

Experience Desktop



Experience Desktop

	Category:
	Experience Desktop
	
	Last Update:
	06/28/2001

	Demo No.:
	2 – Collaboration
	
	
	

	Creator:
	Joshua Leewarner
jleewarner@atomictangerine.com 
	
	Configuration:
	Windows XP Professional (build 2486), IIS 6.0 enabled, Office XP Professional and SharePoint Team Services installed.

	
	
	
	
	


Demo Messages:

· Collaboration enhancements with new Office XP and SharePoint technology – Look at some of the tools Microsoft provides to allow you to work more efficiently in teams by leveraging your current information assets.

· The Office XP “Send for Review” Feature

· Introducing SharePoint technology

· Customizing Smart Tags for Office XP users

	SECTION
	ACTION
	VOICE SCRIPT

	Intro to collaboration
	· No action … speaking only.
	We have seen how Office XP can benefit the individual user, but now let’s take a look at how it can make document collaboration easier. 

Office XP gives users an easy way to review, compare, and merge documents with others via e-mail without changing anything about the way they do things today. It also allows users to store and manage these documents in common, easily accessible workspaces using SharePoint technology.

Further, let’s also take a look at how we can create a custom Smart Tag unique to our company to perform some of the time saving features you saw in the previous demo.

	WORD – Send for Review
	· Launch Word and open the same Merger Letter document used in the previous demo.

· Click File ( Send To ( Mail Recipient  (For Review)
	Initiate Play (Collaboration Demo)
To illustrate this, we’ll go back to that Merger Letter I was working on earlier and open it. Before I actually edit this document with addressee names and addresses, I would like to kick off a review process to get the feedback of a colleague on this document and make sure it says what we want it to. 

	autocomplete addressing
	· Begin typing “nm_ …” 
(point out auto suggesting name if it comes up)
· Point out the “send” option, but don’t select it
· Switch over to Outlook
	Suggested Pause @ 0:27

Before I send my document I need to type in my co-workers names. Don’t you ever get tired of typing all these email names? Especially ones that are not already in your address book? Now Outlook will AutoComplete your most commonly used email addresses. All I have to do now is press “send” and it’s off to my co-workers for review.

Resume Play

	compare & Merge
	· Open the mail from John Vail with subject:
” RE: Please review 'Merger letter’”

· Open the attachment and click on “Yes” and 
“Continue to Merge” in current document

· Talk to the markups on the side of the document.

· Show reviewers from “Show” button

· Close Word w/out saving.
	So as you can see we previously had options for just a pure send and sending as an attachment, but now Office XP offers the option to “send for review.” Sending off for review is a pretty simple task, but let’s face it, it’s pulling together all the feedback you get that can be the time consuming piece. Let’s pretend a few hours have passed, and you’ve received a response. 

When I open up the reviewed message, I can choose to open the attachment separately or compare it with the original document I sent. By selecting “Yes” the merge and compare feature creates a new copy for me, so I can always go back to the previous one. 

Suggested Pause @ 1:02

I can easily see who made which changes here by the markings in the margin and see how they have affected the master document. In this case, “offshore financial institution” has replaced the word “bank”.

Resume Play

Notice also the drop down reviewer’s menu to see changes by specific people only. Also notice how the color of the checkbox by the reviewer’s name in this menu corresponds with the color of edit on the page below. With this feature I can even walk through each change and choose to accept or reject them individually, or add additional comments.

THINK ABOUT THIS. Think about how much time this feature will save you. Do you have an assistant type up most of your documents? Do you ever review legal verbiage or e-mail proposals back and forth in your office? This feature alone could save you hours each week!

Suggested Pause @ 1:25

	introduce sharepoint
	· Close Word.

· Open up Internet Explorer (previously set to go to SharePoint by default.)


	Now lets take a look at what SharePoint is. 

For background, Microsoft SharePoint is technology designed to create fast and useful web-based portals where documents can be shared and teams can collaborate. There are 2 flavors of SharePoint. SharePoint Portal Server 2001, which ships as a full enterprise product and is one of the .NET Enterprise Servers. For smaller groups, however, we have SharePoint Team Services, which ships with FrontPage 2002 or any version of Office XP that includes FrontPage 2002. We are going to look at SharePoint Team Services.

	intuitive default interface
	· Point out some of the features of the default website.
	What we see on the screen here is the result of a default install of SharePoint Team Services. By default, all of what you see here will be available and functioning from the ability to create lists of links to adding Events, Announcements, or even a list of contacts who will use the site.

	Custom INterface
	· Click the button on the LINKS toolbar in Internet Explorer taking you to the customized SharePoint website.
	Suggested Pause @ 1:44

What we are going to look at next is a customized SharePoint website where information has been added and the colors and layout changed.

Resume Play

What we see here is that some of the look of the website has changed, but more importantly, we see that links have been added, Announcements and Events have been added, but let’s specifically look at our list of Contacts.

	IMport contact from outlook
	· Follow the contacts link on the left side of the website to the contacts page.

· Click Import Contacts.
	Suggested Pause @ 2:01

Now we are looking at a sample contacts page where all the participants in this project are listed with their associated information and e-mail addresses. To demonstrate how easy this Team Services Site is to manage and maintain let’s now add an additional contact to this page by importing it directly from Outlook 2002.

Resume Play

We simply select a contact from the list in Outlook and it appears in the web page.

Suggested Pause @ 2:23

THINK ABOUT THIS. What would it take to normally build and maintain a website like this? How many requests to you get for small project websites or internal resources for information management? SharePoint Team Services is easy to deploy and for maintain on the backend leaving control of the architecture with your IT staff, but the day to day maintenance can be done by the users of the site itself. Presenting a solution like this to your users would make you a virtual hero by making their lives simpler – with minimal overhead costs to you. That’s adding value!

Resume Play

	uploading documents
	· Click on the Documents Link and follow the import document link.
	Let’s now look a couple of aspects of this website that show how simple and easy it is to use, and start with uploading documents to a common workspace.

We can see here that we already have 2 documents in this folder but we want to add a PowerPoint presentation we just finished. Just like adding a contact we click the “upload document” link and follow the familiar interface to find and update this web page with our presentation.

	Editing the webiste itself
	· From the Internet Explorer toolbar, select the EDIT button and Edit with Microsoft Frontpage.
	Notice that we can also change from of the formatting of how this site works with the click of a button and FrontPage 2002. With administrative privileges for this workspace w can edit this with a single click from our current browser.

Suggested Pause @ 3:27

THINK ABOUT THIS. Do you see the simple elegance of this solution? A customized and pre-packaged website and project workspace tool that could save your staff time and money but provide an invaluable tool to your enterprise.

Resume Play

	Introduce custom smart tags
	· No action … speaking only.
	So we’ve seen how Office XP delivers on the Collaborative Experience, enabling teams to work together more effectively. 

Suggested Pause @ 3:36

Now let’s turn our attention to how Office XP can be extended beyond the desktop, and go even further to address your business needs. Microsoft can’t ship everything in the box you need to make your users more effective. So we made the tools extensible, and I’m going to show you one example of this - how you can use Smart Tags to bring your custom solutions right to the desktop.

	extensible Smart Tags Part 1
	· Open up email from Anders Brown titled “need data now…”

· Point out and read the text

· Click on the Reply button

· Highlight “Greal” and point out the underline

· Hover over  “Greal” and point out the new UI icon.

· Click on the icon and point out the list of Actions.

· Select the “Get Last Years Sales” action.


	In advance, our IT department has created and implemented a custom Smart Tag that recognizes the names of all of our company customers and can cross reference that information in our corporate databases using the Extensible Markup Language or XML. Let’s see it in action.

Resume Play

Let’s imagine that you’ve been out of the office for a few days, and you receive this email, which states: “Hey John, I just met with Greal, I need their latest numbers as soon as possible…thanks”.
Normally you might ignore this one and get back to it later because it will take some time to figure out how to find the info, but in this case your company had a custom smart tag solution built and the information is readily available to you from your desktop.

Greal is one of my customers, however, and If I hover over “Greal”, I see a “smart tag”. If I click on the button, I will immediately see some relevant actions that are associated with the customer “Greal”… for instance, “Get Last Years Sales”.  

	extensible Smart Tags Part 2
	· Hit “Reply” to the email, and type the following text:

Hi, remember to use Smart Tags to get more info on Greal.

Greal: 
· Note, keep the cursor right after the last “Greal” word

· Select the “Insert Most Recent Purchase” action

· Point out that the text that is added could come from any enterprise data source – either internal or external to the firewall.
	Once I select this, I automatically get a message box that provides me last year’s sales. Note, this is coming from a local database on my machine, but this could just as easily come from my company’s sales database.  As long as I can get to the data through code I can get it into a smart tag.

Suggested Pause @ 4:14

Note that the recognition is dynamic here… it is recognizing on the fly that Greal is a customer and automatically calculates their total purchases. 

Wouldn’t it be great if this guy didn’t even have to come to me for this information?  So let’s reply to this email and remind him about Smart Tags, I’ll even supply him with a little information to get him started.

Resume Play
Now I will select “Most Recent Purchase” to insert data from Greal’s most recent purchase into this reply e-mail.

Suggested Pause @ 4:57

THINK ABOUT THIS. I really want to make sure you see what happened here. We actually went out, interacted with the database, and brought some data back into Outlook!  Do you see how you could use something like this in your company?   (NOTE to Presenter - make Smart Tags relevant to the customer you’re talking to.  You may want to cite real examples – to really make it resonate.  Check out the case studies available for Office XP, and your solutions challenge participants for more local examples.)

	extensible Smart Tags Part 3

& 

SUMMARY
	· Select “Create Executive Summary” action.  
	Developing these smart tag solutions is a relatively light development task, and because we have the full power of Microsoft Programming Languages, the options are endless.  

Resume Play

I’m going to leave you with one last thing.

How much time do your sales reps spend gathering information about a client before they go in to a sales call?  Wouldn’t it be great if you could pull an executive summary from your CRM app by simply typing the word and pressing a button?  Our reps tell us this could save them as much as 30 minutes a call! You can see here that we dynamically launched Word and created an Executive summary with a rich amount of data that we can work from and update as we need. Starting to see any value in Office XP yet?

End Demo (Collaboration)


Last Printed: 7/5/01, 3:16 PM
Confidential: Internal Use Only
Sheet 2 of 6

Microsoft Corporation


