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Working Together  in the New World of 

Work  

Living in a connected world, many of the economic and intellectual barriers that once 
separated the worldôs businesses no longer exist. 

Free trade, growing labor markets, increased capital, and business and technology 
standards contribute to a worldwide information-based economy. People and businesses 
work together in ways never before possible. 

As local economies adapt to this new world of work, certain worldwide trends emerge. 
These trends define how your company conducts business and how you work with 
information and other people. 

One World of Business  

¶ Geographical and organizational boundaries are more open. People, products, and 
intellectual property move more freely between organizations and across national 
borders. 

¶ Open boundaries provide new opportunities for growth. 

¶ Taking advantage of these opportunities often requires the dispersement of workers 
to multiple cities, states, and countries. The number of workers who work away from 
the office or from a home office is increasing. 

¶ Dispersed colleagues, partners, and customers need an easy and effective way to 
share ideas and information. 

Always On, A lways Connected  

¶ The Internet and other worldwide networks, along with advancements in broadband 
technology, connect you to the people and information you need. 

¶ Constant connectivity comes with a constant flow of information, which increases 
demands on your time. 

¶ You must be able to prioritize and act on information to be successful.  

¶ Communication and collaboration technology must adapt to the number of people 
working together and the network connection they use. 

Transparent Organizations  

¶ Making an organization more transparent can put proprietary information at risk. 

¶ The opening of organizational information can build deeper relationships with 
partners and customers. 

¶ The opening of organizational processes can help identify processes that need to be 
improved. 

¶ Organizations must find the right balance between transparency and confidentiality. 

Microsoft® believes that successful businesses are a direct result of successful people. 
Businesses that empower you to overcome challenges are more likely to flourish in the 
new worldwide economy. 

By continuing to invest in people and the technology they need, businesses around the 
world can transform obstacles into advantages. The new world of work becomes a new 
world of opportunity. 
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Communication and Collaboration at 

Work  

Start with a simple computer power supply. The power supplyôs design was created by an 
inventor in Hong Kong. The internal parts for the power supply come from places all over 
the world. The finished product is assembled in factories in Shenzhen, China. The parent 
company is based in Shanghai, China.  

Sales representatives travel to visit customers in Brazil, Europe, and other countries. 
Some customers place orders for a slightly modified version of the original design, so 
sales must work with the original inventor and engineers to come up with a final design 
specification that meets the customersô needs.  

Operations must make sure that sufficient parts and supplies are in place to fill the orders 
in a specific amount of time. And all of these functions integrate seamlessly across a 
shared, standard technology infrastructure, allowing the computer power supply company 
to sell the units at a lower price than the competition, improving sales growth and 
profitability. 

To this company, operating and doing business in growth markets around the world 
means constantly trying to find new ways to streamline operations and improve 
productivity. To this end it must provide its employees with tools that enable them to sort 
through the ever-growing volumes of information that can help them make well-informed 
decisions quickly. 

Specific business needs include 

¶ Tracking projects ð including the status of tasks, key dates, and costs ð from a 
central location. 

¶ Collaborating more efficiently to create high-quality sales proposals. 

¶ Coordinating schedules between suppliers, sales, and operations. 

¶ Organizing meetings when attendees are in different geographical locations. 

¶ Communicating by means of a simple messaging solution that supports real-time 
communication. 

¶ Sharing design specifications and versioning in an online collaborative workspace.  

The  Foundation for Competitive Advant age  

This company and other companies in growth markets have taken advantage of the 
advances in communications and collaboration technologies using familiar products such 
as Microsoft Office and Microsoft Windows

®
 SharePointÊ Services to gain a competitive 

advantage. Collaboration is a key driver behind this success. A leading global research 
firm, Frost & Sullivan, provides strategic analysis of the effects of collaboration at work. 
According to a 2006 study by Frost & Sullivan, collaboration can have significant positive 
impacts on 

¶ Profitability, profit growth, and sales growth. 

¶ Customer satisfaction. 

¶ Employee satisfaction, productivity, and performance. 

¶ Product quality, product development, and innovation. 

In simple terms, companies that communicate and collaborate well perform better in 
every aspect. Those that donôt collaborate will not do nearly as well.  

Business Cultur e  and Working Together  

Collaboration through technology can empower individuals and organizations if it can be 
readily adopted within the existing cultural and social framework on which end users rely. 
In some cases, hierarchically structured businesses might not encourage communication 
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and collaboration. Even though that might be the case, companies that do foster a 
collaborative environment cultivate it from the top to the bottom of the organization, 
gaining an individual and organizational competitive advantage. 

Some other important considerations when talking about business culture and working 
together:  

Presence and being able to find and communicate with people in the organization when 
and where you want is a crucial part of being always on and always connected.    

Privacy is a strong consideration in many companies. Using the right tools and 
technology to share such things as calendars and schedules is especially important.  

Workflow and how information is going to be shared between managers and staff during 
the development process can have an impact on the success or failure of a project. What 
are the people, processes, and technology going across, up, and down the organization 
that will lead to the greatest probability of success for projects, sales proposals, 
presentations, and documents? 

Education is the tool that empowers information workers within an organization so that 
they can take advantage of technologies already in place. Many information workers 
know one application in an application suite very well, and the others not so well. 
According to a 2006 study conducted by global research and analysis firm IDC, the 
average information worker understands and uses 10 to 30 percent of the capabilities of 
the typical desktop application suite such as Microsoft Office. A lack of internal training 
can lead to 

¶ A loss in personal efficiency and a time loss for day-to-day work on an individual 
basis. 

¶ An increase in support center calls.  

¶ Unhappy workers, which can affect the overall employee retention rate. 

Personal productivity is an important value to the information worker. Enabling 
employees to improve productivity by using familiar programs means that they can spend 
more time doing what they do best: creating value for the company.  

Working together in a team environment is important to 70 percent of information 
workers and business executives, according to Frost & Sullivan. Collaboration tools can 
add to this experience and help push information across the organization, leading to 
greater overall productivity. 

Collaboration is critical to the success of organizations across the globe. The key is 
achieving the proper mix of collaborative technologies, a culture of openness, and a 
decentralized structure in the organization. It is this delicate blend of resources and 
investments in technology and people that provides companies a source of sustainable 
competitive advantage. 

Added Value  

Using technology for collaboration can extend what people can do in business: It can 
help organizations leverage existing strengths. Many small to midsized growth-market 
organizations already have the tools in place to collaborate by using technology. 
(According to IDC, a large percentage of small to midsized growth-market companies are 
using some sort of client/server architecture with Windows and Microsoft Office on the 
desktop.) So, what would be the business impact of exposing those tools and taking 
advantage of existing infrastructure?  

Collaboration that uses technology as an aid or an enhancement can lead to an increase 
in personal efficiency and can simplify how people work together. Ultimately, 
collaboration can have a positive effect for individualsô and team membersô sense of 
satisfaction in the work that they do, and thus can increase the possibility of greater 
revenues, profitability, and growth.  
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Where Do We Go from Here?  

For small to midsized organizations operating and doing business in growth markets, 
using technology as a tool for collaboration requires a strategic approach. Before 
implementing a solution, it is important to understand the organizationôs vision, strategy, 
and how technology is currently being used.  

Organizationôs Vision 
¶ What are the organizationôs goals, direction, and mission?  

¶ What are the short and long term business goals? 

¶ What are the top three items that the organization wants to see accomplished using 
information technology (IT)? 

Also as part of the assessment process, management should work with IT to inventory 
the available technology assets and how they are being used.  

Technology Assets 
¶ Does the organization have a server in place allowing for sharing of files, data, print, 

and fax resources? 

¶ Does the current e-mail infrastructure provide tools and support for anti-virus, anti-
spyware, and anti-phishing compliance? 

¶ Do workers use a shared calendar to set up meetings?  

¶ Does the organization use shared online workspaces to collaborate internally or with 
external customers and suppliers?  

¶ Do traveling workers use Personal Digital Assistants (PDAs), cell phones, and other 
mobile devices to stay connected to the main office? 

¶ Do workers have access to company resources, whether working from a branch 
office, from home, or out in the field visiting customers, anyplace, anytime? 

Gathering this information will help lay the groundwork for long-term planning and 
solutions that will help meet the organizationôs goals and needs.  

Collaboration through technology empowers individuals and organizations to reach 
greater heights. This is especially important in rapidly growing markets. Microsoft has a 
strong vision for providing the infrastructure that can enable people to work together more 
effectively, allowing businesses to do what they do best.  

The Microsoft Communication and 

Collaboration Platform  

Microsoft believes an effective communication and collaboration platform must empower 
the individual to creatively communicate their ideas and control when and how to share 
work with others. 

You should be able to work seamlessly with colleagues, customers, and partners in your 
city, across your state or province, around your country, or even around the world. 
Communication and collaboration features should be pervasive throughout the 
applications that you already know and use. 

The foundation of the Microsoft communication and collaboration platform is the 2007 
Microsoft Office system, an integrated set of programs, servers, services, and solutions. 

The cornerstones of the 2007 Office system, the 2007 Office suites, provide you with 
familiar, easy-to-use applications for electronic communications, content creation, and 
data analysis. 
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The same applications you use to create document content can also be used to prepare 
documents for sharing, create a collaborative workspace, and manage document content 
and lifecycle. 

By integrating communication and collaboration features into the 2007 Office system and 
then extending these features beyond the desktop, Microsoft helps you overcome the 
challenges of the new world of work through the creation of collaborative workspaces, the 
unifying of communication methods, and the connection of people, processes, and 
information. 

Collaborative Workspaces  

Whether in a cubicle, an office, or a home office, you need a place to work. Some 
workers create their own place to work in an airplane, hotel room, or coffee shop.  

Where do you go when you need to work with others? A conference room? An online 
meeting?  

While working with others can be as simple as sharing ideas or information, more 
complex scenarios involve the collective creation, editing, and distribution of documents. 

In addition, you cannot assume that your project is as important to someone else. Getting 
all required participants together for a working session at a particular time can be difficult. 
Consider the increasing geographical dispersement of teams and workgroups and such 
meetings become unrealistic. 

Whether working with others in your local area or abroad, you must be able to transcend 
the physical boundaries of the traditional work environment into the online environment of 
the collaborative workspace.  

Workspaces are a collaboration-ready alternative to standard shared network locations. 
Basic team communications and document storage and management capabilities are 
available to you out of the box. Most importantly, workspaces are designed to connect to 
and work with the Microsoft Office applications you already know and use. 

Platform BasicsðWindows SharePoint Services 3.0 
Windows SharePoint Services, an integrated feature of Microsoft Windows Server

®
 2003, 

empowers you to create collaborative workspaces for sharing ideas and information. 
Windows SharePoint Services workspaces store and manage shared calendars, 
contacts, tasks, documents, and more. 
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Figure 1. Windows SharePoint Services 3.0 Team Site with Gantt Chart 

Windows SharePoint Services workspaces address many common scenarios out of the 
box: 

¶ Meeting Workspaces facilitate the storing and sharing of meeting documents and 
information. A basic Meeting Workspace template manages lists of meeting 
objectives and agenda items. Relevant documents can be uploaded to the default 
document library. Meeting attendees can view all invited participants, their response 
to the meeting invitation, and their online or offline presence information and related 
communication options from the workspace home page. 

¶ Document Workspaces provide a central location for storing, editing, and 
communicating about project-specific documents. A Document Workspace template 
manages lists of announcements, relevant links, tasks, and calendar items. Members 
can manage these shared tasks and calendar items alongside their personal items in 
Microsoft Office Outlook

®
 2007. Document Workspaces include libraries for storing 

and editing documents and pictures. Each workspace features a default discussion 
forum and survey engine for team communications. Workspace members in 
organizations running Microsoft Office Communications Server 2007 can view each 
othersô online or offline presence information and related communication options from 
the workspace home page. 

¶ Team Sites provide a centralized gathering place for team members to communicate 
and collaborate on documents and other information. The Team Site template 
includes a document library for storing and working with team documents. The Team 
Site home page allows team members to view and manage team announcements, 
contacts, events, and links. 

¶ Blogs (short for Weblogs) provide a forum for communicating ideas or information. 
The Blog template allows the blog owner (or blogger) to post items to the site. 
Visitors to the blog can comment on the individual posts and subscribe to a Really 
Simple Syndication (RSS) feed to automatically receive regular blog updates in their 
Office Outlook 2007 Inbox or other RSS reader.  
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Figure 2. Windows SharePoint Services 3.0 Blog template 

¶ Wiki sites promote the regular gathering or brainstorming of information from a group 
of people. Wikis can be used to collaborate on team ideas or to build a community 
knowledge base. Participants contribute to the site directly from their browser. 

Windows SharePoint Services workspaces are easy to create: 

¶ You can use the browser-based interface to create Team Sites, Document 
Workspaces, Meeting Workspaces, Blogs, Wikis, and other types of online gathering 
places. 

¶ Select the shared attachment option when attaching a file to an Office Outlook 2003 
or Office Outlook 2007 e-mail message to configure a Document Workspace for the 
attached document. Sending the e-mail initiates the workspace creation process, 
linking the workspace and e-mail versions of the file for consistent versioning. You 
can also create a Document Workspace by using the Document Management Task 
Pane in other Office 2003 and 2007 Office system applications. 

¶ Select the meeting workspace option in a new Office Outlook 2007 meeting request 
to configure a collaborative workspace for storing and sharing meeting information. 
Sending the meeting request initiates the workspace creation process and adds 
meeting attendees to the workspace permissions. 

Windows SharePoint Services workspaces help preserve document integrity: 

¶ You can check out a workspace document before editing, temporarily reserving the 
editing rights. Checking out documents eliminates duplicate or conflicting changes 
made by multiple contributors. 

¶ When editing workspace documents, you can view workspace content and 
membership from within the 2007 Office system application you are working in. This 
helps you focus on work instead of on switching windows. 

¶ You can enable the workspace to track major and minor document versions, any of 
which can be compared with or restored over the current version. This allows you to 
maintain control over the workspace documents and provides an opportunity to undo 
unwanted changes. 

¶ The two-tier Recycle Bin helps members and administrators control how information 
is deleted from workspace lists and libraries. You can restore deleted items from the 
Web-level Recycle Bin on the workspace. When this Recycle Bin is emptied, items 
move to a second bin controlled by the administrator. The administrator can manually 
restore items from the second bin or set a timer to automatically delete items after a 
specific time period. 

¶ As an administrator, you can define site or workspace permissions down to the 
individual document or item level. 
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Windows SharePoint Services workspaces encourage better communications with 
colleagues: 

¶ Workspaces in environments running Office Communications Server 2007 can 
display the online or offline presence of workspace members. This allows you to see 
who is available at any given time and then communicate with that person through 
instant message, e-mail, telephone, or audio/video conferencing. 

¶ Workspaces can include a team or shared calendar allowing you to post project-
related meetings and appointments for everyone to see. You can view and manage 
the workspace calendar alongside your personal calendar in Office Outlook 2007. 

¶ Workspaces can include a list of team or shared contacts allowing you quick access 
to relevant people or organizations. You can view and manage the workspace 
contacts alongside your personal contacts in Office Outlook 2007. 

¶ Workspaces can provide online discussion forums as an alternate method of team 
communication. You can create and reply to blog postings on your own time, 
participate in Wiki brainstorm sessions, and contribute to other informal discussions 
outside of the time-sensitive confines of e-mail and instant messaging.  

¶ Workspaces offer an easy solution for polling team members or gathering answers to 
project-related questions. You can create and respond to custom surveys and 
generate online or spreadsheet-based reports of the survey responses. 

¶ Workspaces automatically inform members of changes to workspace content or the 
assignment of workspace tasks. Members can set alerts for specific items or 
subscribe to an RSS feed. All alerts, notifications, and RSS feeds can be delivered to 
an Office Outlook 2007 Inbox. 

Windows SharePoint Services workspaces scale to meet the needs of almost any 
project, process, or scenario: 

¶ You can customize the default workspace layout and components to meet the 
specific needs of the meeting or project. For example, a non-default list such as a 
task list can be created for a meeting workspace and placed on the workspace home 
page. 

¶ You can also personalize your workspaces by applying workspace themes and 
adding team photos or other relevant images to the workspace home page. Web 
designers can use Microsoft Office SharePoint

®
 Designer 2007 (the next generation 

of Microsoft Office FrontPage
®
) to further enhance the look and feel of the 

workspace. A personalized workspace can reflect the individual, team, or company it 
represents. 

¶ A number of pre-built Application Templates are available for Windows SharePoint 
Services 3.0. These Application Templates address a number of common processes 
and activities (including Human Resources Recruiting, Expense Reimbursement, and 
Legal Document Review) and provide a baseline for more complex vertical and 
horizontal solutions. Application Templates can be downloaded from 
http://www.microsoft.com/technet/windowsserver/sharepoint/wssapps/default.mspx.  

¶ Microsoft partners are available to help you develop and deploy custom workspace 
solutions for most vertical and horizontal processes. Information on many of these 
partners can be found at http://office.microsoft.com/marketplace.  

Solution ExtenderðMicrosoft Office Groove® 2007 
While Windows SharePoint Services provides the core infrastructure requirements for 
creating and using collaborative workspaces, additional components of the Microsoft 
communication and collaboration platform, such as Office Groove 2007, can extend 
these capabilities in new directions. 

Office Groove 2007 decentralized workspaces make it possible to collaborate across 
network boundaries. A decentralized workspace allows people from different 
organizations to securely share files and information, without requiring each workspace 

http://www.microsoft.com/technet/windowsserver/sharepoint/wssapps/default.mspx
http://office.microsoft.com/marketplace
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member to have permission to the same internal networks. This flexibility enables you to 
work more effectively with external customers and partners. 

With Office Groove 2007 installed on your local computer, you can join, create, and 
contribute to Groove workspaces. Because Office Groove 2007 operates outside the 
network firewall, you can invite anyone also running Office Groove 2007 on his or her 
computer to join a workspace, even people on other networks. 

¶ Office Groove 2007ôs built-in presence information indicates when workspace 
members are online, providing an opportunity to initiate a Microsoft Office 
Communicator 2007 conversation from within the workspace. 

¶ You can easily add files, forms, discussions, and other tools to the workspace and 
synchronize them between workspace members. 

¶ Office Groove 2007 is tightly integrated with Windows SharePoint Services and 
Microsoft Office SharePoint Server 2007, allowing you to collaborate on and 
synchronize files stored in SharePoint document libraries. 

 

Figure 3. Synchronizing Windows SharePoint Services files to Office Groove 
2007 

¶ Office Groove 2007ôs decentralized architecture means that only document and 
workspace changes are pushed to other workspace membersô computers. 

¶ Office Groove 2007ôs encryption capabilities protect locally stored data as well as 
data transfers between workspace members. 

¶ Only invited workspace members can access the workspace data. There is no 
centrally stored server copy at risk. 

With Windows SharePoint Services and Office Groove 2007, Microsoft empowers you to 
create the type of workspace that is best for your needs, and then connects you to the 
people, processes, and information you need to be successful. 


