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Welcome
Welcome to Getting Started with Groove, for Microsoft Office Groove 2007. This guide directs you in the tasks essential to using Groove effectively. By completing all tasks in sequence you will learn how to:
· Start activities in a workspace.

You can create workspaces that include a collection of productivity tools, such as Discussion, Files, Calendar, and Notepad. You access these workspaces in the Groove Workspace Explorer.
· Start synchronizing files in a Windows folder.

You can create a synchronized folder in your Windows file system, and then invite other users to share the contents of this folder. In Groove, these synchronized folders are known as "file sharing workspaces."
About using this guide
For the most effective use of this guide, it is strongly recommended that you try to follow through on completing each task. In the first task, you will get familiar with the Groove Launchbar.
Examine the Launchbar
The Groove Launchbar opens when you first start up Groove. You can initiate all Groove activities from the Launchbar. You can also open the Launchbar by clicking the Groove taskbar icon and selecting Open Launchbar.
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The Launchbar contains three panes, one for creating and managing workspaces, one for adding and managing contacts, and a Common Tasks pane that contains links to activities related to your current selection. 
Workspaces pane
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Contacts pane
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In the next task you will use the Launchbar to create a workspace.
Start activities in a workspace
A workspace is a place where people with common purposes and goals can share ideas and work together. You can participate in a wide range of activities in a workspace. For example, you can post messages and responses, share files, track projects and meetings, write in a notepad, and share files. And much more: Application designers can create custom tools used for collecting and analyzing data records using the Groove Forms or Groove InfoPath Forms tool.
"Standard" workspaces display in the Groove Workspace Explorer. In this task you will create a workspace that initially includes tools for sharing files (Files tool) and posting messages and responses to messages (Discussion tool).
Later in this guide you'll learn about "file sharing workspaces," a different type of workspace that allows people to synchronize files that reside in Windows Explorer.
Create the workspace
1. In the Launchbar, select File - New - Workspace.
2. Click Standard.
3. Change the workspace name, if you want, or accept the default name.
4. Click OK.
A workspace named "Standard Workspace" opens in the Groove Workspace Explorer. The workspace includes a Files and a Discussion tool. In the next task, you'll examine the features of a standard workspace.
Examine the workspace
The captions in the picture below describe the components in the workspace you created in the previous topic. For illustration purposes, the example includes data entries for the Discussion tool and the Chat windows.
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In the next task you will add content to the standard workspace you just created.
Add content to a workspace
At this point (if you are doing the tasks in this guide sequentially), you have a workspace with two applications tools in which you are the only member. Although you could immediately proceed to inviting people to become members of the workspace, it is best if you first add some content. Then, the people you invite will be more easily oriented to the purpose of the workspace, and know the types of information suitable for each tool.
In this task you will add an entry to the Discussion tool and a file to the Files tool.
Add an entry to the Discussion tool
Workspace members use a Discussion tool to carry out a detailed conversation. The Discussion tool's topic/response hierarchy lets members track the entire "thread" of a conversation for historical and review purposes. Most importantly, members can participate in elaborate conversations and observe how thought processes evolve. Discussions typically do not require the simultaneous participation of members. It is common for members to create topics and responses about a particular topic at different times, typically at their convenience.
The Discussion tool allows you to sort entries and their responses either by date or by topic category.
Workspace members can also discuss things in the chat pane. However, chat entries are usually intended for an immediate exchange of ideas (that is, with all chatting members present) and also do not provide the hierarchical structure found in a discussion.
1. Click the Discussion tool tab, if it is not already selected.
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2. Click New and select Topic to open a new topic form.
3. Enter a topic title in the Subject field.
4. Do one of the following in the Category field: 
· Select a category from the drop-down list.
· Click the plus (+) button to add a new category.
5. Enter text and other types of data in the body field.
You can right-click anywhere in the body field to see options for formatting text. You can also add other rich-text features such as images and hyperlinks. Click Attach to add one or more file attachments.
6. Select an option to save, reset, or cancel the new topic.
The Discussion entry appears in the topic list. To change how the topic list is sorted, click View by, and select the sort option you want.
Add a file to the Files tool
Using a Files tool is much like using Windows Explorer, except that files stored in the tool are available to all workspace members. 
1. Click the Files tool tab.
2. Click Add Files... to open the Add Files window.
Find and select the files you want to add and click Open.

The selected files appear in the file list for the Files root folder.
Add a new tool to the workspace
As your collaboration and work needs change, you may need to adjust the collection of tools in a workspace. In this task you will add a Notepad tool to the workspace and then move it among the other tools so that it appears as the first (leftmost) tool. You will also add some content to the new Notepad  tool.
Add a Notepad tool
The Groove Notepad Tool is a rich-text editor that allows members to create documents that are saved as pages.
1. Click the Add Tool icon to the right of the workspace tool tabs:
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2. Click Notepad in the pop-up menu.

The new Notepad tool is added to the workspace.
Move the Notepad tool
New tools always get placed to the right of other existing tools. In this task you will move the new Notepad tool so that it displays as the first (leftmost) tool in the workspace.
Drag the Notepad tool to the left of the Discussion tool:
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Add content to the Notepad tool
Add a note page to the Notepad tool that states the purpose and goals of the workspace.
1. Click New Note.
2. Enter a title for the Note.
3. Click in the text area and type the note text.
4. Click Save and Close.
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Invite someone to a workspace
You can invite anyone to join a workspace if you have their email address or Groove contact information. Use an email address if you don't have the invitee's Groove contact information yet. 
1. Select or open the workspace.

You can select or open the workspace in the Launchbar.
2. Select Options - Invite to Workspace...
3. Type the invitee's email address in the To: box.
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Tip: If you've already done Groove activities with the invitee, you should be able to select their Groove name from the To: drop-down menu.
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4. If you want, type a message in the text area.

Note that if you send the invitation via email, Groove automatically adds instructions to the message about installing Groove.
5. Click Invite.
In the next task you'll synchronize files in a Windows folder by creating a file sharing workspace.
Start sharing files in a Windows folder
You can set up most data folders in your Windows file system for sharing across your computers (if you have your Groove account on more than one computer) and with other Groove users by creating file sharing workspaces. In general, you can share files from most popular software applications, such as those in Microsoft Office. In this task you will set up a file sharing workspace.
Create a file sharing workspace
You can create a file sharing workspace using the Create New Workspace dialog box just as you do for standard workspaces. In the dialog box, select File Sharing as the type of workspace and then select options for selecting (or creating) the Windows folder to be synchronized.
This task, however, shows you how to create a file sharing workspace directly from your Windows file system. 
1. In Windows Explorer, select the folder you wish to synchronize in a file sharing workspace. For example:
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2. Click the Folder Sync button in the action bar.

A Groove Folder Synchronization pane replaces the Windows Folders pane:
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3. Click Start synchronizing foldername, and click Yes at the prompt to confirm that you want to synchronize the selected folder in a file sharing workspace.

The file sharing workspace is created. The workspace uses the folder name as the workspace name. The Groove Synchronization panel lists you as a workspace member and displays workspace and folder task options (such as options for sending workspace invitations and setting workspace and folder properties), as well as a "chat" pane. The contents (files and subfolders) of the file sharing workspace display in the right pane.

In the next task you will examine the features of a file sharing workspace in greater detail.
 
Examine a file sharing workspace
The example below shows the file sharing workspace you created in the previous task in this guide. For illustration purposes, the example includes files added to the workspace and a chat entry. 
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In the next task you will add content to the file sharing workspace.
Add content to a file sharing workspace
You add content (folders or files) to a file sharing workspace just as you would in any Windows folder. In this task you might try a variety of methods for adding content to the workspace:
· Select File-New, and select a file type from the list.
· Copy and paste files into the file sharing workspace folder (or subfolders).
· Work in other applications and save your work to the Groove file sharing workspace folder (or any of its subfolders).
In the next task you will invite someone to the file sharing workspace.
Invite someone to a file sharing workspace
When others join a file sharing workspace as members, they immediately gain access to all of its content. Likewise, you immediately gain access to all content that other members add to the file sharing workspace. You can:
· Invite people by e-mail
· Invite people by selecting their Groove contact, if they are already using Groove.
Sending an email invitation to a Groove synchronized folder
Send the invitation by email if you know that the invitee does not yet have a Groove account, or if you can't find the invitee's Groove contact. For people new to Groove, this is the most common way of sending workspace invitations. 
1. In the Synchronization Tasks pane, click Invite someone to open the Send Invitation window.
2. Enter the invitee's e-mail address in the To: field.
3. If you want, add a message in the Message box. For example:
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Note that in addition to your message text, information on how to download and install Groove will be automatically added to the message.
4. Click Invite.

The invitation message is sent to the invitee's mailbox. Once the invitee opens and accepts the invitation (after downloading and installing Groove, if necessary), the file sharing workspace is downloaded to their computer.
Sending an instant message invitation to a file sharing workspace
Using an instant message invitation is the preferred invitation method because it allows you to track the status of the invitation. However, you must have (or be able to find) the invitee's Groove contact to send this kind of invitation. You can also send an email invitation as described above.
The task below describes the process for searching for other Groove users and sending them an instant message invitation.
1. In the Synchronization Tasks pane, click Invite someone to open the Send Invitation window.
2. Click the Add More... link to open the Add Recipients dialog box.
3. Click Search for User... to open the Find User dialog box.
4. Enter search text in the Find User text box.

Note that you can search for contacts by name, email address, or city. As a rule of thumb, it is best to enter search text that is not overly common so that you will not have too many choices in the search result. 
5. If you want to include the Public Groove Directory in your search, check Include Public Groove Directory. 

The Public Groove Directory is the directory where all Groove users can (optionally) list their Groove contacts. Your search will automatically include all Groove users in your network or company directory, as well as any other Groove contact in your contact list.
6. Click Find.
7. Select a match, if found, and click OK.
8. Click OK in the Add Recipients dialog box.

The Groove contact is added to the To: address box.
9. If you want, add a message in the Message box. 
10. Click Invite.

Groove sends the invitation and posts alerts in the Windows notification area to help you track the progress of the invitation.
What's next?
You've now completed all the tasks in Getting Started with Groove. You should now have the skills to start Groove activities with any other Groove contacts, as well as anyone else whom you'd like to introduce to Groove.
For complete information on Groove product features, select options from the Help menu in the Groove Launchbar or the Groove Workspace Explorer.
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