Follow the Solutions in the order listed
until the problem is solved.

Tip When troubleshooting what appears to be document corruption, it is
important to first rule out the possibility that it is not document corruption at all,
but rather some unusual formatting or document setting. Save the document in
RTF format or copy and paste all but the last paragraph mark into a new
document.

Symptoms include:

« Incorrect document layout and formatting, unreadable characters on the screen,
error messages during processing, Word stops running when you load or view
the document.

s You are unable to save the document.

= Word add-ins or other programs are interfering with Word.
» The template attached to the document is corrupted.
= The active printer driver is interfering with Word.

« The current video display is interfering with Word.

s Check the paragraph, character, section and style formatting.
» Disable add-ins.

= Disable terminate-and-stay-resident (TSR) programs and third-party software,
particularly font driver packages.

= Attach the document to a different template.
= Switch to a different printer driver.
= Change the video display to standard VGA.

» Try working with the document on another computer.

If none of these Solutions corrects the problem, it’s likely that the document is

damaged. See “Recover a damaged document in Word™ in the following section.
Recover a damaged document in Word
Follow the suggested solutions in the order listed until the problem is solved.

= Word was interrupted while saving the document.

= The document became corrupted while stored on disk.
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Solutions

If you can open the damaged document, save it in RTF format, close the
document, then open the RTF document, and save that in Word format.

If you can open the damaged document, highlight a small portion of the
document and copy it to a new document based on the Normal template. If this
portion of the document responds normally, switch back to the original
document and copy another portion to the new file. Repeat this process until
an error occurs. At that point, you have isolated the problem to a specific part
of the document. Recreate that part of the document in the new file.

If you cannot open the damaged document in Word, try opening it in
WordPad. Start WordPad, click the Open button, and in the Files Of Type box,
make sure that Word for Windows 6.0 is selected. (Word 6.0 and Word 7.0
have the same file format.) If you can open the document in WordPad, save it
in RTF format and then try opening that in Word 7.0.

If you cannot open the damaged document in WordPad, try opening it in
Notepad. Start Notepad, then click Open on the File menu. In the Files Of
Type box, make sure that All Files is selected. The document will open with
gibberish characters at the top of the document, followed by your unformatted
text, followed by more gibberish characters. Copy the unformatted text out of
Notepad and paste it into a new Word document based on the Normal
template.

Write a macro that opens the document, turns off screen updating and change
other display options that might affect the document, as follows.

To create a macro to open a possibly corrupted document

1.

On the Standard toolbar, click New.

2. On the Tools menu, click Macro.

3. In the Macro Name box, type screen
4.
5

. In the macro editing window, click between the Sub Main line and the End

Click Create.

Sub line.
Type the following:

ScreenUpdating @

FileOpen.Name = c:\docs\mydoc.doc

ViewNormal

ToolsOptionsView.DraftFont = 1, .PicturePlaceHolders =1
ToolsOptionsGeneral.Pagination = 0

ScreenUpdating

On the File menu, click Close, and then click Yes when prompted to keep
changes to the macro Global:Screen.

8. On the Tools menu, click Macro.

9. Click Screen, and then click Run.
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Possible Cause

Solution

Possible Causes

Solutions

10. If the document opens, click Save As on the File menu.
11. In the Save File As Type box, select Rich Text Format.

12. In the File Name box, give the file a new name, and click Save.

Word 7.0 cannot complete a macro that Word 6.0 or earlier
could complete

If your workgroup uses a custom macro that calls a 16-bit Windows application
programming interface (API) or 16-bit Windows dynamic-link library (DLL), you
will have to rewrite the macro for Word 7.0, which is a 32-bit application.

A 16-bit WordBasic macro calls a 16-bit Windows API or 16-bit Windows DLL.

Rewrite your 16-bit WordBasic code to make Win32a API calls when the
WordBasic code is executed from 32-bit Word. For more information, see
“Porting Your 16-bit Office-Based Solutions to 32-bit Office™ later in this
chapter.

Word prints a document, but incorrectly
Follow the suggested solutions in the order listed until the problem is solved.

= Various settings in Word don’t match your printer’s options.
«  QOut-of-date or corrupt printer or video driver.

= Problems with fonts.

= If the printed output is missing graphics or underlines, make sure that Word is
not set to print draft output. On the Tools menu. click Options and then click
the Print tab. Clear the Draft Output check box. If a graphic is still missing
from the printed output, see “When importing, Word fails to convert a graphic
correctly” earlier in this section.

» [f the printed output is missing portions of text or individual letters, make sure
that the text is not formatted as hidden text or as the color white.

s Create a new document in Word with just one line of text. Try printing this
document. If it prints correctly, return to your original document and carefully
check its formatting. If it still doesn’t print properly, the document may be
damaged. See “Determine whether a document is damaged” earlier in this
section.

»  Start WordPad and try to print the document from WordPad.
s Change the video settings to standard VGA.

= Turn off background printing in Word. On the Tools menu, click Options, and
then click the Print tab. Clear the Background Printing check box.
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Possible Causes

Solutions

Use a printer font. On the Edit menu, click Select All, and then choose a font
from the Font box on the Formatting toolbar that has a printer symbol beside
it. If this corrects the problem, you may have a problem with the fonts you
were originally using.

Rename Normal.dot and then restart Word.

Verify that you have the correct printer driver installed and it is set as the
default.

Disable TSRs and third-party software, particularly font driver packages.

If you’re using a font cartridge, turn your printer off, remove the cartridge, and
turn your printer back on.

Double-click Printers in the Windows Control Panel, and then double-click the
printer you are using. In the Properties dialog box, click the Fonts tab, and
then click Print TrueType As Graphics. For this option, you need about 300K
of free memory per page. Some printers such as dot matrix, DeskJet, and
Bubblelet do not suppoit this option.

The problem may be hardware related. Try removing any switch boxes, using
a new printer cable, and, if you are on a network, connecting the printer
locally. If this doesn’t fix the problem, you may have a mechanical problem
with the printer, the port connection on your printer, or the port connection on
your computer.

Word cannot print a document
Follow the suggested solutions in the order listed until the problem is solved.

Word does not have the correct paper size or paper source settings specified
for the printer you are using.

The printer does not have enough memory.

If an error message prints or appears on the computer screen, follow the
instructions it contains.

Check the paper size and paper source settings in Word. On the File menu,
click Page Setup. Check the settings on the Paper Size and Paper Source tabs.
Reset the printer to clear the printer buffer.

Restart the print queue by selecting Printers in the Windows Control Panel,
double-clicking the printer you are using, and then clicking Resume Printing
on the Document menu.

Clear the print queue by selecting Printers in the Windows Control Panel,
double-clicking the printer you are using, and clicking Cancel Printing on the
Document menu.
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Possible Causes

Solutions

Page faults in Word

This section describes page faults in Word 7.0 running under Windows 95, which
are comparable to General Protection (GP) faults in Word 6.0 running under
Windows 3.x. Follow the Solutions in the order listed until the problem is solved.

= Something unexpected has happened within the Windows environment,
typically an improper memory address. For example, an application or a
Windows component might read or write to a memory location that has not
been allocated to it (memory that it does not own), potentially overwriting and
corrupting other program code in that area of memory.

« Parameters that are not valid have been passed between applications and the
Windows environment. Invalid parameters can cause invalid instructions to be
executed, resulting in page faults. This is usually the resuit of the application’s
internal program code incorrectly passing specific data that could not be
correctly interpreted by Windows or a Windows-based application.

» Change the video display to standard VGA.

= Switch your printer driver to another compatible printer driver, or temporarily
switch it to the Generic\Text Only printer driver.

= Temporarily remove any items located in the Windows Startup folder.

«  Start Word without loading any global templates, add-ins, or settings. On the
Windows Start menu, click Run, type winword /a and then click OK.

= Temporarily remove all templates and add-ins from the Word Startup folder.

» Quit Word, then delete the following key in the registry:
\ery_Current_User\Software\Microsoft\Word\7.0\Data and then restart
Word. For information about using the Registry Editor, see Appendix B,
“Registry Keys and Values.”

» Use the Find command on the Windows Start menu to locate any AutoSave
files (look for **.asd”). If you find any files with the .asd extension, rename
the extension. This prevents Word from loading the AutoSave file when it
starts.

= Use the Find command on the Windows Start menu to locate any AutoCorrect
files (look for ‘“**.acl”). If you find any files with the .acl extension, rename the
extension. This prevents Word from loading the AutoCorrect file when it
starts.

= Try removing Word through the Add/Remove programs icon in the Windows
Control Panel, and then reinstalling Word.
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Registry Settings and .Ini Files

Some Office for Windows 95 applications continue to use.ini files, even though
they operate based on settings in the Windows registry. For backward
compatibility, Office applications allow the use of the /ini command line option.
Except for Word, Setup does not migrate .ini settings from previous versions of
the applications when Office for Windows 95 is installed. Leftover .ini files have
no effect on Office for Windows 95 applications.

When Setup installs Word 7.0 onto a system with a previous version of Word,
everything in Winword6.opt and Winword6.ini is registered in the user’s
Hkey_Current_User registry keys. All shared components currently registered in
the user’s Win.ini (text converters, filters, proofing tools, and so forth) are
registered in the Hkey_Local_Machine registry keys.

The following table lists Office applications, whether they use .ini files or the
registry only, and information about how the applications use existing .ini files.

Application

Registry or .ini Files

Use of existing .ini files

Office

Microsoft
Access

Microsoft
Excel

Microsoft
PowerPoint

Microsoft
Schedule+

Microsoft
Word

Registry only.

Registry only.
Registry only,

Registry only, except where
compatibility with PowerPoint 4.0
and other 16-bit applications
requires use of .ini files. For
example, PowerPoint 7.0 to
PowerPoint 4.0 translator entries
are stored in an .ini file.

Registry only.

Registry and .ini files.

When upgrading previous versions
of Office, buttons included in
Msoffice.ini are migrated to the
Old Office toolbar.

None.
None.

None.

Schedule+ 7.0 reads the

Schedule+ 1.0 .ini file the first time
it runs to find existing .cal file,
migrates the .cal file to an .scd file,
and sets registry entry for
LocalPath.

Msfntmap.ini and Mstxtcnv.ini are
not made into registry entries.
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Long Filenames

When users transfer a file from an Office for Windows 95 application to a
previous version and then back to the original application, the long filenames
supported by Windows 95 may or may not be preserved. Each application handles
preservation of long filenames slightly differently.

Microsoft Access Microsoft Access does not preserve long filenames, as users
cannot open Microsoft Access 7.0 database files in a previous version of
Microsoft Access and then move them back to version 7.0.

Microsoft Excel When opening a Microsoft Excel 7.0 workbook in Microsoft
Excel 5.0, the older version of Microsoft Excel cannot update links or find link
sources. However, when the workbook is opened again in Microsoft Excel 7.0,
the long filename is preserved, and links are preserved and can be updated
normally.

Microsoft PowerPoint When opening a PowerPoint 7.0 file using the Macintosh
installable filters, the Windows 95 long filenames are preserved.

When using the Save As command in PowerPoint 7.0 to save a file in

PowerPoint 4.0 format, a dialog box appears, prompting the user for a new
filename. The user must consider the destination platform of the file when naming
it. For example, if the file is destined for PowerPoint 4.0 running on Windows 95
or the Macintosh, long filenames are supported. If the file will be used in
PowerPoint 4.0 for Windows 3.x, a long filename will be truncated, so the user
might want to create an 8 3 filename, to avoid confusion.

Microsoft Schedule+ Schedule+ does not preserve long filenames, as users cannot
open a Schedule+ 7.0 schedule file in a previous version of Schedule+.

Microsoft Word In Word, the long filename of the document itself is not
preserved when the file is modified in Windows 3.x, then reopened in
Windows 95. However, document names in links are updated, and the links
still work.

Porting Your 16-Bit Office-Based Solutions
to 32-Bit Office

The introduction of 32-bit Microsoft Windows 95 (and Windows NT) brings
32-bit Office applications into common use and results in users switching their
Microsoft Office files, macros, and solutions to the 32-bit versions. This section
assists you in porting solution code—that is, code written in the Microsoft Excel
macro language (XLM), WordBasic, Visual Basic for applications, or Access

Basic—to 32-bit versions of Office running on 32-bit operating systems.
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Changes to your existing code are required if your 16-bit Office solution
(including Microsoft Access or Microsoft Project) calls a 16-bit Windows
application programming interface (API) or 16-bit Windows dynamic-link library
(DLL), and you are porting that code to a 32-bit Office application (again,
including Microsoft Access 95 or Microsoft Project 95).

Porting your solution code is necessary because 16-bit API calls and 16-bit DLL
calls (referred to in this section simply as API calls) do not execute correctly
when the solution code containing those calls is run in a 32-bit Office application.
This section applies to solution code that uses APIs in the following products:
Microsoft Access, Microsoft Excel, Microsoft Project, and Word for Windows.

Note 16-bit solutions ported to 32-bit Windows are not affected. For example,
existing 16-bit Office solutions, 16-bit Visual Basic, and 16-bit FoxPro
applications, even if they call 16-bit APIs, will run just fine on Windows 95 or
Windows NT. It is only when users want to run solutions code that includes 16-bit
API calls on a 32-bit application that porting is required.

Solution providers and corporate developers face an important task in ensuring
that their Microsoft Office-based solutions run successfully under Windows 95
and Windows NT.

The rule they must follow is this: neither a 32-bit compiled application nor
solution code called from a 32-bit Office application can make direct 16-bit API
or DLL calls. In addition, neither a 16-bit compiled application nor solution code
called from a 16-bit application can make direct 32-bit AP1 or DLL calls. This
inability to make calls back and forth between 16-bit and 32-bit layers occurs in
both the Windows 95 and Windows NT environments because of their advanced
flat-memory-model management systems, as well as the way in which they

load DLLs.

To prepare for Office 95, you must change your solution code to make Win32
API calls when the solution code is executed from 32-bit Office applications. If
this is not possible (for example, you don’t have access to the source code of the
DLL), you must change the solution code to thunk through an intermediate DLL
to make the 16-bit API call. Updating solution code to support Win32 API calls is
a relatively simple mechanical process. A more significant task is to write code
that is operating-system--independent (that is, so the solution code will run on
both 16-bit and 32-bit Office applications). This section discusses both of these
tasks, as well as other 16-t0-32-bit API issues you may need to handle.
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Note Although you must update AP1 calls when porting solution code to 32-bit
operating systems, you do not need to change code that uses OLE Automation or
dynamic data exchange (DDE). All OLE and DDE code will continue to work
regardless of whether the applications are 16-bit or 32-bit. OLE and DDE insulate
automation calls, so all combinations of containers (clients) and servers (16/16,
16/32, 32/16, and 32/32) work under Windows 95 and Windows NT.

How This Section Is Organized

What you need to know depends on your situation; therefore, this section is
organized in terms of complexity, from the easier issues to the more complex
ones.

“Which API Should Your Solution Code Call?” is a quick overview of which
API you should be using, according to your application needs.

= “Calling the Win32 API” describes what an API is and discusses the issues
involved in converting existing 16-bit AP calls to Win32 API calls, finding
Declaration statements, and testing the Declare statements.

» “Writing a Single Code Base for 16-bit and 32-bit Office Applications”
supplies code samples for writing solution code that will run on both a 16-bit
and 32-bit Office application.

» “Determining Whether a 32-bit Application Is Running” describes how to
determine whether your Office application is 16-bit or 32-bit and how to select
the appropriate 16-bit or 32-bit API call.

» “Recompiling DLLs” tells you what you need to do to make the DLL and
solution code work on Windows 95 and Windows NT if your solution code
calls a custom DLL.

» “Thunking” tells you how, if you cannot recompile your DLLs, you can add an
intermediate DLL.

» “Advanced Programming Topics” explains: translating C-API declarations to
Visual Basic or Visual Basic for applications.

Which API Should Your Solution Code Call?

When you write solution code for your own use, you write it for the version of the
Office application you have and for your own operating system. Distributing this
solution to others means that you have to make it also work on their computers.
which may use different versions of Windows and Office applications than you
used when you wrote it. While the operating system isn’t an issue, whether the
Office application is 16-bit or 32-bit is important. The following table shows that
the application, and not the operating system, determines which API you use in

porting your solution code.
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Microsoft product Windows 3.x  Win32s Windows NT  Windows 95
16-bit applications 16-bit API 16-bit API 16-bit API 16-bit APT
32-bit applications N/A 32-bit API 32-bit API 32-bit API

Note Microsoft Office (including 32-bit Microsoft Access and 32-bit Microsoft
Project) products do not run on Win32se, but because Microsoft FoxPro does, the
Win32s column was added to show that FoxPro programmers should use the same
rules for choosing the API. Also, Win32s, Windows NT, and Windows 95 do not
have identical sets of API calls. For more information, see the Win32 SDK
documentation in the Development Library (in particular, see the Compatibility
Tables in the Win32 Programmer’s Reference, Vol. 5).

Calling the Win32 API

To write calls to the Win32 API, you must do the following:

= Understand what Windows API calls are.

®  Understand the differences between 16-bit and 32-bit Windows APIs.
= Use Win32api.txt to find the correct Declare statement.

= Test an API Declare statement.

What Is an API Call?

An API call in C, Visual Basic, or other languages places a series of values
(parameters) at a location in memory (the stack) and then requests the operating
system or DLL to execute a function (the procedure call) using the values
provided. The function reads the values (call stack) and executes its function code
using those values or the data that the values point to. If a result is returned, it is
placed at another location (return register) for the calling application to use. This
is shown in the following illustration. To ensure accuracy, the number of bytes of
data on the stack is verified before and after the procedure is called. The message
“Bad DLL calling convention” appears when the wrong number of bytes are on
the stack.

Call Stack Return Register

Sy e

Procedure
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In practical terms, Windows API calls are how applications request services
(screen control, printers, memory) from the operating system. There are
approximately 300 API calls in Windows 3.0, over 700 API calls in Windows 3.1,
and over 1,000 API calls in Windows 95. These API calls are packaged in
executables and DLLs found in the Windows folder—User.exe, Gdi.exe, and one
of the following KERNEL files: Krnl286.exe, Krnl386.exe, or Kernel32.dll.

To call an API from your solution code, use these four steps:

1. Identify the file containing the APL

2. Determine the parameters required by the APL
3. Create a Declare statement for the APL
4

. Call the function with valid parameters.

The following is a simple example for the GetVersion API call that obtains the
version of Windows that is running. The GetVersion API call is located in
KERNEL under 16-bit Windows and does not use any parameters (so the Declare
statement has empty parentheses). The following Declare statement is written for
16-bit Windows for use by Visual Basic for applications:

Declare Function GetVersion Lib "KERNEL™ () As Long

By comparison, here is the same function as it would be used by an Office 95
application running on 32-bit Windows:

Declare Function GetVersion Lib "KERNEL32™ () As Long

Although the Windows API name stays the same, the location of the API has
changed to KERNEL32. Because you are calling from a 32-bit application, you
must make a 32-bit API call. The parameter data type, on the other hand, did not
change (it remained a Long). In general, the function parameters will change
more and require more attention than the parameters of the return value.
Understanding the differences between 16-bit API calls and 32-bit API calls is
essential to porting your solution code to Windows 9s5.

What Are the Differences Between a 16-Bit and a 32-Bit
Windows API?

As shown in the previous example, most 32-bit Windows API calls have the same
name or a very similar name to the 16-bit API calls. In fact, the documentation
may show the same arguments, with the only apparent difference being the library
name change from KERNEL to KERNEL32. However, the code must handle
changes in addition to the name change:
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= Case-sensitivity
= Unicode or ANST options

* Change of parameter data type (shown in the previous example)

These bulleted items can require subtle changes in the Declare statements that are
not always easy to identify.

Case sensitivity

The first issue in moving to 32-bit Windows API calls is case sensitivity in the
name of the function. API calls under 16-bit Windows are not case sensitive and
work if you enter the function name as GetVERSION, GeTvErSiOn, or
getversion. In other words, in 16-bit Windows the following statements are
equivalent:

Declare Function GetVersion Lib "KERNEL" () As Long
Declare Function GeTvErSiOn Lib "KERNEL"™ () As Long

API calls under 32-bit Windows are case-sensitive for the function call and must
be correctly entered in the Declare statement. In other words, the followin g
statements are not equivalent in 32-bit Windows:

Declare Function GetVersion Lib "KERNEL32" () As Long
Declare Function GeTvErSiOn Lib "KERNEL32" () As Long

The easiest way to handle this change is to always use the Alias control word. The
contents of an Alias string map to the actual API call name (which is case
sensitive), but the function name used in code, which appears between “Function”
and “Lib,” is not case sensitive and will not change if you type it ditferent ways in
your code or use the same name for variables or procedures. Using the Alias
control word, the GetVersion function (32-bit Windows) would be entered as:

Declare Function GetVersion Lib "KERNEL32" Alias "GetVersion" () As Long

Now the case of API names won’t matter when writing code: as long as you
spelled and typed the function name correctly in the Alias string and you spell the
function name in code the same way as in the Declare statement, the function will
be mapped by Visual Basic or Visual Basic for applications back to the correct
Declare function automatically.

Note The Alias control word is the single most important thing you can use in
preparing to switch to 32-bit operating systems because it means you will only
have to change the contents of the Declare statement and not every instance of the
function being called in your code.
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Unicode or ANSI Options

Both Windows NT and Windows 95 have two API interfaces. One interface is
hased on the American National Standards Institute (ANSI) character set, where a
single byte represents each character. The other interface was created for the
Unicode character set, where two bytes represent each character. All 16-bit
Windows operating systems and applications use the ANSI character set. All
32-bit versions of Windows added Unicode to allow foreign language characters
to be represented. C programmers handle this by setting a flag in their include file
(*.h). The flag causes hundreds of macros throughout the C include files to select
the correct Unicode or ANSI functions.

All western language versions of Office products use ANSI for Visual Basic for
applications code. Therefore, programmers using current versions of Visual Basic
for applications or macro languages will always use the ANSI version of the API
call. When using the Win32api.txt file, this choice is made for you. For more
information about this file, see “Change of Parameter Data Type,” next in this
section.

To distinguish the ANSI version from the Unicode version, the ANSI version
adds an “A” to the end of the API name, and the Unicode version adds a “W". W
is for wide, as in the width of the bytes provided for characters. The name of an
API call includes the characters A and W at the end of the API name only if the
API requires parameters with string (character) data types.

The Win32 SDK documentation in the Development Library does not record the
permutations of the name of the API call. The documentation gives only the name
of the root function and its library name. The actual name of the API in the library
can be one of three possibilities:

= MyAPICall, which uses no character strings in the call.

» MyAPICallA, which uses ANSI character strings in the call.
» MyAPICallW, which uses Unicode character strings in the call.

To understand the differences, see the following diagram showing the amount
of data the API expects to find on possible call stacks for an example function
(the 16-bit version is padded because 16-bit Windows always pads the stack to

16 bits).
[iebiAPiCal [ rwo | LPSTR [ e |
e

E%Fg:{lnicode ‘ HWND \ LPSTR l T,S
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The three possible declarations for MyAPICall are shown next, formatted to
make comparison easier. All of the statements use the Alias control word so that
the function name used in code (MyAPICall) does not have to change even if the
name of the function called is appended with an “A” or a “W”":

'16 bits
Declare function MyAPICall Lib "MYDLL.DLL" Alias "MyAPICall" (
ByVal hwndForm As Integer,
ByVal 1pstrCaption$,
ByVal hAccKey As String,
ByVal iMagicNumber As Integer
) As Integer
'32-bit ANSI
Declare function MyAPICall Lib "MYDLL32.DLL" Alias "MyAPICallA" (
ByVal hwndForm As Long,
ByVal 1pstrCaptions$,
ByVal hAccKey As String,
ByVal iMagicNumber As Long
) As Long
'32-bit UNICODE * For illustration only.
Declare function MyAPICall Lib "MYDLL32.DLL" Alias "MyAPICallW"™ (
ByVal hwndForm As Long,
ByVal lpstrCaption$,
ByVal hAccKey As String,
ByVal iMagicNumber As Long
) As Long

Any one of these declarations would add the function MyAPICall to your
application; you can only have one MyAPICall function.

Note This code sample introduces the ByVal keyword, which enables you to pass
Visual Basic parameters to a API function by value. By Value is the default for
functions written in C and is therefore the default for Windows API calls. The
reason you must use ByVal is Visual Basic and Visual Basic for applications
default to ByRef (By Reference which passes a pointer to the value rather than the
value itself) which is not what API calls expect. ByVal can also be used to
convert a Visual Basic string to a null-terminated C string. ByVal is included in
the Declare statements in Win32api.txt so you will know when to use it, but for
more information about ByVal, see the MSDN article Q110219 “How to call
Windows API from VB,” or published references such as “The Visual Basic
Programmer’s Guide to the Windows API” by Dan Appleman, published by
Ziff-Davis Press.
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Change of Parameter Data Type

The easiest way to learn what the new required parameter data types are for 32-hit
API functions is to have somebody else give them to you. Included on the Office
Resource Kit CD is a Visual Basic declaration file called Win32api. All you need
to do is copy the appropriate API Declare statement from Win32api.txt into your
source code.

Another source of information is the Win32 Programmer’s Reference on the
MSDN Development Library CD, which is discussed in “Advanced Programm ing
Topics™ later in this section. This reference may occasionally be required to
resolve questions about the inclusion or exclusion of ByVal in the declaration or
the need to put parentheses around the actual value passed.

If you use the Win32 Programmer's Reference, however, you must be careful to
properly convert C to Visual Basic data types. For example, don’t mistake a C int
for a Visual Basic for applications Integer. Many Windows data types and Visual
Basic Integer data types are no longer the same size, as shown in the following
table. It is critical to remember that the sizes of many API parameters have
changed, and you must not assume they are the same.

Visual Basic 32-bit Windows data

data types Size of variable  16-bit Windows data types  types

Integer 2 bytes int, short, WORD, HWND, short, WCHAR
HANDLE, WCHAR

Long 4 bytes long, LPSTR int, long, HANDLE,

HWND, LPSTR

Finally, whether you use Win32api.txt or the Win32 Programmer’s Reference,
judicious use of the Alias control word may assist you with changing parameter
data types by allowing existing 16-bit code (italicized to point out that code does
not include the Declare statement, which must change to point to a 32-bit API)
that calls the API to be left unchanged. The ByVal control word and automatic
type conversion in Visual Basic, Access Basic, WordBasic, and Visual Basic for
applications change the size of parameters for you in many cases (Integer to
Long, for example). Alternatively, type conversion will extend integers with a
sign (+/-) that may lead to incorrect long parameters and cause overflows on
conversion from Long to Integer. Again, the best solution is to check
Win32api.txt or the Win32 Programmer’s Reference to get the correct functions.

What Types of Errors Can Occur with an API Declare
Statement?

After you create a Declare statement, it may not work. While there are many
mistakes possible in a Declare statement, the following are the most common
errors:
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Error 453: Function is not defined in specified DLL Either you nisspelled the
function name or you have a problem with case in the function name. Functions
are case-sensitive in Win32; they are not case-sensitive in 16-bit Windows.

Error 48: Error in loading DLL Usually, this error is caused by having the wrong
size or arguments, but may also occur for some of the reasons described under
Error 53.

Error 53: File Not Found Windows checks the loaded libraries for matches, and if
the DLL is not loaded, it will attempt to load the DLL from disk. Many functions
available in the 16-bit Windows on Windows (WOW) layer on a Windows NT
system are not available directly from Windows NT. Calling the 16-bit Windows
and Win32 GetProfileString function from a 16-bit and a 32-bit solution will
give a confusing set of error messages. The 16-bit application call will find
KERNEL and fail to find KERNEL32, while the 32-bit application will find
KERNEL32 and fail to find KERNEL. The general cause of this error is a
mismatch of calls and environment. The solution is to write code that works in
both 16-bit and 32-bit environments.

Writing a Single Code Base for 16-Bit and 32-Bit
Office Applications

If your users are running both 16-bit and 32-bit versions of Microsoft Excel,
should you put the 16-bit API call or the 32-bit API call in your solution?
Microsoft Excel is not like Visual Basic version 4.0, which allows conditional
compilation of code into executables, but instead runs solution code in workbook
files which may be opened in either the 16-bit or the 32-bit version. The

solution is that you put both the 16-bit API call and the 32-bit API call inside

an If...Then...Else control structure.

With 32-bit applications using the same solution code as 16-bit applications, you
do not know which API to call in the solution code. Your code must determine
whether the application is a 16-bit one or a 32-bit one. How does the code answer
the following questions:

= Microsoft Access: Is the host application 16-bit Microsoft Access 2.0 or earlier
(make 16-bit API calls), or 32-bit Microsoft Access for Windows 95 (make
32-bit API calls)?

- Microsoft Excel: Is the host application 16-bit Microsoft Excel 5.0 or earlier
(make 16-bit APT calls) or 32-bit Microsoft Excel 5.0 for Windows NT or
32-bit Microsoft Excel for Windows 95 (make 32-bit API calls)?

»  Microsoft Project: Is the host application 16-bit Microsoft Project 3.0 (make
16-bit API calls) or 32-bit Microsoft Project version 4.0 or later (make 32-bit
API calls)?

Google/YouTube Exhibit 1013/1113
Page 0073



370 Part3 Maintaining and Supporting Microsoft Office

« Word for Windows: Is the host application 16-bit Word 6.0 or earlier (make
16-bit API calls) or 32-bit Word 6.0 for Windows NT or Word for
Windows 95 (make 32-bit API calls)?

If you make the wrong API call, an error will occur. The solution code must
determine whether the application is a 16-bit application or a 32-bit application,
so it can make the appropriate call.

Yes

No 32-bit application?

16-bit API call 32-hit APl call

s,

The solution is to put every API call into a wrapper—a Visual Basic procedure or
a Microsoft Excel 4.0 macro. This wrapper routine checks the “bitness” of the
application and selects the appropriate API call. Place these wrappers in separate
modules so that your code can be easily reused. Some API calls (for example,
GetPrinterDriveDirectory and GetWinMetaFileBits) are not available in all
32-bit operating environments, which means that the structure of an API wrapper
can become as complex as this:

Function MyAPICall$(ByVal Args)
If Engine32() Then
'Select is rarely needed
Select Case 0S32() 'Based on GetVersionEx API
Case @ 'Win3Zs

Case'i.:NT 3.1
Case'é‘:NT 3.5
Case.é':w1ndows 95
End éé{éct

Else '16-bit

End If
End Function
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An API wrapper this complex is the exception and not the rule.

Compiled languages, such as FoxPro and Visual Basic, build 16-bit or 32-bit
application executables. The executable targets either 16-bit API calls or 32-bit
API calls. You can determine the appropriate API calls while building the
application. You can select the calls either by having all the 16-bit declarations in
one file and all the 32-bit declarations in another file and manually switching
them in a project, or by using the #IF... #ELSE... directives and conditional
compilation supported by Visual Basic 4.0. If you must support Visual Basic 3.0
and Visual Basic 4.0 applications concurrently, separate files may reduce code
maintenance. If you support FoxPro, you will have no problem using 16-bit API
calls from compiled 32-bit FoxPro solutions because the RegFN functions will
automatically thunk from the 32-bit layer to the 16-bit layer if needed.

Compiled 32-bit languages may require some minor differences in API calls
depending on the 32-bit operating system. For example, developers must program
context menus differently for Windows 95 than for Windows NT.

Determining Whether a 32-Bit Application Is Running

In the previous section, writing application independent code was covered by
adding code for both 16 and 32-bit scenarios. However, you still need to
determine in source code whether the application is a 32-bit application or a
16-bit application without doing any API calls. You cannot do an API call
because you do not know if a 16-bit API call or a 32-bit API call will work. The
following code will determine if the application is a 32-bit application.

Note The Application.OperatingSystem property in Microsoft Excel and
Microsoft Project does not return the version of Windows you have installed, but
the layer of Windows that the application is running on, for example, the 16-bit
subsystem in Windows NT.

Microsoft Excel 5.0, Microsoft Excel 95, Microsoft Project 4.0, Microsoft Project 95

Function Engine32%()
If instr(Application.OperatingSystem,"”32") then Engine32%=True
End Function

Word 6.0, Word 95

Function Engine3?
If Val(GetSystemInfo$(23)) > 6.3 Or Len(GetSystemInfo$(23)) = @ Then
= Engine32 = - 1 Else Engine32 = @

End Function

Microsoft Access 1.1 or higher

Function Engine32% ()
If SysCmd(7) > 2 Then Engine32% = True
End Function
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Putting It All Together

For examples of code for particular applications, you should consult the Microsoft
Developers Network (MSDN), and find the article entitled “Corporate
Developer’s Guide to Office 95 API Issues.” For information about connecting to
MSDN, see Appendix F, “Resources.” The following simple example may help
you understand some issues.

Declare Function GetTickCount32 Lib "KERNEL32" Alias "GetTickCount™ ()
= As lLong

Declare Function GetTickCountl6 Lib "USER" Alias nGetTickCount™ )

= As Long

Function GetRightTickCount() As Long
1f Engine32%() Then
GetRightTickCount = GetTickCount32()
Else
GetRightTickCount
End If
End Function

getTickCountl6()

The GetTickCount API has the same name for both 16-bit Windows and 32-bit
Windows, so you must use an Alias control word to change the function name in
at least one of the Declare statements. In the previous example, the names in both
Declare statements were chan ged, Lo GetTickCount32 and GetTickCount16.
Next, depending on the application’s bitness, GetTickCount is mapped to the
correct API function name (GetTickCount32 or GetTickCount16) and its
associated API call, In this example, GetTickCount in your code will be mapped
1o GetTickCount32 (in the GetTickCount function), which is mapped to
GetTickCount in KERNEL32, when Engine32% is True.

Word Sample Declare-method Solution

Word has a different Declare format and syntax. The Word solution is more
complex because you cannot place both the 16-bit and 32-bit Declare statements
in the same macro. The solution 1s (o creale three macro libraries: APICALLI16
and APICALL32, that contain the Declare statements for each operating
environment, and a 16-bit/32-bit interoperability macro, APICALLS.

First, create a macro library called APICALL16. This macro contains all the
| 6-bit API Declare statements.

"This is APICALL16 -- all 16-bit Declare statements are placed here.
Declare Function GetTickCountl6 Lib "USER™ Alias vGetTickCount™ ()
w As Long
Function GetTickCount
GetTickCount = GetTickCountl6
End Function
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Second, create a macro library called APICALL32. This macro contains all the
32-bit API Declare statements.

"This is APICALL32 -- all 32-bit Declare statements are placed here.
Declare Function GetTickCount32 Lib "KERNEL32"() Alias "GetTickCount"
= As Long

Function GetTickCount

GetTickCount = GetTickCount32

End Function

Third, create a macro library called APICALLS. This macro contains Engine32
and the procedures your solution code will call.

'This is APICALLS -- no Declare statements may be in this macro.
Function Engine32
Engine32 = 0
If Val(AppInfo$(2)) > 5 Then
0S$ = GetSystemInfo$(23)
If Val(0S$) > 6.3 Or Len(0S$) = @ Then Engine32 = - 1
End If
End Function

Function GetTickCount
If Engine32 Then

GetTickCount = APICall132.GetTickCount
Else

GetTickCount = APICalll6.GetTickCount
End If
End Function
‘Other API function calls are placed here,

You can now call this function from your solution code. You must preface your
calls with APICALLS. For example:

Sub MAIN
MsgBox Str$(APICalls.GetTickCount)
End Sub

To convert Word solutions to run on 16-bit and 32-bit products
1. Create a new module called APICALLS.

2. Create the Engine32 function in APICALLS.

3. Create a new module called APICALLIS.
4

. Locate all the 16-bit Declare statements in the solution and move them to
APICALLI1e.

Create a new module called APICALL32.
6. Create the equivalent 32-bit Declare statements and put them to APICALL32.

i
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7. Using the template above, create functions for each API in each of the three
macro libraries.

3. Add APICALLS before all calls to the API in your solution code.

9. Test each function.

This process allows existing calls in other modules to be left untouched. After
the developer defines and tests these macros, the developer can add them to
Normal.dot and reuse the macros in other solutions so as to cut conversion time.

Recompiling DLLs

This section has so far focused on the issue of updating Windows API calls—
but the issues for solution code that calls 16-bit DLLs that you have bought,
developed, or simply used is exactly the same. The developer must change all
16-bit DLL Declare calls in solution code to 32-bit calls. This requires creating a
32-bit version of the DLL (at least) and possibly changing the Declare statement
(in Microsoft Excel 4.0 macros, the Register function).

This also means a separate DLL must exist for both the 16-bit application and the
32-bit application. For file management, the name of the 32-bit DLL should
include “32” at the end. The developer must recompile the DLL as a 32-bit
Ansi.dil. The parameters passed to the DLL must use the stdcall-passing protocol
to talk to 32-bit Visual Basic for applications, instead of the PASCAL-passing
protocol used with 16-bit Windows. Place the calls for the 16-bit and 32-bit
versions of the DLL in a wrapper similar to the API wrapper described previously.

For information about recompiling applications, see Chapter 1, “Porting 16-bit
Code to 32-bit Windows,” in Programming Techniques from the Visual C++ 2.1
documentation in the Development Library, or see your C compiler
documentation.

Thunking

When you do not have the source code of a DLL, your solution is to use thunking
to port your solution to Windows 95. Thunking enables direct 16-bit and 32-bit
calls but requires much more work than simply changing the Windows API call.
If you cannot change or recompile the 16-bit DLL, you must write a new 32-bit
DLL wrapper to access the 16-bit DLL. The 32-bit application calls to this 32-bit
wrapper DLL, which then calls the original 16-bit DLL.

Thunking allows parameters to be pushed correctly on the stack, enables a DLL of
4 different bitness to load in your process, and converts memory addresses from
offset (32-bit) to segment::offset (16-bit). This means, however, there are some
issues even if you do the thunking work. For example, pointers to pointers 10
memory locations require additional work in 16-bit and 32-bit scenarios.
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There are different ways to thunk depending on your operating system.

Windows 95 and Windows NT thunk differently. For an overview of thunking
across the Windows platforms and pointers to more information about thunking,
see “Diving into the Requirements for the Windows 95 Logo” in the Development
Library.

Advanced Programming Topics

Most developers writing solution code know the C language, and the following
information is provided to assist them in using their knowledge of C to create
Declare statements for Visual Basic and Visual Basic for applications using the
tools they already have.

Working from C Declarations

Apart from the API location changing (from KERNEL to KERNEL32), the main
issue in moving from 16-bit API calls to 32-bit API calls is the change in the size
of parameter data types. Some background information may help you understand
what has changed and why. Windows 3.0 was designed for the Intel 80286 CPU,
where the hardware handles data two bytes at a time or in 16-bit words.

Windows 95 was designed for later CPUs, where the hardware can handle data
four bytes at a time or in 32-bit words. The following list shows how Visual Basic
represents an Integer versus how Windows represents an int:

= Integer and int are each two bytes in the 16-bit Windows operating system
and in 16-bit Microsoft Excel, Visual Basic, Microsoft Access, Word for
Windows, and Microsoft Project.

= Integer is two bytes in 32-bit Microsoft Excel, Visual Basic, Microsoft
Access, Word for Windows, and Microsoft Project, the same as in the 16-bit
versions of these products.

= int is four bytes in the 32-bit Windows operating systems, Windows 95, and
Windows NT.

To illustrate how this change of size can change a call, recall the fictional
MyAPICall API used earlier. The MyAPICall call needs the handle to the
application’s window (HWND), a string, a character, and an integer to be placed
on the stack. In C, the function would be:

int MyAPICall (HWND hwndForm, LPSTR l1pstrCaption, TCHAR tchAccKey,
w int iMagicNumber)

Each parameter has two parts: the data type (HWND, LPSTR, TCHAR, int) and
the field name (hwndForm, IpstrCaption, tchAccKey, iMagicNumber). Each
data type requires a specific number of bytes to represent it. Each field name has
some odd-looking characters as a prefix—these characters (known as Hungarian
notation) indicate the data type, such as int or Ipstr.
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Windows has many data types that API calls use as parameters. The following
table shows some of the more significant data types used by Windows 95 API
calls. Many Windows data types use the C data type of int. When int changed
from 16-bits to 32-bits, the related Windows data types also changed.

Windows 3.x; Windows for Win32s, Windows NT,

C data type Workgroups 3. (16-Bit) and Windows 95 (32-Bit)
unsigned int, UINT, int 2 bytes 4 bytes
short 2 bytes 2 bytes
long 4 bytes 4 bytes
char, CHAR 1 byte 1 byte
WORD 2 bytes 2 bytes
Handle 2 bytes 4 bytes
(hWnd, hDC, hMenu)

LPSTR 4 bytes 4 bytes
WCHAR 2 bytes 2 bytes
TCHAR 1 byte 1 or 2 bytes
(ANSI or Unicode)

POINT 4 bytes 8 bytes

Thus. converting our MyAPICall API call from C, the declarations for
MyAPICall using Visual Basic for applications, Access Basic, or WordBasic
would be as follows (formatted to make comparison easier):

'16 bits
Declare Function MyAPICall Lib "MYDLL.DLL"™ Alias "MyAPICall™ (
ByVal hwndForm As Integer,
ByVal 1pstrCaption As String,
ByVal hAccKey As String,
ByVal iMagicNumber As Integer
) As Integer
'32 bits
Declare Function MyAPICall Lib "MYDLL32.DLL" Alias "MyAPICall" (
ByVal hwndForm As Long,
ByVal TpstrCaption As String,
ByVal hAccKey As String,
ByVal iMagicNumber As Long
) As Long

A final tool you may find useful is the following table that maps C language
declaration data types to their Visual Basic equivalents.
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Visual Basic equivalent

377

Call with

Boolean
Pointer to a string (LPSTR)
Pointer to an integer (LPINT)

Pointer to a long integer
(LPDWORD)

Pointer to a structure (for
example, LPRECT)

Integer (INT, UINT, WORD,
BOOL)

Handle (32 bit, HWND)
Long (DWORD, LONG)
Pointer to an array of integers

Pointer to a void (void*)

Void (function return value)
NULL
Char (TCHAR)

ByVal B As Boolean

By Val S As String

1 As Integer

L As Long

S As Rect

ByVal I As Integer

ByVal H As Long

ByVal L As Long

I as Integer

V As Any

Sub Procedure
As Any
ByVal Ch As String

Any Integer or Variant
variable

Any String or Variant
variable

Any Integer or Variant
variable

Any Long or Variant
variable

Any variable of that user-
defined type

Any Integer or Variant
variable

Any Long or Variant
variable

Any Long or Variant
variable

The first element of the
array, such as 1(0)

Any variable (use ByVal
when passing a string)

n/a
ByVal 0&

Any String or Variant
variable

Using the Win32 Programmer’s Reference

The two primary sources for Win32 API information are the Win32
Programmer’s Reference and a list of Microsoft-supplied Win32 Declare
statements for Visual Basic, such as Win32api.txt. The Development Library
contains a listing with explanations of the entire Win32 API set in the Win32
Programmer’s Reference. For more information about the Development Library,

see “Microsoft Developers Network,” in Appendix F.

Frequently Asked Questions

Automated answers to common questions, solutions to technical problems, and
tips are available at no cost, 24 hours a day, 7 days a week, by telephoning
Microsoft FastTips at (800) 936-4100. These tips change frequently to respond to

the most common issues.
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The Microsoft® Office for Windows® 95 Resource Kit Utilities

The enclosed CD contains a number of valuable software tools, converters, utilities, and sample
files that make it easier to plan for the transition to—as well as to install, troubleshoot, and
support—Microsoft Office for Windows 95. Included are:

Network Installation Wizard for customizing and automating the installation of Microsoft Office on a
network for groups of users.
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Migration Planning Wizard, which guides you through the process of planning deployment of Office
for Windows 95 using a Microsoft Project template and wizards.

Coexistence Tools that support coexistence among Office applications on the Macintosh® Windows

i

3.x, Windows NT," and Windows 95 platforms. For example, a version of the Find Fast utility that
runs on Windows NT is included.

Converters used to migrate files from other platforms and other versions of Office to be compatible
with Microsoft Office for Windows 95 applications.

System Management Server sample Package Definition Files for Office let you support client
workstations from a remote computer using Microsoft System Management Server.

WinDiff for comparing files and folders.
WinExtract for extracting files from DME formatted floppy disks.
Office Resource Kit Online, an edition of the entire resource kit with full text search capabilities.

Programmability Tools to assist you in developing your own Microsoft Office-based software solu-
tions. For example, a help file for Data Access Objects (DAO) coding.

Sample Windows 95 System Policy File, which allows remote configuration of a client machine after
installation.

Support Utilities to help you access support resources and perform your own troubleshooting.
A folder containing shortcuts to Microsoft Office support forums on MSN," the Microsoft online

service, is included, as is a troubleshooter for printing problems and a PSS KnowledgeBase help file.
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MICROSOFT® PROFESSIONAL EDITIO-IE,

Complete
Technical Information
for the Support Professional

The MICROSOFT® OFFICE FOR WINDOWS® 95 RESOURCE KIT provides you
with all of the information necessary to plan for and implement Microsoft Office
for Windows 95 in your organization. This book includes coverage of all the
Microsoft Office for Windows 95 Professional Edition applications, including
Microsoft Word 95, Microsoft Excel 95, Microsoft PowerPoint® 95, and Microsoft
Access 95. Details about how to install, configure, and support Microsoft Office
for Windows 95 will save you hours of time and will help ensure that you get the
most from your computing investment.

This exclusive Microsoft publication, written in cooperation with the Office for Windows 95 development
team, is the perfect technical companion for network administrators, support professionals, systems
integrators, consultants, advanced users, and other computer professionals. Whether you support
Office for Windows 95 within an organization or just want to know more about it, the MICROSOFT OFFICE
FOR WINDOWS 95 RESOURCE KIT is a valuable addition to your reference library.

Inside the MICROSOFT OFFICE FOR WINDOWS 95 RESOURCE KIiT, you'll find:

Office for Windows 95 Architecture—an overview of the structure of Office and its applications,
including details on components shared between applications.

Installing Office for Windows 95—details and tools needed to install Office for Windows 95, including
steps for choosing a strategy for installation, using the Network Installation Wizard to customize network
installations, and using Microsoft Systems Management Server to completely automate installation.

Upgrading to Office for Windows 95—techniques for upgrading users from previous versions to the
current version of Office for Windows 95, whether the organization is upgrading all users to Microsoft
Office at one time or only groups at a time.

Configuring for Optimal Performance—technical information for customizing and updating end users’
software and for tuning Office for Windows 95 for optimum performance.

Using Microsoft Office in a Workgroup—information to help MIS managers and technical support
personnel when their workgroups include multipte platforms and/or multiple versions of Office
applications.

Switching from Other Applications to Microsoft Office—detailed information for migrating users from
non-Microsoft Office applications to their Microsoft Office counterparts, such as from

WordPerfect® to Word, Lotus® 1-2-3® to Microsoft Excel, Harvard Graphics® to

PowerPoint, or dBASE® to Microsoft Access. Microsoft Office

Support and Troubleshooting—resources, utilities, and answers.
ISBN 1-55615-818-1

[Recommended]

90004
US.A. $49.95
UK .£4699 [V.A.T. included]
67. y
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