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Introduction

Based on actual customer experiences, this chapter contains some of the technical aspects of Office 2000 deployment and deployment planning.  This is a work in progress and will be updated as information becomes available.

Upgrading from Microsoft( Office version 4.x to Office 2000 can represent a dramatic shift for both users and administrators. There are numerous product enhancements, and a host of new user and administrator focused features. Many common Office automation solutions and line of business applications need to be migrated to Office 2000’s 32-bit environment to take advantage of these enhancements.

In Focus

Enterprise

KNA Global is a large, multinational organization with 12,000 desktops and major sites in three countries. This includes a field sales force of 1,200 and multiple subsidiaries located throughout the world. KNA Global is a leading producer of industrial resins. 

Network/Applications

KNA Global is currently migrating from NetWare 4.x to the Microsoft Windows NT( 4.0 operating system. They utilize Microsoft Exchange Server 5.5 for enterprise messaging and collaboration, and Systems Management Server 1.2 for desktop management and software deployment. KNA uses Windows( 95A on the desktop, along with Office 4.x and Internet Explorer 3.01. 

Challenge

A pending merger with XYZ Composites required that KNA Global enable users to seamlessly exchange documents with each other. The merger also required that they deploy the Microsoft Outlook( messaging and collaboration client for electronic mail and calendaring. KNA had to upgrade its users from Office 4.x, Exchange, Schedule+ and Internet Explorer 3.01, to Office 2000 with Internet Explorer 5.

Solution

KNA Global met the migration challenge by analyzing their environment, testing applications, and understanding changes in file formats, Macro programming, and group scheduling before deploying Office 2000.

Overview

KNA Global, a multinational producer of resin compounds, is merging with XYZ Composites to form the world’s second largest producer of resins. While XYZ Composites is running Office 97 with Outlook 98, KNA currently has Office 4.x deployed with the Exchange 4.0 client and Schedule+. 

KNA Global has 12,000 users in three countries with subsidiaries across the globe. On the desktop, KNA has standardized on Windows 95 for all desktops and laptops. KNA has a highly mobile work force with 38% of all computers being laptops. A server side migration from NetWare 4.x to Windows NT Server 4.0 is underway. All user home shares will be located on Windows NT servers and Profiles will be enabled to allow user settings to travel with the user.

The merger will occur in phases with the first and most important phase involving the highest level of executives, senior management, legal personnel, and administrative assistants. This first group has been designated as Tier 1. To successfully merge, all Tier 1 users must be upgraded to Office 2000 in time to begin working together with XYZ Composites by the effective merger date.

To facilitate a successful merger, KNA Global must enable their users to fully interoperate with XYZ Composites. This interaction includes the ability to share documents and exchange electronic mail and calendar data with XYZ Composites.

Overall Project Goal
The goal of the Office 2000 Deployment Project is to build a standard operating environment for all Office components and drive the deployment to all of KNA’s desktops around the world. The KNA Office 2000 configuration will consist of the core Office applications along with Outlook 2000 and Internet Explorer 5.0.

After the critical Tier 1 users have been upgraded, the project vision will be to:

· Increase Office integration with the Web and the enterprise – KNA will leverage the features of Office 2000 to extend communications to include Web publishing, and real-time or ad-hoc document collaboration and analysis using the Web.

· Simplify the user experience – KNA will enable users to be more productive by leveraging Office 2000’s better natural language support and adaptable user interface. 

· Significantly reduce the cost of ownership – KNA will enable network administrators to centrally control and configure Office 2000 and to ease the deployment and migration effort while helping reduce end-user support costs.

Timeline

To meet the aggressive timeframe for the planned merger, KNA must move quickly to upgrade the designated Tier 1 employees first. To be successful, all 600 members of the Tier 1 group must be upgraded to Office 2000 by the effective date of the merger.

To meet the challenge of the Tier 1 deployment deadline, KNA will:

· Conduct a preliminary Go/No Go testing phase –This will serve to quickly validate that Office 2000 is able to run under KNA’s current desktop standard configuration (Windows 95A with Office 4.x, the Exchange Client, and Internet Explorer 3.01). Additional testing will be performed on laptop configurations to ensure that normal off-line functionality is retained or enhanced.

· Global Project Team identification – Each country must have a project leader and technical leads for this project. A central core team will coordinate the project with the regional teams and all functional teams. To facilitate a good working relationship, the team will meet monthly for face-to-face meetings and have weekly conference calls for project status.

Secure project funding and support – Once the Go decision is made (ensuring basic technical compliance), a full proposal will be delivered to KNA’s IT Leadership Council (executive level committee) to secure funding for consulting assistance, Office 2000 license cost, training, helpdesk, and the full deployment to all users (beyond the Tier 1 group).

Managing Risk

With any large IT project, managing risk is a central concern. As KNA Global upgrades to Office 2000, several key risk factors must be identified, stated, and mitigated. These key factors include:

· Basic supportability of Office 2000 in KNA’s standard desktop environment

· File format differences between Office 4.x and Office 2000 (including document conversion issues)

· Functional differences between using the Exchange Client with Schedule+, and using Outlook 2000

· Existing WordBasic and Microsoft Excel XLM macros running under Office 2000

· Existing Office-based line of business applications running under Office 2000

· Internet and Electronic Mail enabled applications (created via the Exchange Electronic Forms Designer) running under Outlook 2000

Additional information about conversions can be found at the Office developer Web site: http://www.microsoft.com/officedev/index/upgrade.htm
Explanations of how KNA addressed these issues are presented in greater detail later in this chapter.

Deployment Methodology

After the critical Tier 1 members have been upgraded, KNA Global will then focus on upgrading the remaining user base in a systematic workgroup-by-workgroup method that will eventually result in all users running Office 2000 and Internet Explorer 5.

The KNA Global IT group will coordinate with their outsourcing partner to schedule and plan all production user upgrades after the merger is effective.

Due to the phased approach, KNA Global will be able to ensure that remaining Office 4.x users have access to the Office viewers and converters. To reduce deployment costs, Systems Management Server 1.2 will be utilized to schedule and ‘push’ these utilities out.

Beyond the technical aspects of deployment, it is essential that KNA actually ‘market’ the Office 2000 deployment as something exciting and of great benefit to their users. This effort covers several different areas:

Publicity 

Prior to upgrading users, KNA worked with an external organization to create a ‘branded’ style promotional campaign to raise awareness of the project. KNA used the name ‘Desktop 2000’ to designate the Office 2000 deployment. This campaign included presentations, give-away novelty items, e-mail communications and colorful printed material.

Driving interest in Outlook

To entice users to use and recognize the benefits of Outlook, KNA Global utilized the ‘Outlook Today’ feature in Outlook 2000 to create a corporate ‘portal style’ entry point that all users see when they first start Outlook. This portal is a critical step in presenting Outlook as the core information management starting point. The Outlook Today feature enables users to see their current schedule, tasks, and Inbox along with other relevant corporate information such as links to public folders, intranet sites, and other useful resources.

Using the new Office features

Because Office 2000 has so many new or improved features, KNA Global contracted with their training provider to conduct regular ‘lunch and learn sessions’ on key Office features. Users were also provided with quick reference documents and the Microsoft Press( ‘Field Guide’ books.

Post Deployment

After a large percentage of users are up and running with Office 2000, KNA plans to use the new Office and Internet Explorer features to deliver interactive media to the desktop for training, corporate news, and general presentations.

Why Office 2000?

On the surface, it would appear that Office 97 would be first choice for enabling KNA Global to become compatible with XYZ Composites. While an upgrade to Office 97 would have slightly less risk than an Office 2000 upgrade, the reward would also be considerably less. There are multiple considerations that position Office 2000 as a more attractive solution than Office 97.  

· File Formats – The Office 2000 standard file format is compatible with Office 97 and ensures that KNA employees will be able to exchange documents with their XYZ colleagues and other external organizations seamlessly. Outlook 2000 is compatible with the older Exchange client and Schedule+ and will enable KNA employees to interoperate via electronic mail and calendaring.

· Worldwide Executable – Rather than creating multiple configurations for all of the localized versions of Office 97, Office 2000 will enable KNA to deploy a single version of the Office applications ( such as Word 2000 ( with a single standard configuration. The Office 2000 Language Packs and Proofing Tools will enable both stationary and traveling users to create and edit documents in the language of their choice.

· Total Cost of Ownership (TCO) Issues – Office 2000 is based on Microsoft’s new Installer technology, which enables Office applications to ‘self-heal’ and ‘install-on-demand’. Additionally, Office 2000 provides enhanced System Policy templates that enable network administrators to specify and maintain virtually every Office feature. The inclusion of the Installer technology is important as KNA’s development staff intends to use the technology to implement in-house applications that are also able to perform ‘self-healing’.

· Hardware Requirements – KNA Global still has many older Intel 486 class computers with 16 megabytes of memory. While these workstations could technically run Office 2000, user satisfaction and productivity would not be at sufficient levels. Office 2000 offers a solution to this problem by being closely aligned with the Windows Terminal Server (WTS). WTS enables older 486 machines to serve a highly useful purpose as Office 2000 terminal stations. 

Note: 

The recent licensing change Microsoft has made to Terminal Server has a positive impact on sites that are still using Windows 9x and have not upgraded to Windows NT 4.0 Workstation.

· Lifecycle Considerations – KNA Global does not automatically adopt every new software release. Typically, KNA will only upgrade major components every three years due to the cost and the impact on users. Upgrading now to Office 2000 ensures that KNA will have a fully modern and highly functional Office environment in place at the start of the merger, and all the way through the merger’s planned three-year integration.

Office 2000 Upgrade: Project Phases 

The following table lists the basic phases that make up the Office 2000 upgrade process.

	Phase
	Description

	Vision/Scope Creation
	This phase envisions the objective and scope of the work to be completed. This phase is completed when the deliverables below are complete:

High-level project plan

Project Resources document

Team Roles and Responsibilities document

Project Structure document (defines how the team is organized, how the project will function and how issues and bugs will be tracked)

High-level Risk Assessment (states the top 10 risks and mitigation options associated with the project)

	Functional Specification
	This phase defines the look and feel of the intended configuration and details what is to be deployed and supported. This phase is completed when the deliverables below are complete:

· Functional Specification document (documents the complete Office custom install; the Internet Explorer and Outlook configuration, Language Support options, System Policy settings and all Office default actions and settings)

	Development
	In this phase, the actual code is developed based on the functional specification. This phase is completed when the deliverables below are complete:

· Select a server and share to deploy Office from 

· Perform an Administrative installation of Office by running setup /a

· Use the Office Profile Wizard to modify Office according to the functional specification

· Use the Office Custom Install Wizard to create a customized Office Transform file (.mst file)

· Create a system policy file (config.pol)

	Proof of Concept / Test
	In this phase, the Development effort is quickly tested under lab conditions and limited user testing. This phase is completed when the deliverables below are complete:

· Proof of Concept Lab creation

· Test Plans and Scripts creation

· Backout Process defined 

· Conduct Office 4.x Upgrades

· Document results and issues

	Pilot
	In this phase, the project faces the real world under actual production conditions. This phase is completed when the deliverables below are complete:

· Multi-national test group of users identified

· Deployment servers staged

· Logistics process defined (how to initiate the install)

· User Communications completed (Getting started guide)

· Support procedures identified

· User training options defined

	General Deployment
	In this phase, the project is deployed to the full KNA Global user community. This phase is completed when the deliverables below are complete:

· System Deployment Document

· Office converters and viewers deployed to non-targeted users (Office 4.x users)

· User feedback mechanism in place

· All targeted users have been upgraded


Assessing the Environment

Before upgrading to Office 2000, KNA Global had to first understand their current computing environment. KNA Global described this process as Discovery. The most important aspect of the discovery process is how it mitigates the risk associated with upgrading to Office 2000.

KNA approached this task by:

· Utilizing Desktop Management – KNA leveraged the inventory already captured by their desktop management system.. KNA Global utilizes SMS 1.2 and has reports that document the installed base by CPU type, installed memory, free disk space, and so on. The data is essential in determining if the bulk of KNA’s user base is capable of running Office 2000.

· Identifying Application Owners – To assess the risk of upgrading line of business applications, KNA identified members of their IT group as application owners (AOs). The AOs each had a given business unit (Finance, Sales, Executive) to support. Each AO populated a database with data on the applications in use for their assigned business unit. This data was then rolled up into a master table.

Detailed information on these steps is captured in the following sections.

Assessing Existing Hardware

KNA Global’s user base is comprised mostly of Pentium class or higher computers (both desktops and laptops) with a small percentage of older 486 machines.

KNA Global set the minimum requirement for Office 2000 as a Pentium class machine with at least 32 megabytes of memory and 200 megabytes of free disk space.

Users with 486 class machines were refreshed with the latest standard offering. All of the older 486 computers were collected for future use on a Terminal Server project.

Note:

While Office 2000 is designed and optimized to be run on the terminal server, special care must be taken to size the server accordingly to meet the expected demands of the targeted terminal users. Microsoft provides extensive information on this subject at http://www.microsoft.com/ntserver/terminalserver/ and via the TechNet subscription program.

Remote Usage Considerations

KNA Global currently utilizes Microsoft Exchange and Schedule+ to enable users to synchronize their mail and calendar data while off site. KNA requires that users first establish a connection to the corporate dial-up service before starting the application. When the user initiates the synchronization process, the mail and calendar data are stored on the laptop in the Username.ost file and the Username.scd file.

When upgrading to Office 2000, Outlook 2000 will import the Username.scd file into the Outlook calendar. The Exchange Username.ost file will be converted into the Outlook format and will no longer be accessible to Exchange.

Support for Roaming and Traveling Users

KNA Global’s standard desktop configuration already supports the Windows 95 profile. This was accomplished by setting the Windows 95 option to use profiles, as well as the option to ensure that the Windows NT user account profile has a server and share location specified to store the profile data. Unlike Windows NT, Windows 95 does not ‘roam’ the entire user desktop. KNA Global uses the Windows 95 profile to ensure that whatever computer a user logs onto, their standard settings are constant. These settings include the desktop style, shortcuts and icons, colors and any registry setting under the HKEY\Current User section.

Note:

Office 2000 significantly enhances the value of profiles by adding most user-specific settings into this roaming/traveling user profile area. This means that most user settings in Office will now follow users to any computers they use, or, in event of disk failures, to a replacement computer. All regions that currently do not enable roaming profiles are strongly encouraged to support this feature. 

To provide additional user convenience and to lower support costs, KNA Global has implemented the NewProf utility to automatically create an Exchange profile when a user attempts to start either Exchange or Schedule+. NewProf will first check to see if the user (identified via their logon name) has a current profile on the workstation. If a profile is found, Exchange or Schedule+ is started. If no profile for the user is found, NewProf will create a profile on the fly using pre-customized values for the Exchange server name. With no user intervention or impact, a profile is created and Exchange or Schedule+ is started.

With Office 2000, this basic level of functionality will remain with only minor changes required.

Assessing and Migrating the Current Application Environment

As mentioned in the overview portion of this document, upgrading the application environment is the largest project risk identified. To be successful, KNA Global must first identify and assess the application environment.

As described earlier, the Application Owners worked with the business units to populate a central database. This database had the following structure:

	Category
	Business Unit
	App Name/ Version
	Contact
	Status
	Date Tested
	Comments

	Business Critical
	Finance
	MonthEnder 2.03
	Richard Smith
	Pass
	1/22/99
	No errors found


The fields in this table are described below:

· Category – Either Mission Critical, Business Critical or other designation

· Business Unit – Specific business group that uses this application

· App Name – Name of the application

· Contact – Assigned IT Application Owner

· Status – Either Pass, Pass with errors, Pass with work-around or Fail

· Comments – General comments to provide more detail for cases such as ‘Pass with errors’

For each application listed in the table above, another record was created that assessed the individual application, and a corresponding entry was made in the table below:

	Business Group
	Application / Version
	Uses WordBasic
	Uses XLM Macros
	Uses MAPI
	Uses ODBC
	Web Based

	Finance
	MonthEnder 2.03
	No
	No
	Yes
	Yes
	No


This table records the application impact of each application. This is used to summarize all known applications into categories of mitigation. Each of the last four fields in this table have specific application migration issues that must be understood when upgrading to Office 2000.

For detailed information about switching from WordBasic, refer to http://www.microsoft.com/OfficeDev/articles/OPG/appb/appb.htm
For detailed information about how WordBasic is converted to Visual Basic( for Applications (VBA), refer to http://www.microsoft.com/worddev/articles/wbmigrat.htm
Assessing the Network

KNA Global has a solid network infrastructure that is rapidly moving away from a mix of IPX and TCP/IP to all TCP/IP. Most sites are currently on Token Ring with plans in place for a gradual conversion to Ethernet. Most sites are connected via 64k leased lines to regional hubs at the two corporate data centers.

During the deployment of KNA Global’s standard desktop initiative, Windows NT System Policies were developed according to the desktop functional specification and deployed to domain controllers. These system policies serve to restrict and define the user’s environment according to group membership. The Office 2000 project will leverage this infrastructure to enable greater control of the Office 2000, Outlook, and Internet Explorer applications.

Note:

When using System Policies for Office 2000, the Policy Editor program from the Office Resource Kit must be used. This is a newer version of the policy editor with added enhancements for Office 2000. It is fully backward compatible with prior versions.

Office 2000 places a special emphasis on the network with the new ‘Install on Demand’ and ‘Self Repair’ features. While these features will help to reduce support costs and increase application availability, proper planning must occur behind the scenes before Office 2000 is deployed.

KNA Global has accounted for these features and requirements in their design specification. KNA Global requires that all user data is stored on designated home shares. The logon script maps a drive back to the server share, and Office is customized to use this location as the default when opening and saving data.

Operating System Considerations

KNA Global’s standard desktop implementation is based on Windows 95, with small pockets of specialized users running Windows NT 4.0. Office 2000 requires a 32-bit Windows operating system and is compatible with Windows 95, Windows 98 and Windows NT 4.0 (Installation on Windows NT Workstation requires Service Pack 3. Service Pack 4 is required to support Office Server Extensions and NetMeeting( conferencing software).

To enable support for additional Office self-healing features, The Internet Explorer Active Desktop feature must be installed prior to the installation of Office 2000. This can be accomplished by either installing Internet Explorer 4.01 prior to the Office 2000/Internet Explorer 5 installation or by installing Internet Explorer 5, re-booting the machine and then installing Office 2000.

If the Active Desktop( interface is not installed prior to installing Office 2000 the following functionality is diminished:

· Office 2000 Icon Shortcuts do not ‘Detect and Repair – This means that if the user deletes the Word icon, merely re-starting Word or selecting Detect and Repair will not re-install the icon. Running the Office 2000 maintenance program, which will discover and repair the missing icons, can quickly restore the icon.

· Detection and repair of Office system file (.DLL) deletion. Again, these files will be restored by running the maintenance program.

· Certain Office 2000 Install on Demand features will not function without the Active Desktop enabled.

Office file format compatibility

The first challenge facing KNA Global in moving to Office 2000 from Office 4.x is basic file format differences. Office 2000 uses a file format for all applications that is different from the Office 4.x format. This means that KNA’s Office 4.x users will not be able to read Office 2000 Word, Excel and PowerPoint( documents without some type of conversion or viewer utility. With the exception of Microsoft Access (Access requires a file format change to implement Unicode functionality), the Office 2000 file format is compatible with the Office 97 format. Office 2000 uses the same binary format as Office 97. Office 97 users can seamlessly share Office documents with Office 2000 users without the need for converters or viewers.

Note:

Even with the supplied converters and viewers, certain formatting and document features implemented in Office 2000 will remain unsupported in previous Office versions. Office 2000 prompts the user when saving to older formats that certain features will not be supported. Please refer to the Appendix for a complete description of these issues.

KNA Global implemented the following standards for file format compatibility:

· During the phased upgrade to Office 2000, KNA ensured that the remaining Office 4.x users had access to viewers or converters for Office 2000 Documents (The Office 2000 Resource Kit includes the Office Conversion Pack. The Conversion Pack is a single install that can be applied to Office 4.x machines to give them all of the required viewers and converters.) 

· KNA Global utilized Systems Management Server 1.2 to automatically ‘push’ the viewers and converters out to targeted users without requiring any user intervention.

· Access 2000 users should open but not convert Access 2.0 applications. 

· KNA Global considered the additional option that Office 2000 offers that enables saving documents in a dual format that can be read by Office 4.x users. This option guarantees compatibility, but it will increase file sizes and the amount of time required to save documents.

· Coexistence Support – If required, Administrators can use the Custom Install Wizard (CIW) tool to specify that Office 2000 leave specific versions of prior Office 4.x applications installed.

· KNA Global contracted a Microsoft Solution Provider partner to focus on document conversion issues.

Using Converters, Viewers and Different File Formats

The converter can be used with Word documents.

· Benefits — All Word users can open, edit and save the documents. Sharing files through this converter provides the best results overall (as compared to having Office 2000 save the document in the older format).

· Limitations — Word 6.0 users must install the converter for Word 6.0 and cannot save documents in Word 2000 format. Also, password-protected Word 2000 documents cannot be opened (even when the password is known to the Word 6.0 user).

Note:

Word 2000 features and formatting that are not supported in Word 6.0 will be lost. 

There is no converter for Excel documents. The provided viewer should be used.

· Benefits — All Excel and non-Excel users can open, view and print workbooks.

· Limitations — Users of the Viewer cannot create or edit Excel workbooks, and the Viewer must be installed on all Excel 5.0 desktops.

The converter can be used with PowerPoint documents.

· Benefits — All PowerPoint users can open, edit and save the documents. 

· Limitations — PowerPoint 4.0 users must install the converter for PowerPoint 2000 and cannot save documents in PowerPoint 2000 format.

Note:

PowerPoint 2000 features and formatting that are not supported in PowerPoint 4.0 will be lost if the PowerPoint 4.0 user saves changes to the file.

Access 2000 users may ‘enable’ and run Access 2.0 applications without converting the file into the newer format.

· Benefits — Access 2000 users can still open and run applications created in Access 2.0.

· Limitations — To view, modify or add new objects, the database must be opened in the version of Microsoft Access in which it was created.

Recommendations

KNA Global decided to enable Office 2000 users to save documents in their native format. This decision ensures that documents are saved quickly to the user home shares. The administrator can utilize Windows NT System Policies and the Office Profile Wizard to define and enforce a different default Save format for Word 2000 (such as the dual format option). Additional options include:

· When to use the default format – The default Office 2000 format is best for groups of users who mostly share documents within a workgroup and not with users on older versions. 

· When to use the dual format – The dual format (2000/97 and 95) creates a larger file but is a good option when the target audience is unknown.

· When to use the previous format – Saving Office 2000 in the 95 format reduces functionality but may be required when the target audience is primarily running Office 95 or 4.x.

· When to use the new HTML format – The new web format is a great addition to Office as documents can now be shared with users who do not have Office or the viewers installed.

Office Based Line-of-Business Applications

Applications that run on Office 4.x are designed for a 16-bit environment. Migrating these applications to Office 2000 introduces a 32-bit environment. The application impact is categorized below.

High Risk

The applications at higher risk for issues caused by upgrading are those using macros and shared components, and Internet and e-mail applications.

Macros

Using macros is the most pervasive method of creating custom Office applications. Many organizations currently utilize many macros created in Office 4.x WordBasic. When these macros are run under Office 2000, they are automatically converted to Visual Basic code and run. When successful, this conversion process is transparent to the user. 

Impact

Without first scanning and modifying existing WordBasic macros, many custom Office applications could fail when they are converted and run under Office 2000. Many failure points revolve around macros that assume a 16-bit operating environment and make specific calls that are not supported under the Visual Basic development system. See the Appendix for detailed information on WordBasic issues.

Mitigation

Many WordBasic macros may only need simple changes. Any changes to existing macros will require that Office 2000 users run these applications from a different location if Office 4.x users will continue to utilize them. 

Shared Components

The second most pervasive method of creating Office add-on applications is using shared components such as ODBC, Data Access Components and MAPI.

Impact

When Office 2000 upgrades shared components, existing 16-bit Office add-ons may fail to run or only partially operate.

Mitigation

To fully assess the impact, it is important to document the existing environment. Each Office add-in application that installs a DLL should be documented. Extensive testing will be required to assess the impact within the organization’s environment.

E-mail and Internet

Office 2000 will include both Outlook 2000 and Internet Explorer 5.0. Applications built with Exchange can pose some issues, while Internet applications created with earlier versions of Internet Explorer will not be problematic to upgrade.

Impact

Outlook 2000 can be configured to support applications that were created by using the Exchange 4.0 Electronic Forms Designer (EFD). However, if these applications utilize embedded code, additional testing will be required. Internet applications designed for Internet Explorer 3 are supported under Internet Explorer 5.

Mitigation

EFD applications that have been extended with embedded code should be tested for compliance when run under Office 2000.

Low Risk

There are also applications that in effect do not care whether they are being run in a 16-bit or 32-bit environment

OLE Automation and Dynamic Data Exchange 

All OLE and DDE code continues to work regardless of the application being 16 or 32-bit. OLE and DDE insulate automation calls.

Excel XLM Macros

In many cases, XLM macros will run unmodified under Excel 2000.

Recommendations

KNA Global first assessed the application environment and tasked the Application Owners with creating and populating the database of known applications. From this master list, KNA Global was able to identify the most critical application needs and target those applications for testing and possible re-coding.

As part of the general Office 2000 testing, KNA Global implemented a test lab that contained both desktops and laptops that represented a cross section of what was actually in use around the company. In addition to network connections, the lab was also outfitted with analog lines to simulate remote users.

After working through a basic test script on general Office 2000 functionality, the Application Owners worked on testing the Office line of business applications that they were responsible for. This testing consisted of installing and running the application and recording any errors or missing functionality. All tests and results were captured via an Outlook form that was stored in an Exchange Server Public Folder.

Word Macro-Based Applications

Office 2000 will automatically open and convert Word Basic Macros into Visual Basic for Applications (VBA) code. Some Word Basic Macro programming conventions are not supported (those dealing with operating system specific areas) in VBA. Any conversions that reference these calls will produce errors and will not run as desired.

Recommendations

When upgrading to Office 2000, it is important to classify, prioritize and rate the existing Word Basic macros in use. With the advent of the Web and the increased use of intranets, many organizations are moving department-wide functions that utilize macros (such as a business card ordering system) to function as a web-based component. The 80/20 rule must apply here: Word Basic macro modification should first be targeted to the macro applications that are used by the most people and support key business functions.

Many unsupported Word Basic calls have functionally equivalent VBA references. Prior to migration, Word Basic macros should be scanned (by searching the files for usage of known operating specific calls) and modified with the appropriate VBA replacement code. Testing will be required after the Word Basic macros have been modified. 

See the Appendix for more detailed information about Word Macro conversions.

Project Planning and Design 

Before deploying Office 2000, KNA Global spent a considerable amount of time thinking through the possible options and desired outcomes of the project. This kind of up-front planning process is even more critical when combined with rapid deployment requirements. The following sections describe this process.

Step 1 - Identifying Office Components and Configurations
In developing the Functional Specification, KNA Global built a table that listed every possible Office 2000 installation choice, the required setting selected by KNA, and a column that listed if the this change deviated from the default choice. Additionally, a column was added to document why a setting was different from the default.

Step 2 – Selecting the server and share for Office 2000

Before the KNA administrators could do anything with Office 2000, they first had to create a share on a server to store the Office data files. They selected a volume that had over 2GB of free space. 

Tip: This is a great time to think about the overall design and architecture of the Office 2000 project and visualize the post-deployment landscape. KNA Global utilized regional servers that were designed to house the Office administrative install. By designating these servers in the custom installation settings, Office is able to utilize multiple servers if additional components are required or if Office needs to replace a component after performing a Detect and Repair. Multiple server locations free users from having to know or care about the location from which they originally installed Office.

Step 3 – Administrative Install

In order to begin testing the Office automated install process, they had to install Office to the share specified in step 2 above. This was accomplished by running setup.exe /a from the Office 2000 distribution media and directing Office to use the share location created earlier. 

Note:

This step is critical for a large organization as it ‘stamps’ each install with the company name and product license number.

Step 4 – Installing the tools

After step 3 has completed, the administrator must install the Office Resource Kit (ORK) from the distribution media. The ORK provides key tools and utilities such as the Custom Install Wizard (CIW), the Office Profile Wizard (OPW), the Office Removal Wizard (ORW) and a host of other essential tools. 

Note:

The ORK will also install the Internet Explorer Administration Kit (IEAK) tool, which is used to create a customized build of Internet Explorer 5.

Step 5 – Creating the Transform 

Using the functional specification as a guide, run the CIW and:

· Use the install.msi from the designated share location where the SETUP /A was installed to

· Create a new Transform file

· Set all Office configuration choices as specified in the functional specification

· Configure other settings as required (including the names of other servers where Office has been installed via the SETUP /A command)

· Save your new transform file to the server

· Modify the Setup.Ini file to include the name of your transform and any command line settings (such as a silent install)

Step 6 – Testing the installation

From a test machine running Office 4.x, connect to the Office 2000 share and run setup.exe. The step should reference your customized setup.ini file and begin installation of your customized Office 2000 and Internet Explorer 5 package.

Depending on the settings selected, Office and Internet Explorer 5 will require approximately 30 minutes to install and restart at the end of the process. The first restart after the initial installation will take longer as Office registers the new installation.

Next Steps

After KNA Global completed the steps in the previous section, they had a fully functional Office 2000 administrative share, a customized Office Transform file, and a draft functional specification document. This configuration is great for learning how Office 2000 works, but is really only the beginning in addressing a large deployment of Office 2000. The steps below are needed to move from the ‘lab’ stage to preparing for a pilot deployment:

· Target the intended Pilot users – These should be users who are resilient to change and who will provide feedback.

· Define how Office will be installed – KNA Global considered many options before deciding to use Systems Management Server for this task. Early test installs were actually ‘user driven’ in that the user was sent e-mail with a link to a batch file that initiated the Office 2000 installation. While this method works, Systems Management Server was chosen for its ability to group installations by user type or group. Additionally, Systems Management Server provides reporting back to the administrator to record who actually received Office 2000. The Office Resource Kit includes pre-defined Systems Management Server Package Definition Files that KNA Global used.

· Create a welcome packet – All pilot users should receive a ‘Getting Started’ guide that talks about what Office 2000 is and what to expect after installation. Careful attention is needed on the subject of e-mail and schedule conversions from Exchange / Schedule+ to Outlook 2000. Make decisions now regarding the conversion process and the migration to using the Outlook calendar. Use the information in the appendix of this document to help guide your decision.

· Create a ‘Release Notes’ document – That explains how to replicate what you have done so that administrators in other regions can quickly come up to speed with Office 2000. KNA Global used this method to enable sites in England and Germany to support pilot deployments in those regions.

· Create scripted test plans – Use the scripted test plans as the ‘Price of Admission’ for receiving Office 2000. KNA Global ensured that the early adopters of Office 2000 were helping to compile data on Office compatibility and features. All members of IT who were upgraded to Office were provided with the test scripts and instructions on how to log the results.

· Use third party utility software to document the Office 2000 install – This is an important step as it creates the baseline for what you will be upgrading. This will provide you with a before and after ‘snapshot’ that defines every file and registry entry that is created, modified or deleted after the standard desktop (Office 4.x) has been upgraded to Office 2000. This is a great asset to line-of-business testing as some applications will be sensitive to newer DLLs or INI file modifications.

· Drive to complete the Functional Specification – No further development should occur until the functional specification has been reviewed and agreed to. Some examples of what the specifications will serve to define are:

· New Office Adaptive Menu System – Should this new Office feature be enabled or disabled? If disabled, the default full menu system will be used.

· Define Default Save Options – For phased implementations, some organizations may want the default save option to use the previous version or the dual version save option. 

Note:

Word 2000 also supports a setting that disables all of the newer Word 2000 features – This ensures that Word documents can be seamlessly shared with Office 97 users.

· Office Toolbar Support – Should this be enabled by default, not enabled or not installed?

· Languages support – Should all of the language support files be installed? This will require 10-18 additional megabytes of storage on each PC.

· Schedule+ to Outlook upgrade process – Should the conversion from Schedule+ to Outlook calendaring be automated? Or will the organization stay with Schedule+ until all users have been upgraded to Office 2000? 

Note: 

Conversion to Outlook calendaring will require upgrading all administrative assistants who are required to manage (write access) the calendars of other users.

· IEAK configuration – Define the standard for the Internet Explorer 5 installation and specify which Internet Explorer components will be installed. This should also include how the Internet Explorer automatic configuration settings will be defined and applied.

· Outlook configuration – Define the initial configuration of Outlook. This includes the Outlook today feature, the Outlook Bar feature, the Outlook Welcome e-mail that all new users receive and all mail and calendar settings.

· Office Profile Wizard – The organization must decide whether to preserve the existing Office 4.x user configuration settings, apply new Office 2000 settings or modify existing settings with a new standard. 

· Office System Policies – The Office Resource Kit includes a new Policy Editor program and a set of policy templates (ADM) files that enable most Office 2000 settings to be configured. System Policies are an excellent method to ensure that a given setting is maintained after Office has been deployed.

Other Office 2000 Deployment Considerations

Deploying Office 2000 presents opportunities to enhance Internet browsing, messaging, and scheduling. These opportunities should be evaluated when making decisions about how to deploy Office 2000. 

Internet Browsing

Office 2000 will ship with the released version of Internet Explorer 5.0. The administrator should use the Custom Install Wizard to specify how Internet Explorer is installed. Additionally, the administrator can use the Internet Explorer Administration Kit (IEAK) to create a fully customized ‘build’ of Internet Explorer that includes just the components and settings that are appropriate for the organization.

While it is not required that Internet Explorer 5 be used with Office 2000, Internet Explorer 5 will deliver the highest level of Office functionality and integration. Refer to the white paper "Extending Office 2000” on http://www.microsoft.com/office. 

Additionally, certain core Office components will have degraded functionality if Internet Explorer 5 is not used. One of these is the Office Self-Repair feature. Unless the Active Desktop components of Internet Explorer 4.01 has been installed prior to installing Office 2000 and Internet Explorer 5, Office 2000 will not be able to install shortcut icons that have the self-repair feature. This means that if a user deletes the Word icon shortcut from the Start Menu, running the Repair option can only restore the icon. 

Electronic Mail: Upgrading from the Exchange Client to Outlook 2000

In an environment where Outlook users (Outlook 97, 98 and 2000) must share information with Microsoft Exchange Client users, all users can exchange e-mail with each other. However, because many Outlook capabilities go beyond those of the Microsoft Exchange Client (Outlook is a single application that replaces the Exchange Client and Schedule+ and adds many new and collaborative features), Outlook users should be aware that co-workers using the Microsoft Exchange Client might not be able to view or use portions of the Outlook users' messaging information as another Outlook user would.

Exchanging Messages

In a mixed environment, Outlook users should be aware that co-workers who use the Microsoft Exchange Client can not take full advantage of many Outlook messaging features, including the following:

Enhanced standard message form

Microsoft Exchange Client users who view messages created in Outlook see the messages in the Microsoft Exchange Client standard message form; this form does not support the advanced features of the Outlook standard message form, such as message expiration. As a result, some of the information in the Outlook message may not be viewable to Microsoft Exchange Client users.

Extended message properties

When a Microsoft Exchange Client user opens an Outlook message, extended Outlook message properties, such as voting buttons, are ignored because Microsoft Exchange Client does not recognize them. This means that some messages created in Outlook may appear different to Microsoft Exchange Client users. However, Outlook recognizes all Microsoft Exchange Client message properties. 

Private items

When an Outlook user marks an item (such as an e-mail or calendar item) as "Private," other Outlook users cannot view the item. However, Microsoft Exchange Client users can view the item if they have been granted folder access privileges for the folder where the item is stored. Because Outlook folder-level privacy is absolute, the Outlook workaround for this functionality difference is to have Outlook users put private items in a separate folder which they do not share, or for which they have set restrictions.

Non-table views

Microsoft Exchange Client users can display Outlook table views—views that consist only of rows and columns—if the Convert to Exchange views check box is selected as part of folder properties for the Outlook folder. However, Microsoft Exchange Client cannot display Outlook non-table views (such as the day, week, and month views in the calendar) and card, icon, and timeline views. When Outlook and Microsoft Exchange Client users access the same set of public folders, Microsoft Exchange Client users cannot display any non-table views created by Outlook users.

Attachments

Outlook can open attachments or other objects within messages created by Microsoft Exchange Client users, and vice versa. Outlook and Microsoft Exchange Client users can also attach a message to another message. Outlook users can also attach other Outlook items (such as a contact) to their messages. However, Microsoft Exchange Client users receive the items as text-only attachments.

HTML-formatted mail messages

Outlook supports the ability to send mail that is formatted as HTML and also to create stationery by using HTML mail. However, Microsoft Exchange Client users cannot send mail formatted with HTML, and when they receive HTML messages, the messages are displayed as plain text without the original formatting. 

Using Public Folders

Outlook supports all the custom public folder view features of the Microsoft Exchange Server. In fact, Microsoft Exchange Server does not distinguish between Outlook and Microsoft Exchange Client when users open a public folder. For this reason, Outlook and Microsoft Exchange Client users can gain access to a common set of public folders. 

Other Messaging and Collaboration Features

Some interoperability differences between Outlook and the Microsoft Exchange Client features go beyond the basic capabilities of exchanging e-mail messages and using public folders. These additional feature differences include the following:

Rules

Microsoft Exchange Client has an interface to manage rules, called the Inbox Assistant. Outlook includes the Rules wizard, an enhanced rules user interface. The Outlook Rules wizard enables users to manage Inbox Assistant rules (server-side rules) in addition to their Outlook rules (client-side rules). The Rules wizard allows users to easily recreate (convert) Inbox Assistant rules into Outlook rules.

Each time the Rules wizard is started, it checks for active Inbox Assistant rules on the user's computer. If any exist, the Rules wizard gives the user the option to convert them automatically to Outlook rules. After an Inbox Assistant rule has been converted to an Outlook rule, users can modify it at any time using the Rules wizard. 

Note:

The Rules wizard is a built-in feature of Outlook and is not available with the Microsoft Exchange Client.

Forms

Outlook users can only use forms created using the Outlook forms design environment. Both Outlook and Microsoft Exchange Client users can use forms created using the Exchange Forms Designer (EFD). Forms implemented using Exchange Server HTML interfaces can be used by Outlook, but not by Microsoft Exchange Client. Developers should create forms using a tool that is appropriate for the mix of operating systems in their particular organization.  

Microsoft Exchange Server provides an alternative means of creating forms for use in collaborative applications. It does this by using Active Server Pages and the Microsoft Exchange Collaboration Data Objects (CDO) interface to script forms that are displayed as HTML in a Web browser. Outlook supports Microsoft Exchange Server HTML forms. These features provide Microsoft Exchange sites with an option for developing electronic forms that can be deployed across all operating systems.

Voting

With Outlook, users can easily create and send ballot messages to other Outlook users and track the voting responses automatically in Outlook. An Outlook user specifies the voting choices when creating the message, and then sends the message to other users. When recipients using Outlook receive a voting message, the selections they can vote on appear as buttons in the Outlook message—a recipient can vote with a simple mouse click. However, when Microsoft Exchange Client users receive voting messages from Outlook users, they receive only the text of the Subject line and the body of the voting message. No voting buttons are displayed.

Tasks

When an Outlook user delegates a task to a user who is running Microsoft Exchange Client, the recipient receives only an e-mail message that lists the task's description, start and end dates, and other information as text in the body of the message.

Scheduling

Outlook and Schedule+ offer interoperability for basic calendar and group scheduling capabilities. In a mixed environment consisting of Outlook and Schedule+, all users can exchange meeting request messages and share calendar free/busy status with each other. However, many Outlook capabilities go beyond those of Schedule+. Outlook users should be aware that their co-workers who are using Schedule+ might not be able to view or use some of the messaging or calendar information the same way as another Outlook user would. 

Note: 

When upgrading to Outlook, users have the option to substitute Microsoft Schedule+ for the Outlook calendar function to remain compatible with users who must continue to modify their calendar.

In a phased upgrade to Office 2000, users who are in the same workgroup should be upgraded to Outlook 2000 at the same time. If other users (such as administrative assistants) need to view and modify the upgraded users’ calendars, those users should also be upgraded to Outlook 2000 calendaring. An administrative assistant who has been upgraded to Outlook 2000 calendaring will still be able to modify the calendars of users running the Exchange Client.

Automatically Importing Schedule+ Data into Outlook 

When migrating Schedule+ users to Outlook, the administrator can configure the Office 2000 installation process to automatically import Schedule+ calendar data into Outlook.

This method requires the administrator to use the Office 2000 Custom Install Wizard to add a registry entry during the Outlook installation. This entry is listed below:

HKEY_CURRENT_USER\Software\Microsoft\Office\9.0\Outlook\Import

Value Name: ImportDetection

Value Type: DWORD

Value Data:


1 = Prompt user to import Schedule+ information

2 = Import Schedule+ information without prompting user

During the installation process, this entry is added to the registry on the user's computer. When Outlook 2000 is run for the first time, the following process occurs:

1. Outlook detects whether any Schedule+ data exists for the Exchange user's mailbox. If no schedule data is detected, then no further action is taken.

2. If Schedule+ data is detected, either the user is prompted to convert the data, or the data conversion process automatically starts (depending on the ImportDetection value). At this point, a copy of the user's schedule data is copied to Schedimp0.scd in the user's local TEMP directory.

3. The Schedimp0.scd file is imported to the user's Outlook mailbox. During this process, the user's Schedule+ contacts, appointments, and tasks are imported into the appropriate Outlook Contacts, Calendar, and Tasks folders. The user sees a status indicator during this stage of the import. 

Note:

Schedule+ permissions are not migrated. The user must manually configure the permissions on the Calendar folder to allow others access. By default, the Calendar folder has no permissions.

1. After the Schedule+ data has been imported, the ImportDetection key is deleted from the registry and the .scd file remains in the TEMP directory. This is useful for recovery if a problem arises during the import process.

2. After the user verifies that the data was imported correctly, the user can run Microsoft Outlook with the /CleanSchedPlus parameter to permanently delete the Schedule+ data in the mailbox.

Basic Group Scheduling Capabilities

For most organizations, two scheduling functionality areas are considered essential: 

· Exchanging meeting requests

· Viewing free/busy status 

Outlook and Schedule+ interoperate completely in both of these key areas.

Note:

Microsoft provides an Outlook driver for Schedule+ that allows Schedule+ users to open Outlook users' calendars (read-only) and view free/busy details; without this driver, users are unable to open the Outlook calendar.

Viewing Free/Busy Status

When users "publish" their free/busy status, other users can view the free/busy time blocks (but not necessarily their free/busy details) from within the Meeting Planner. With appropriate permission, Outlook and Schedule+ users can view each other's free/busy status (time blocks). 

In addition to designating free/busy status, Outlook users can designate "tentative" and "out of office" time blocks for specific appointments. When Outlook users view each other's calendars, they can identify the time blocks that are free, busy, tentative, or out of office. When Schedule+ users view an Outlook user's calendar in their Meeting Planners, time blocks designated by the Outlook user as tentative appear as free times to the Schedule+ users. However, time blocks designated by the Outlook user as out of office appear as busy times to Schedule+ users. 

Outlook differs slightly from Schedule+ in how it handles unpublished free/busy status. When Schedule+ users choose not to publish their free/busy status, other Schedule+ users—if they have at least Read-Only permission—can still view the users' free/busy status in their Meeting Planners. However, when Outlook users choose not to publish their free/busy status, other Outlook users—even those who have at least Read-Only permission—cannot view the users' free/busy status in their Meeting Planners. To view the users' unpublished free/busy status, Outlook users must view (open) the user's calendar, providing that they have appropriate permission. 

It is important to understand the distinction between free/busy status and free/busy details:

· Free/Busy Status. The time blocks during which the user is either available for a meeting or is busy. When users publish their free/busy status, other users can view the free/busy time blocks (but not necessarily their free/busy details) from within the Meeting Planner. 

· Free/Busy Details. The descriptions (details) of the appointments or activities a user has scheduled. Users who have been given at least Read-Only permission to another user's calendar can not only view (in the Meeting Planner) the time blocks representing when that user is free or busy, but they can also view the user's free/busy details.

Other Group Scheduling and Calendaring Features

The following sections describe differences that exist in how Outlook and Schedule+ interoperate. 

Opening Other Users' Calendars

Unless the Outlook driver for Schedule+ is installed, Schedule+ users cannot open an Outlook user's calendar. As a result, Schedule+ users cannot view free/busy details of an Outlook user's calendar. To install this driver, see "Outlook Driver for Microsoft Schedule+" in this chapter. There are 16-bit and 32-bit versions of this driver. Outlook users, on the other hand, can open Schedule+ calendars with appropriate permission, and can therefore view the Schedule+ user's free/busy details. 

Viewing Another User's Free/Busy Details

Outlook users on Microsoft Exchange Server can view the free/busy details of Schedule+ users who are also on Microsoft Exchange Server. Schedule+ users can view the free/busy details of Outlook users when all users are on Microsoft Exchange Server and the Outlook Driver for Microsoft Schedule+ has been installed.

Outlook users who have at least Read-Only permission to another user's calendar can see when that user is free or busy. Also, they can view the description (details) of that user's scheduled appointments and activities in the Meeting Planner. 

Delegating Access

Just as they can give others permission to read or modify their folders, users can designate other users to be their "delegates." As a delegate, a user can manage the owner's e-mail and schedule, as well as create, send, and reply to messages (including meeting and task requests) on the owner's behalf. For example, managers could give their assistants or teams access to their schedules so the assistants or team members can create messages, appointments, tasks, or other items for them.

A delegate relationship requires that both users run the same scheduling client. For example, Outlook users can be delegates only for other Outlook users. Outlook users who want to participate in delegate relationships with other Outlook users must keep all their primary folders (such as Calendar and Inbox) on the server instead of on their local computers. 

Schedule+ users can designate other users to be their "delegate owners." As a delegate owner, a user has all the capabilities of a delegate, and can also designate additional delegates for the owner's schedule. Like Schedule+ users, Outlook folder owners can enable their delegates to give other users the necessary permission for gaining access to the owner's folders. However, Outlook does not allow a delegate to designate additional delegates for the owner's folders. To designate a delegate in Outlook, you must be logged on as the folder (account) owner. 

Direct Booking

Outlook 2000 now supports the Direct Booking feature. Outlook 2000 supports direct booking of conference rooms, AV equipment and other shared resources. In an Exchange Server environment, Outlook 2000 will automatically book a shared resource when a user selects it (instead of sending the resource a meeting request), provided the user has the access privileges to book the resource. This means that it is no longer necessary to have a machine always running Outlook on behalf of a resource to accept meeting requests.

Tasks

Outlook gives users new task features that are not available in Schedule+. For example, Outlook provides additional views for task items, making it easier for users to manage tasks in a way that best suits their needs. Also, Outlook enables users to delegate tasks to other users. When an Outlook user delegates a task to another Outlook user, all the task's information (such as start date, end date, and status) is sent as a special task request message to the recipient, who can then add it to their own task list automatically. 

After Outlook is installed, users can import their Schedule+ task data at any time using the Outlook Import wizard. By default, Outlook imports Schedule+ task information into the Outlook Tasks folder. Users can choose to ignore or replace any duplicate entries encountered during the import process.

Contacts

Outlook provides a rich Contacts feature that helps users keep their business and personal contact information up-to-date. Although Schedule+ includes some contact features, many of the Outlook contact management enhancements, such as additional contact views, are not available in Schedule+.

The enhanced Contacts feature enables Outlook users to include e-mail addresses with their contacts. Outlook users can import all Schedule+ contacts, as well as contacts stored in Microsoft Exchange Client Personal Address Books (PABs). In addition, Outlook users can maintain Contacts as their personal e-mail address books; they no longer need to maintain individuals' names and e-mail addresses in two separate places.

After installing Outlook, users can import their Schedule+ contact data at any time using the Import And Export command on the Outlook File menu. By default, Outlook imports Schedule+ contact information into the Outlook Contacts folder. Users can choose to ignore or replace any duplicate entries encountered during the import process. The Outlook Import wizard also imports Microsoft Exchange Client PABs.

Outlook Driver for Microsoft Schedule+

With the Outlook driver for Schedule+, Schedule+ users can open an Outlook Calendar from Schedule+ and view Outlook free/busy details. The Schedule+ user must have at least Read-Only permission for the Outlook user's calendar. 

Note:

The Schedule+ user can only read the Outlook user's calendar, not add to it or edit it, regardless of the permissions granted by the Outlook user.

This driver works on 16-bit and 32-bit versions of Microsoft Schedule+. Both the Schedule+ and Outlook users must be running Microsoft Exchange Server. The 32-bit driver is available on the Microsoft Exchange Server 5.0 and 5.5 CDs; you can also download this driver from the Outlook Web site at http://www.microsoft.com/outlook/.

Recommendations

Upgrading from the Exchange client and Schedule+ to Outlook 2000 requires planning to ensure a smooth migration. The following recommendations will be helpful:

· Upgrade users in delegate relationships at the same time, regardless of their workgroups. Delegate relationships require that the members can open each other’s calendar information, and this is possible only if both use the same client and the same back-end.

· If possible, upgrade all members of a workgroup at the same time.

· Upgrade resource accounts, such as conference rooms, after upgrading the users who use those resources.

· During the Outlook upgrade, you must decide either to continue using the Schedule+ calendaring or to upgrade to Outlook calendaring. Outlook calendaring offers additional features (such as Outlook Today) and is an integrated part of Outlook. Continuing to use the Schedule+ calendar could cause user confusion, as Outlook will still display its own calendar module.   

Upgrade to Outlook Calendaring: This works best if all users who are still on Schedule+ and require read access to Outlook calendars have the Schedule+ driver installed. Also, any user who is required to modify an upgraded user’s calendar also can be upgraded to Outlook 2000.

Stay with Schedule+: This option should be used when Schedule+ users are required to modify the calendars of Outlook users and cannot be upgraded to Outlook 2000. This option forces everyone to continue using the old schedule format and the Schedule+ application. Additionally, this option will limit the range of features that would normally be available to Outlook 2000 users. This option should only be considered for short-term phased upgrades. After everyone has Outlook 2000 installed, users can begin using the native Outlook calendaring.

Make sure users do not delete their Schedule+ files until everyone is ready to migrate to Outlook for scheduling. Outlook cannot export its calendar data back to Schedule+ files, so if users delete those files they must be retrieved from backup copies, or the data for new meetings and appointments must be reentered manually into Schedule+.

Appendixes

Appendix A: Dependent Application Impact when Migrating to Office 2000

Application
Description of Dependency 
OLE/DDE
Applications that may exchange data with another application in Office. Applications may be included as an object or have an application suite object included in the data.
Add-on tools
Applications that provide added functionality to one or more Office applications. 

Macros
Applications that may be internally developed or purchased. This group of applications is the most difficult to identify and locate.
DLL Sharing
Shared DLLs provided by an application suite. Changing DLLs may cause other applications to operate incorrectly.
The introduction of 32-bit Windows operating systems brings 32-bit Office applications into common use. Many users are upgrading their Office files, macros and solutions to the 32-bit versions. This section assists you in porting solution code — that is, code written in the Excel macro language (XLM), WordBasic, Visual Basic for Applications, or Access Basic — to 32-bit versions of Office running on 32-bit operating systems.

Changes to your existing code are required if your 16-bit Office solutions (including those created for Access or Project) call 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 (including Access 97 or Project 97).

Porting your solution code is necessary because 16-bit API calls and 16-bit DLL calls (referred to in this section 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: Access, Excel, Project, and Word.

Note: 

If your 16-bit solutions continue to reside inside a 16-bit application, then they are not affected when you port them to 32-bit Windows. For example, existing 16-bit Office solutions, 16-bit Visual Basic, and 16-bit Microsoft FoxPro( applications, even if they call 16-bit APIs, run fine on Windows 9x or Windows NT operating systems. 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.

To ensure that Office-based solutions run successfully under the Windows 95 and Windows NT operating systems, solution providers and developers must follow this rule: 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 API or DLL calls. This inability to make calls back and forth between 16-bit and 32-bit layers occurs in both the Windows 9x and Windows NT operating systems because of their advanced flat-memory-model management systems, as well as the way in which they load DLLs.

To prepare for Office 2000, 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 function 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, the solution code runs on both 16-bit and 32-bit Office applications). This section discusses both of these tasks, as well as other 16-to-32-bit API issues you may need to handle.

Note:   

Although you must update API 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 continues 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 operating systems.

Appendix B: Word Basic Conversion Guide

The section below documents the VBA PrivateProfile Property which is used to replace instances of getProfilestring$ calls in WordBasic:

PrivateProfileString Property

Returns or sets a string in a settings file or the Windows registry. Read/write String.

Syntax

expression.PrivateProfileString(Filename, Section, Key)

expression   Required. An expression that returns a System object.

Filename   Required String. The file name for the settings file. If there's no path specified, the Windows folder is assumed. If you're using Windows 95, Windows 98, or Windows NT to return the value of a registry entry, Filename must be an empty string ("").

Section   Required String. The name of the section in the settings file that contains Key. In a Windows settings file, the section name appears between brackets before the associated keys (don't include the brackets with Section). If you're returning the value of an entry from the Windows registry, Section should be the complete path to the subkey, including the subtree (for example, "HKEY_CURRENT_USER\Software\Microsoft\Office\9.0\Word\Options").

Key   Required String. The key setting or registry entry value you want to retrieve. In a Windows settings file, the key name is followed by an equal sign (=) and the setting. If you're returning the value of an entry from the Windows registry, Key should be the name of an entry in the subkey specified by Section (for example, "STARTUP-PATH").

Remarks

You can write macros that use a settings file to store and retrieve settings. For example, you can store the name of the active document when you quit Word so that it can be reopened automatically the next time you start Word. A settings file is a text file with information arranged like the information in the Windows 3.x WIN.INI file.

PrivateProfileString Property Example

This example sets the current document name as the LastFile setting under the MacroSettings heading in Settings.txt.

System.PrivateProfileString("C:\Settings.txt", "MacroSettings", _

    "LastFile") = ActiveDocument.FullName
This example returns the LastFile setting from Settings.txt and then opens the document stored in LastFile.

LastFile = System.PrivateProfileString("C:\Settings.Txt", _

    "MacroSettings", "LastFile")

If LastFile <> "" Then Documents.Open FileName:=LastFile
This example displays the value of the EmailName entry from the Windows registry.

aName = System.PrivateProfileString("", _

    "HKEY_CURRENT_USER\Software\Microsoft\" _

    & "Windows\CurrentVersion\Internet Settings", "EmailName")

MsgBox aName
Appendix C: Knowledge Base Articles

The documents listed below are key references from the Microsoft Knowledge Base. To view the full text of these articles, go to http://support.microsoft.com, click Search Support in the toolbar, and search by specific article ID number.

	Article ID Number
	Subject

	Q98835
	Using SetProfileString Statement to Set Values in WIN.INI File

	Q120767 
	Porting 16-Bit WordBasic Macros to 32-Bit WordBasic Macros

	Q128944
	Handling Cross-Platform Differences in WordBasic


For more information: http://www.microsoft.com/office/ 
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