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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.

Open 3

Send Message. .,
Message Hiskary

Preferences
Close all Windaws

Mew Account, ..
Suppress Alerks
w'ark, QFfline

T Log OFf Account

Exit

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.
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Workspaces pane

File Edit Options Help

_ Workspaces | Contacts
Click to open the Create

Mew Warkspace dialog box.

Mew Workspace

%) Active
& Reference Library ]
(&) Unread

Wworkspaces that you andjor ather
members have open for reading
ar updating.

ki A * palicies
arkspaces that contain new or o
updated infarmation, By Rgad . _
# = new or updated within E—‘ﬁ Design Project
last 45 hours 'E) ShareFiles

#4 = new or updated within
last 7 daws

2t = new or updated maore
than 7 days ago

Wiorkspaces that do not currently
conkain any new or updated information.

Common Tasks

[i2]] Wiew By +
94 Suppress Alerts
3 Mew Folder

Lists links to common kasks related to
wour current conkext or seleckion,

E_J] Send My Contact via E-mail

Cpens the Message History,
Create, reply ko, and manage
messages and invitakions,
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The number of active members
currently in the workspace,
Paink at the number to ses
more information.

]

Reference Library
Modified; 929706 10:03 AM

Members in Workspace:
Shu IkofContoso, LTD

David Alexander

‘fou can also lisk workspaces
alphabetically, by Folder, by bvpe,
ar by lask unread time.,



Contacts pane

[@. Launchbar - Le.. DDU

File Edit ©Options Help

Workspaces Contacts

lick ko search for and add Cantact

add new contacts,
1% Active
@) 5hu Tto/Contosa, LTD
%) Online
@ David Pelton/Fourth Coffes
) Lisa Andrews/Contoso, LTD
@ Mark Hanson)Conkasa, LTD
@ Michael Sullivan/Contasa, LTD
1) Offline
Dravid Alexander

You can also lisk conkacts
alphabetically, by Folder, by bype,
b werification staktus, or by
organizakion.

Common Tasks

[ig] Wiew By
@ Suppress Alerts

Lists links bo comrnon basks

related to wour current

conkext of selection, Pew Falde
RS LR RE =]

!_JI Send My Contack via E-mail

Opens the Message History,
Create, reply to, and manage

L[] 4 327 KB

messages and invikations,

In the next task you will use the Launchbar to create a workspace.
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Zontacts who are currently active
in one of vour workspaces, Paink
at an ackive conkack ko see moare
information. g tive

(@) shu T
Online
Diavid ohu TkofiContaso, LTD
@ Online
Ackive in:
Reference Library

{Contoso, LTD

= Lisad
@ Mark)

Conkacts who are currently online

and are ready to start Groove activities.

& dock indicator means the contack is
currently idle, You can point at idle contacts
ko see more information,

1 Lisa AndrewsContosa, LTD
%ark HansonjConktoso, LTD

Lisa Andrews/Contoso, LTD
Idle for 19 hours and 13 minukes

Zontacts who are nok
currently logged in
ko Groove,



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.
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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.

Click to select: from a lisk of
your workspaces.

_@. Standard Workspace - Discussion

File Edit Wiew Options Help T Workspaces ~ | g Back v =

| Discussion | | Workspace Members
Action bar For the currently. = oy
Mew v [EIviewby v g3 = © ; (5]
selected tool, & E = - >( i 1o ork<nace —- Lists members and their
Subject Author @) Mark Hansen status. Poink at any

An entry in a Discussion tool . ; rm | M ; (@) shu Ito/Contasa, LTD Q;;jgsi:ﬁjgfﬂlxtﬁ
) Online ™

&n urread marker, indicating Shu IkofContoso, LTD :,HI i ;df;l:'t;ﬁ:t?égtatus

a new or updated item b o '
Invite ko Warkspace: 1 Invite peaple to

join the workspace.

Remember to read the
“Widget Design Plan in
; the Files tool
Shu Ito/Contosao, LTD:

Subject™ ]Let's brainstorrm on the new directions for the widget tool

Category | Products v]:J Attact Wil da

by Mark Hansen on 831072006 3:08 P modified by Mark Hansen

Hansen on 573172006 3:18 PM e
i click the Enter button.
Before we attend this conference we should make sure we're an sec Click ko start

he sarme page about the Widgettoo! product offering. audia-chat,

Common Tasks

9y Turn OFF Todl's Unread Alerl Pravides links ko common
tasks related to vour

B Add Toals current context
Current Yiew: by Date + Records in view: 2 ﬁ Wiew Warkspace Properties or seleckion.
Click to go to this — " S :
tool in the workspace o Files 1 mNptepad %Discussion 2 s Invite My Other Compukers

Click to select new tools
to add to the workspace,

Opens the Message History, _ The number of ather warkspace members

Create, reply to, and manage who currently have this tool selected, Poink

messages and invications, at the number ko open a status window
that lists names of members using this toal,

?:'5 Discussion 2

Mark Hansen
Shu ItofContoso, LTD

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.
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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.

To: !kﬂith.harris@contoso.mm W !
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.

Ta: L Erter n W
Tony Allen
wiorkspace: Chris Cannan
Terry Earls
Fole: Y
b Mu Han

Andy Jacobs

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.

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.

8 Groove 2007 Getting Started Guide



