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For people who rely on information technology (IT) in their daily work, being able to tailor specific software capabilities to their unique roles and requirements can be the key to optimizing collaboration and productivity. However, many businesses are unable or reluctant to devote IT staff time and budgets toward designing specific usage scenarios for different teams or departments.

With the recent release of 30 new industry- and role-based applications for Microsoft® Windows® SharePoint® Services, organizations of all sizes and their information workers can tap into the collaborative power of SharePoint and Microsoft Office System technologies in their day-to-day work. The contextual tools and sample usage scenarios within these new applications for Windows SharePoint Services help enable end users across the organization to work together more effectively, locate important information more quickly, and complete day-to-day tasks more easily. IT professionals in an organization can roll out these applications to departments and teams immediately, helping enable the IT staff to better meet the needs of end users and spend less time on customization work. 

Each application is tailored to support specific business processes and sets of tasks through the use of 100 percent out-of-the-box Windows SharePoint Services capabilities. Windows SharePoint Services technologies provide a powerful set of tools for teams to share information and collaborate on documents, helping enhance both individual and team productivity. 
Tools Address Both General and Specialized Requirements

Although each application is designed for immediate use, it also can be used as the starting point for developers to build more advanced, custom solutions.

Common features within the applications include the following:

· Industry- and role-specific document templates generated in Microsoft Office Word 2003, Microsoft Office PowerPoint® 2003 and other Microsoft Office System technologies

· Microsoft Office Outlook® 2003 calendar views, task lists and contact lists

· Information libraries

· Online discussion boards

· Lists of helpful Web links

Many of these capabilities incorporate Web Parts — Microsoft ASP.NET server controls that consolidate and display data drawn from other applications or Internet sites — to help organizations create even more dynamic and informative Windows SharePoint Services sites.

Microsoft Corp. plans to deliver additional applications for Windows SharePoint Services and enhancements to the current offerings with the next release of Microsoft Office (code-named “Office 12”), expected to be released in the second half of 2006.

Application scenarios currently available for download include the following:

Horizontal, Role-Based Applications

These applications are designed to address the needs of information workers who have similar roles across a broad range of organizations, providing them with a comprehensive base of resources to help streamline their most common tasks.

· Absence Request and Team Vacation Schedule Management. This application includes sample forms for requesting various types of personal leave; a document library for the organization’s policies regarding vacations, sick leave and other absences; a calendar view showing which employees are off work and why; and contact information for personal-leave administrators and others involved in the process.

· Board of Directors. This is designed to help board members and their support staff keep track of information and tasks related to their duties. Features include a calendar of upcoming meetings and other events; a list of links to reference Web sites and internal resources; a discussion forum for informal debates and idea-sharing among board members or more broadly in the organization; and an archive for presentation materials, meeting minutes, agenda summaries and other background documents.
· Change Request Management. Tools for initiating, processing and resolving changes within a project include an announcements section; change-request form templates; an archive of pending requests with status indicators; the ability to notify managers and other team members when a request is ready for review, approval or other action; and a discussion board for keeping team members informed about project-related issues and suggestions.
· Competitive Intelligence Resource Center. This is a hub for compiling news, analysis, trend indicators and other data that can help an organization maintain an edge in its industry or field. Features include sample content, such as quarterly earnings reports and sales-force training guides; integration of real-time news content, such as through Really Simple Syndication (RSS) feeds; the ability to create and display bar graphs or other visual data summaries; links to industry-related Web sites; and a repository for profiles of competing companies and product lines.

· Employee Activities Site. Team members can use this site as a virtual meeting place for organizing or participating in after-work pursuits such as community sports leagues, public-service projects and recreational outings. It includes an area for announcements of new and ongoing activities, a calendar of upcoming events, a survey tool for employees to provide feedback about activities, contact information for event organizers, and links to activity-related Web sites.

· Employee Time Sheet and Scheduling Management. Capabilities include online access to employees’ time cards; integration of time sheet entries into finance department spreadsheets or financial management applications; an area for posting announcements about holiday work schedules, shift changes and similar updates; a calendar view of which employees are working a given shift or day; and a survey tool for gauging workers’ overall opinions, preferences or ideas.

· Employee Training. Organizations can use this application to automate and streamline virtually all aspects of their training programs, from providing online registration and course descriptions to creating libraries of training materials and providing alerts about upcoming learning opportunities.

· Event Coordination. Features include templates for describing each event, including the date, time, location, recommended attire, accommodations and other details; event-specific task lists on which priority levels and deadlines can be designated; an area for notifying fellow planners about updates or changes to upcoming events; guest lists indicating who has accepted, declined or not yet responded; Microsoft Office Excel® 2003 budget spreadsheets that enable planners to generate graphs and flag issues such as cost overruns; an online, printable feedback form for attendees; vendor contact lists; and templates for creating promotional materials.
· Expense Reimbursement Request. Tools to help employees fill out and submit reimbursement requests in a consistent, timely way include sample reimbursement forms that can be filled out online using Microsoft Office InfoPath® 2003 and submitted electronically, the ability to track each request’s status and see who still needs to take action on it, a discussion board, and a contact list of the accounting staff.
· Help Desk. Features designed to help an organization’s technical support personnel manage their workload include integration of announcements, such as emerging virus alerts and other high-priority issues; lists of routine maintenance and upgrade tasks, categorized by type; a graphical view of the organization’s most frequently encountered support requests and problems, to help identify historical trends; a knowledge repository containing technical documentation, fixes, tips and other useful information; and an area for posting answers to frequently asked questions.

· HR Programs and Services Forms. This is designed as a site where HR departments can administer forms that employees need to fill out, as well as the processes connected with those forms. Features include an announcements section, an electronic form library with status notification, an HR policy and informational document repository, a discussion forum, and a list of helpful links.
· IT Developer Team Site. Team members can use this site to find announcements about the newest technologies and developer tools; check for updates about their teams’ projects; organize project-related documents and status updates in a central directory; create repositories of reusable software code, Web services or other technologies to share throughout the organization; maintain a calendar of events, such as developer conferences and presentations; participate in discussion forums on current issues, such as security; consult the contacts list to find technical experts in specific disciplines, such as Visual C#® or Microsoft .NET; and locate training materials.

· Meeting Management Site. This site is designed to help teams organize and communicate information that pertains to their meetings. Tools include templates for meeting announcements, agendas and minutes; a repository for storing documents related to each meeting; records of who attended each meeting, including their contact information; and the ability to generate reminders of action items for attendees.
· New Product Development. Teams involved in bringing new products to market can use this application to coordinate announcements related to each product; assign tasks and deadlines; generate market surveys; set up calendars to guide the team’s progress toward development milestones; provide secure access to project-related documents such as technical specifications, change orders, marketing plans and budgets; and flag emerging issues for other team members.

· Performance Review Management. Organizations can set up a document library containing review guidelines, evaluation forms, tables of compensation ranges, definitions of review criteria and other information; generate notifications and reminders about review due dates, steps involved in completing the process and so on; and establish a secure workflow process in which completed reviews are submitted, processed and stored online.

· Professional Services Contractual Setup. This application is designed to help facilitate a company’s interactions and agreements with various contractors. Features include sample content, such as project descriptions and proposed completion schedules; templates for generating project initiation forms, communications plans and other background information; checklists of the steps involved in setting up a contract; contact information for those involved; and task lists with due dates and status indicators.

· Professional Services Site for Engagement Team Resourcing. This application deals with the myriad details involved in staffing and equipping a project team. Managers can use this site to assign people to various aspects of a project; determine what resources are available; consult team members’ profiles to assess their respective expertise, experience and availability; download and fill out forms for requesting a specific resource or expert; route requests for managerial approval; track the status of requests; and view all the resources that are currently assigned, and sort them by business area.
· Project Team Site. Those involved in a project can use this application to consolidate and easily access the various information threads and vital resources for their work. Features include project-specific task lists showing who’s assigned, what’s expected, and the start and end dates; an overall project calendar; an open-issues notification tool; and team members’ contact information.

· Recruiting Resource Center. Those involved in recruiting and hiring new employees can use this site to manage announcements about newly available positions, hiring criteria, application deadlines and other details; create lists of departmental or organizationwide openings with links to the respective position profiles and contacts; and maintain a library of frequently used documents such as interview questions, candidate evaluation forms, follow-up letters and formal job offers.

· Request for Proposals (RFP) Management. This is designed to help organizations involved in issuing RFPs centrally organize the related documents and tasks. Tools include sample RFP descriptions; summary lists of companies that have responded to the RFP, with links to their respective proposals and contact information; a library of RFP evaluation forms and guidelines; and summaries of remaining tasks in the RFP process, with owners and deadlines listed.
· Room and Equipment Reservation. This site includes a calendar view of which rooms and equipment are available or reserved for specific dates and times, a survey tool for gathering feedback about the reservation process, a contact list of people involved in facilities management, and announcements about upcoming events to help employees assess when and where they might schedule their activities to avoid potential conflicts.
· Travel Request. Features include a section for announcements, such as changes in the organization’s travel policies or upcoming events that may require travel; forms for submitting a new travel request; a repository of employees’ travel itineraries; an approval workflow process with status indicators and priority levels; spreadsheets showing departmental travel budgets; summaries of travel costs; and links to Web sites of airlines, hotels, car-rental agencies and other resources.
Vertical Industry-Specific Applications

These applications tailor Windows SharePoint Services capabilities to the unique requirements of business professionals in seven specialized fields, with additional industry-specific applications planned in subsequent releases.

· Case Work Management. For public defenders, social workers, law enforcement officers and others who deal with case files, this application provides sample interview forms and other templates; the ability to flag case status (such as open, pending or closed) as well as priority level; guidance on setting up case folders with associated documentation; task lists; and helpful links.
· Classroom Management. This application includes sample forms for creating course descriptions, lesson plans and other teaching materials; task lists; schoolwide or classroom-specific events calendar views; a discussion area where teachers and students can post questions, reminders or other information; and a section for Web links to supplemental learning materials and other instructional resources.
· Legal Document Review Workflow Management. Geared to the requirements of law offices and legal departments within an enterprise, this application supports storage and retrieval of documents in progress; electronic routing of files for editing and approval; the ability to flag high-priority documents for immediate review; and access to document templates.
· Loan Initiation. This application is designed for organizations that handle consumer financing, such as a mortgage company or retail store. Capabilities include integration of RSS feeds and similar Web content regarding current interest rates and other financial industry news; sample loan applications, client questionnaires and related forms; links to Web sites where loan administrators can obtain customers’ credit ratings or other data; and tools for calculating loan-related figures such as interest accrual and amortization rates.

· Marketing Communications Campaign Site. Resources for marketing professionals include the ability to organize and analyze various campaigns in the context of specific marketing objectives; generate campaign-specific task lists that outline the steps involved, priority levels and team members assigned to each task; maintain a library of past and present marketing plans and related documents; track meetings, events and deadlines on a shared calendar; and create a discussion board for brainstorming among team members in different locations.

· Public Official Activity and Issues Management. This application is designed to help government representatives organize their busy schedules, communicate more effectively with constituents and manage large volumes of information related to their duties. Tools include a section for posting announcements; templates for press releases, form letters and similar documents; a document repository for letters, briefings and other official correspondence; records of phone calls the official has made and received, with the ability to note the subject matter and flag any follow-up actions; and a daily schedule of activities.

· Public Relations Work Site. This site includes templates for outlining PR plans, press releases and other communications; task lists with assigned personnel, project status and priority levels; and a calendar of upcoming events, initiatives, meetings and other key dates for each campaign.
· Publication Review. This application centers on assuring high-quality and effective organization throughout the processes involved in publishing a book or other large document. Tools include automatic notifications when new chapters or sections are ready for review or there is a change in the project’s status, such as a delay or a new deadline; a task list showing owners and due dates; a repository for documents that are awaiting review; and the ability to control access by assigning users permissions.
Availability

All these Windows SharePoint Services applications are available online for free to Windows Server™ 2003 customers at http://www.microsoft.com/technet/prodtechnol/sppt/wssapps/default.mspx. 

Microsoft Windows Server 2003 customers also can download Windows SharePoint Services and these customized applications for free from http://www.microsoft.com/downloads.
System Requirements

To set up and use Windows SharePoint Services with Windows Server 2003, customers must have the following:

· Server Hardware

–
Intel Pentium III-compatible processor 

– 
512 MB of RAM 

– 
550 MB of available hard disk drive space

· Server Software

– 
One of the following operating systems: Windows Server 2003, Standard Edition, Enterprise Edition, Datacenter Edition or Web Edition (the latter requires the full version of Microsoft SQL Server™) 

– 
A Web application server with the following components: Microsoft ASP.NET, Internet Information Services (IIS) 6.0 with Common Files, Simple Mail Transfer Protocol (SMTP) service and World Wide Web service
· Server Databases

– 
One of the following versions of Microsoft SQL Server: SQL Server 2000 with the latest service pack, SQL Server 2000 Enterprise Edition with the latest service pack, SQL Server 2000 Desktop Engine or SQL Server 2000 Desktop Engine (Windows)

· Network

– 
Multiple server configurations must be members of a Microsoft Windows NT® 4.0, Windows 2000 or Windows Server 2003 domain

· Browser Client

– 
One of the following browsers: Microsoft Internet Explorer 5.01 with Service Pack 2, Internet Explorer 5.5 with Service Pack 2, Internet Explorer 6, Netscape Navigator 6.2 or later, or Mozilla 1.4 or later
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