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Making the 2007 Microsoft Office system all it can






Microsoft® Office Groove 2007
Office Groove 2007 is a collaboration software program that helps teams work together dynamically and effectively, even if team members work for different organizations, work remotely, or work offline. Working in Groove workspaces saves time, increases productivity, and strengthens the quality of team deliverables. Office Groove 2007 is just one example of how the 2007 Microsoft Office system helps teams and organizations collaborate more effectively.

You do not need any special technical knowledge or IT assistance to get started with Office Groove 2007. If your company’s IT department has licensed Office Groove 2007, your IT manager will send you an e-mail message with your Groove account information. If you have acquired Office Groove 2007 on your own for your team, the Groove Account Setup Wizard walks you through the process of setting up an account. Learn more about the Microsoft Office Groove 2007 at http://office.microsoft.com.

Tips & Tricks

Microsoft Office Groove 2007
Get Up and Running with Office Groove 2007
Groove Launchbar – Office Groove 2007 is a collaborative environment that enables teams to work together more effectively, regardless of network boundaries. The first thing you see when you start Office Groove 2007 is the Groove Launchbar. This easy-to-use tool helps you manage and organize all your Groove activities, including creating new workspaces, inviting others to workspaces, sending messages, monitoring workspace and contact activity, and setting your personal Groove preferences. The Groove Launchbar includes two task panes, one for creating and managing your workspaces, and the other for adding and managing your Groove contacts. The panes can be viewed side by side or vertically. Both include a Common Tasks list that you can use to quickly access commonly used functions.
Create a Workspace – 
In Office Groove 2007, a workspace is a virtual place where teams collaboratively share, modify, and discuss files; chat; hold threaded discussions; manage recurring project meetings; track tasks, opportunities, and issues; and more. Any user who has Office Groove 2007 installed on his or her computer can create a workspace. On the Workspaces tab, click New Workspace.
Invite Team Members – You can invite anybody to join your workspace, even if they are not on the same network as you. The only requirement is that each member of the workspace has Office Groove 2007 installed on his or her computer. If the person you want to invite does not have Office Groove 2007 installed, you can send a workspace invitation in an e-mail message. To invite someone to join your workspace, type their name or e-mail address in the Invite to Workspace box and click Go.
Joining a Workspace – When invitees accept your invitation, they receive an exact copy of the workspace on their desktop, including all tools, files, and content. If you are not online when they accept, Groove sends the workspace to the new members’ computers the next time you connect; or, if there are other online workspace members, they get the workspace from them. E-mail invitations contain simple instructions on how to download a trial version of Office Groove 2007. After the person installs the trial version, he or she can then accept the workspace invitation.
Alerts – Alerts are pop-up text messages and audible sounds that proactively let you know when activity occurs in Groove. Alerts that notify you of content changes are persistent and context sensitive. You can click them at any time, even if you are offline, and Office Groove 2007 takes you right to the workspace, tool, or folder that has new content.
Groove Messaging – Office Groove 2007 includes a basic messaging capability that enables users to send simple text or voice messages to one or more contacts. Right-click a workspace member in the Workspace Members pane. Click Send Message.
Workspace Chat – Workspace Chat in Office Groove 2007 helps team members to communicate in real time in the context of a particular workspace. Workspace presence awareness helps you figure out the right time to engage a team member, and Workspace Chat enables you to do so. In the Chat bar (above Common Tasks), click the Open Chat in New Window icon (second from right).
Office Communicator – While Groove messaging and Workspace Chat are sufficient for basic communication needs in Office Groove 2007, you can also take advantage of the powerful and robust real-time communications capabilities of Office Communicator directly from Groove. In the Workspace Members pane, right-click a workspace member. Click Messenger Actions.
Share and Synchronize Files Across Boundaries
Groove Files Tool – You can use the Files tool to work collaboratively with your teammates on almost any type of computer file. Everybody in your Groove workspace will have access to those folders and files. To add a file, click the Files tab, and then select Add File.

SharePoint Files Tool – In some ways, Office Groove 2007 functions as an extension of SharePoint Server 2007. The SharePoint Files tool offers all the capabilities of the Groove Files tool with the added benefit of integration with SharePoint document libraries. You can easily check out documents from a document library into your Groove workspace, collaborate on and iterate those documents among your project team, and then publish them back to the document library when you have finished. You can access and update the information in your workspaces whether or not you are connected to the network. 

Synchronization – Office Groove 2007 stores workspaces and the data they contain right on your computer, not on a central server. Each time you make a change Office Groove 2007 sends your change (and only the change) automatically to all the members of your workspace. If you are not online when you make the change, Office Groove 2007 sends it when you next connect. If your team members are not connected, then they get the change the next time they connect.
Unread Marks – While alerts notify you when changes are made inside your workspaces, unread marks help you find the specific content in a workspace that you have not yet seen. In your Launchbar, workspaces with unread content are marked with unread marks of varying levels of boldness, indicating how recently the changes were made.
Multiple Computers – Many information workers use more than one computer (such as a home computer and a work computer) in their day-to-day work. When you set up your Groove account for use on multiple computers, Office Groove 2007 automatically synchronizes the workspaces and files on each computer you use whenever you connect one of those devices to the Internet. Simply save the Groove attachment to your desktop, then e-mail it or copy it to your other computer. Install Groove on the second machine, then double-click the attachment. Because Groove is a desktop application, you will need a Groove license for each additional machine. Click File(Use Account on Another Computer.
Download Settings –With Download Settings, you determine which files are automatically synchronized and which ones you want to download manually from your team members. Click the Files tab. Click File(Folder Download Settings. If you want to stop all incoming information, you can select Pause Communications or choose to work offline right from the Groove icon in the Windows taskbar. Just remember to click Resume Communications and click the Work Offline feature when you regain a fast connection.
Add Tools to Support Your Team’s Evolving Needs
Discussion Tool – The Groove Discussion tool helps teams engage in a detailed exchange of ideas in context of the work they are doing in the workspace. To add a discussion topic or reply to an existing discussion, click the Discussion tab, and then click New. 
Meetings Tool* – Use the Groove Meetings tool to conduct recurring team project meetings. It is easy to set up a new meeting and select workspace participants using the Meetings Wizard. Because all workspace members can add information to a new meeting, agendas can be developed collaboratively rather than having one person collect input from the team. In Common Tasks, click Add Tools.
Check the box next to Meetings. Click OK. Click New Meeting.
Calendar Tool* – You can use the Calendar tool to build a shared project schedule and track important project dates and milestones. When you add a Calendar event, everybody on your team can see it. Others can add their own events and edit existing events if they have the appropriate permissions. In Common Tasks, click Add Tools. 
Check the box next to Calendar. Click OK. Click New Appointment.
Import an InfoPath form – Office Groove 2007 also includes an option for you to import forms that you build with Office InfoPath 2007. For example, you could use an Expense Report form built in InfoPath to gather team expenses in Groove. In Common Tasks, click Add Tools. Check the box next to InfoPath Forms. Click OK. Click Import Template.
*The Meeting and Calendar tools help participants to focus solely on the tasks, events, and milestones of the project or activity for which the Groove workspace is created. Individual team members continue to manage and organize their own calendars, tasks, and contacts in the Microsoft Office Outlook® 2007 messaging and collaboration client or another personal information manager.
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