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2 Working with the Small Business Tools

Office 2000 includes a group of tools designed to help small businesses get more out of the

Office suite of applications. The tools are included in all editions of Office 2000, and

they’re not just for small businesses—large businesses, home office workers, and individual

users will all find something useful in one or more of the following Small Business Tools

components:

· The Small Business Financial Manager

· The Business Planner

· The Direct Mail Manager

· The Small Business Customer Manager

As an experienced Excel user, you may find the Small Business Financial Manager tools to

be rather elementary—if you know how to construct a complex financial report, you probably

don’t need to use these wizards. But if you want to create something quickly or aren’t

sure how to approach using Excel to build something from scratch, you’ll probably find the

Small Business Financial Manager to be a helpful resource.

To access these components, click the Windows Start button, and choose Programs. From

the Programs list, select Microsoft Office Small Business Tools, and then view the submenu

and select the tool you want to use. The following sections provide a brief overview of each

tool, focusing on The Small Business Financial Manager, which is likely to be of most interest

to Excel users.

The Small Business Financial Manager

This tool adds a Financial Manager menu to your Excel menu bar, as shown in Figure 1,

although you also can access the program from the Start menu. The Financial Manager

menu offers a series of wizards to help you create reports and charts, and provides tools to

assist you in making business decisions based on your worksheet data.
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Figure 1.

If this menu doesn’t

show in your Excel

window, choose

Tools, Add-Ins, and

click the Small

Business Financial

Manager check box.

Using the Import Wizard

The Import Wizard enables you to build a new database based on the data you’ve built with

your accounting software. Select Import Wizard from the Financial Manager menu to start

the wizard, as shown in Figure 2.

3 The Small Business Financial Manager
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Figure 2.

Build a database for

use in creating

reports and using

your worksheets as

true analysis tools.
The wizard will help you to extract data from your accounting software, such as

QuickBooks or Microsoft Money. An Access database is created, although knowledge of

Access is not required to use the database.

After you enter your name and an optional password, the Financial Manager searches your

computer for accounting files. After the files are found, you can choose which data to

import, and the database is created. Figure 3 shows an accounting database listing accounting

categories.
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Figure 3.

Collate pertinent

accounting information

into one

database.

4 Working with the Small Business Tools

TIP: Even if you don’t have any accounting software on your computer, a generic database will

be created, with many database tables into which you can manually enter your own accounting information.

Working with the Report Wizard

The Report Wizard makes it easy to create a variety of standard accounting reports, such

as income statements, balance sheets, and trial balances. To activate the Report Wizard,

choose Financial Manager, Report Wizard to display the screen shown in Figure 4,

and then select the Report link to open the Create a Financial Report dialog box (see

Figure 5).
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Figure 4.

Click the Report

hypertext link to

activate the Report

Wizard.
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Figure 5.

Choose among seven

different reports and

click Next to proceed.

5 The Small Business Financial Manager

After you choose the type of report you want, the Financial Report Wizard asks you to

specify which variation you want to use. After you make your selection, a series of dialog

boxes asks for further information. For example, if you are creating a trial balance, you

would need to specify the date of the report, as shown in Figure 6.
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Figure 6.

Make your date selection

and click Finish

to create the report.

After you have specified all the relevant information, the Report Wizard completes the

report, based on your data, drawn from your accounting software files. (For a more complete

example, this appendix is using the Northwind Traders database that comes with

Office 2000. Their Trial Balance with Comparisons is shown in Figure 7.)
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Figure 7.

The finished report

contains your data in

all the right places,

along with text and

numeric formatting

to give the report a

polished, professional

look.

6 Working with the Small Business Tools

TIP: If you’re not sure how you might use the Small Business Financial Manager tools, try running

various reports with the Northwind Traders data—you’ll have real data to look at,

without spending time setting up your own information.

Using the Chart Wizard

Don’t confuse the Small Business Financial Manager Chart Wizard with Excel’s Chart

Wizard tool. This wizard offers only business-related charts and does the charting for you,

based on data you added to your database through the Import Wizard. The chart is created

in its own sheet, complete with very professional-looking formatting—chart colors, titles,

and so on. This quick charting is the major benefit of using this tool; if you’re pressed for

time and don’t want to take your accounting data into Excel to massage it into a chart, start

here instead—the time-consuming tasks are handled for you.

To run the Small Business Financial Manager Chart Wizard, choose Financial Manager,

Chart Wizard. Choose the type of chart you want from the Create a Financial Chart dialog

box (see Figure 8).
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Figure 8.

Choose from four

basic chart types.

In the Company Name box, select the database you want to use, and click Next. Depending

on the type of chart you selected, further questions and dialog box options may appear in the

next step. When you are finished responding to these prompts, click Next to choose a range

of dates for the chart (see Figure 9). Click Finish to create the chart (see Figure 10).

The chart can be copied and pasted into any other Excel worksheet, Word document, or

even a PowerPoint slide. If you want to edit the chart, you can use Excel’s editing tools to

reformat the chart’s appearance.

7 The Small Business Financial Manager
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Figure 9.

The starting and

ending dates dictate

the time over which

the financial trend

is tracked.
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Figure 10.

The Chart Wizard

selects the right kind

of chart for the type

of data being charted.

A line chart is

selected here to show

trends in cash flow

over time.

Selecting an Analysis Tool

The Small Business Financial Manager offers a tool for making decisions such as choosing

whether to buy or lease an item for your business. As with the other Small Business

Financial Manager tools, this wizard asks a series of questions in a series of dialog boxes. To

get the process rolling, choose Financial Manager, Select Analysis Tool to display the first

dialog box (see Figure 11). Select the tool you want to use. After you select the tool, the

Small Business Financial Manager requests more information about the process that will be

analyzed (see Figure 12).
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Figure 11.

Select the tool you

want to use.
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Figure 12.

Enter the detailed

specs for analyzing

your data.

Continue responding to dialog boxes and clicking Next as necessary. Then click Finish

when you’re ready to perform the analysis. The results appear on a formatted worksheet

(see Figure 13). Scroll through the report to view the various calculations, and use the

information to make your business decisions. You can copy and paste this worksheet into

any other Excel worksheet, as well as utilize the numbers and data within it as external

references in your other worksheets.

9 The Business Planner
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Figure 13.

Analysis reports are

an excellent source

of objective information

—seeing the

numbers on paper

can help you make an

objective financial

decision.

The Business Planner

Not all businesses have an actual business plan, but documentation of a plan for your business can be very useful when you’re starting out or when you’re going through normal

growth phases in the life of the business. The Small Business Tools package gives you a tool

for building a business plan, eliminating the need to know how such a plan is traditionally

structured. Simply enter the requested information, and let the Business Planner do the rest.

To use the Business Planner, follow these steps:

1. Choose Start, Programs, Microsoft Office Small Business Tools. From the resulting

submenu, choose Microsoft Business Planner.

2. The Business Planner window opens, displaying the Personal Interviewer Step 1. The

instructions tell you to scroll through the displayed text and answer questions about

you and your business.

3. Answer each of the questions. Some questions require you to choose one of several

options; others require you to type in text boxes (see Figure 14). After completing each

“step” page, continue to the next, until the Business Planner displays a new window,

as shown in Figure 15.
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Figure 14.

There’s a lot of text to

wade through, but

you’ll find much of

it to be helpful in

understanding

business plans.
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Figure 15.

Follow each page of

the Business Planner

for more information

and to answer

questions.

4. Click the Business Plan Wizard hyperlink. The resulting window contains a series of

hyperlinks (see Figure 16). Click the History and Position to Date link to start, and

read the first article; then click the right-pointing arrow in the toolbar to proceed (see

Figure 17). It’s a good idea to read them all, clicking the arrow button to move through

the articles one by one.

11 The Business Planner
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Figure 16.

See the list of topic

areas on which you

can read informative

articles.
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Figure 17.

Move through the

articles by clicking the

right-pointing arrow.

5. At Step 8 of 15, you are asked to name your business plan document. Enter a name and

click Save. The step continues by asking you to type or select answers to a series of

questions. After responding to all of the questions, click the arrow button to proceed.

6. At Step 10, questions regarding your Management Team are presented (see Figure 18).

Type your responses and move on to Step 11.

12 Working with the Small Business Tools
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Figure 18.

Describe your management

team. If your

business is very small,

this might be just you.

7. Articles appear in Steps 11 through 15, at which point you are given a final set of questions

regarding your products and services. Enter your responses and click the arrow to

proceed.

8. An Action Plan page appears, providing links to more articles and some Web pages

with information that may be helpful to you in growing your business. Click any links

that interest you (see Figure 19).
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Figure 19.

If you still want to

know more about

business plans, check

these internal links

and Web sites.

13 The Direct Mail Manager

9. Click the Business Plan Outlines button and choose My Outline. An outline based on

your entries to the questions posed throughout the previous steps will appear (see

Figure 20).
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Figure 20.

View the results of

your Business Planner

labors in the form

of an outline.

10. Replace the instructional sample text in the outline with your own text. After completing

and customizing the outline, you can save and print it as you would any Word document.

Your Business Plan can be used in a variety of ways—as part of a package you supply to the

bank or investors, or simply as a reference for yourself to keep things on track. As your

business grows and changes, run through the Business Planner again and see how the

resulting outline changes to reflect your new answers.

The Direct Mail Manager

If your business does a lot of direct mail, you may find this Small Business Tools component

to be very useful. The Direct Mail Manager performs the following tasks:

· Imports your address list. If you’ve already built an address list in another program, you can access it through the Direct Mail Manager.

· Verifies addresses. The Direct Mail Manager checks for and inserts missing zip codes, checks spelling, and gets rid of duplicate addresses. The verification process saves time and supplies by eliminating incorrect addresses and redundant mailings.
14 Working with the Small Business Tools

· Prints envelopes, labels, and postcards. The Direct Mail Manager incorporates U.S. Postal Service guidelines to make sure that the output meets federal requirements.

· Saves the updated database. Don’t risk forgetting to save the imported and corrected records for your next mailing.

The Direct Mail Manager performs these tasks through a wizard, as shown in Figure 21.
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Figure 21.

Import, verify, print,

and save your direct

mail database with

the Direct Mail

Manager.

To access the wizard, start the Direct Mail Manager by following these steps:

1. Choose Start, Programs, Microsoft Office Small Business Tools, Microsoft Direct Mail

Manager.

2. After viewing the list of tasks that the Direct Mail Manager will perform, click Next to

get started.

3. Tell the Direct Mail Manager where to find your address list. Click the Browse button

to navigate to the folder that contains the list, and specify the path and filename. If

your address list is stored in Outlook, click the Outlook Folder option and select the

folder (see Figure 22).

4. Click Next to proceed to the next step, where the Direct Mail Manager verifies the

accuracy of your list and makes sure that all your records are unique.

5. After verification, click Next to move on to the printing step. In the Print dialog box,

choose the type of printed output you want for your mailing (see Figure 23).

6. Click Next and specify the options for saving your database.

7. Click Next to create a form letter using Word or Publisher, or you can opt to skip this

step entirely (perhaps you already have the letter or you’re mailing a flyer). Make your

selection and click Next.

8. If you chose to create the form letter, the Direct Mail Manager asks you to name your

document. After doing so, click the Create button to build the letter.

15 The Direct Mail Manager
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Figure 22.

Select the Personal

Folder that contains

the contacts you’ve

entered through

Outlook.
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Figure 23.

Print the envelopes,

labels, or postcards

you’ll be using for

your direct mailing.
9. Choose the Letter Wizard from the Select a Mail Merge Template, and follow the wizard’s

steps to create the letter.

After the letter is created, you can place the letters in your Direct Mail Manager-created

envelopes and get the mailing out to your customers and prospects. The Direct Mail

Manager can be run each time you do a mailing, or just periodically as a means to verify the

accuracy of your database.

Tip: For the Direct Mail Manager to verify addresses, it must connect to the Internet and check

databases there. If you’d rather skip this step, click the Options button in the lower-left

corner of the wizard dialog box and remove the check mark next to Run Address

Verification. The verification step will be skipped and you’ll proceed to the print stage.
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The Small Business Customer Manager

You don’t need to know how to use database software to query your list of contacts for specific records. For example, if you need to see only contacts in New Jersey, the Small

Business Customer Manager will help you find them. In addition, the Small Business

Customer Manager can be used to pull contact information from popular accounting applications such as PeachTree, MYOB, or QuickBooks, or you can use your Outlook Contacts folder.

To access the Small Business Customer Manager, choose Start, Programs, Microsoft Office

Small Business Tools, Microsoft Small Business Customer Manager. You are asked to select

a database to use for your contacts (see Figure 24). You can select one of the listed databases or click the Browse button to locate the file.
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Figure 24.

Choose the database

you want to view

and/or edit.

Click OK to close the Microsoft Customer Manager dialog box and open the Small

Business Customer Manager main program. A dialog box opens, asking for your personal

information—name, company name, and so forth. Fill this out and click OK to proceed.

The Small Business Customer Manager opens, displaying the selected database (see

Figure 25).

The Small Business Customer Manager offers a full set of tools for selecting specific records

from within the database, in the form of a menu bar, toolbar, and list boxes designed for use

with your particular database.

You can insert, edit, and delete records from within the database, and save your changes

before exiting. You can also save your database with a new filename, creating a new version

of the database file. The database can be used for direct mailings and reports through any

of the Office applications, such as Word or Excel.
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ana Trujla Ouner Ana Trujilo Emparedadas y helacks _ Mexica (5)555-4728
Anabela Doingues Sales Representative _ Famiia Arqubaldo E (1) 5552167
Anch Fonseca Sales Assodiate Maison Dewey E (11) 5559482
A Deven Sales Agent Alfreds Futterkiste K (171) 5550297
Anrette Roulet Sales Manager Bottom-Dollar Markets France, 61.77.61.10
Antorio Morena Ourer Berglunds snabbkop Meico (5)555-3932
Aria Crz Marketing Assistart _ Berglunds snabbkép £ (11) 55-3857
At Braunschweiger Sales Manager Berglunds snabbkop wy (307) 555-4680
Bernardo Batista Accounting Manager  Cactus Comidas pars levar R (21) 555-4252
Carine Schmitt Marketing Mansger _ Ert Handel France, an3z2121
Carlos Ganzdlez Accounting Manager  FISSA Fabrica Iter, Salchichas 5.4, Lara (9)331-6354
Carlos Hernéndez Sales Representative _ Welington Inportadora Tachira (5)555-1340
Catherine Dewey Sales Agent Mere Pallarde Belgum (02) 201 2467
Chistina Berglund Order Adminisrator _ Bottom-Dollr Markets Sweden 0521-1234 65
Dariel Tarini Sales Representative _ Hlondel pére et fis France. 30.59.64.10
Diego Rosl Accounting Manager  Blondel pére et fs Spain (91) 555 94 44
Dorinique Pertier Marketing Mansger  Ana Trujllo Emparedados  helados France. (1)47.55.60.10
Eduardo Saavedra Marketing Manager _ Lonesame Pine Restarant Spain (93) 203 4560
Elzabeth Eronn Sales Representative  Wartian Herklu K (171) 5552282
Elzabeth Lincon Accounting Manager  FISSA Fabrica Iter, Salchichas 5.4, BC (604) 555-4728
Felpe laquierdy Ourer Lanesome Pine Restaurant Nueva Esparta (8)34-56-12
Fran Wison Sales Manager Magazzin AlmentariRiuniti or (503) 555-9573
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Figure 25.

Click the Narrow Your

Choice and Action list

boxes to view only

those records that

match your criteria.
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Use the Ascending and Descending Sort buttons


to change the order of your listed records.





Click the Find button to


search for a specific


record based on key text.
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