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1 Introduction

An information worker is a member of staff who works within a business information process, commonly dealing with data that is held on computer systems. Research has shown that these people spend 20 percent of their time in meetings, 30 percent researching and 40 percent creating content. The other 10 percent is made up of the normal distractions that we all meet at work!  Solutions to streamline any of these three business processes will increase productivity and make a bottom-line contribution.

Too much time can be spent handling paperwork and managing information at the expense of more profitable, customer-focussed activities. Failure to connect people and information efficiently means that ideas are not pooled and creative effort can be duplicated. 
One of the key functions for the delivery of solutions for information workers is that the processes they interact with should be related. That means that not only are the users themselves aware of the relationships but that the applications that they use are capable of being developed to adapt to the business processes.

Microsoft® provides a comprehensive suite of integrated, familiar and easy-to-use applications that can be tailored to your company’s needs, improving individual and collaborative productivity.

2 The Microsoft Vision for Desktop Productivity 

The Microsoft vision for desktop productivity is to offer enhanced user efficiency through integrated functionality, which is team focused and business process related. The objectives are to:

· Ensure information reusability

· Information sharing

· Allow for the development of virtual and flexible team-working

· Provide integral communications

· Reflect business processes

· Integrate applications

This vision has been developed in response to user working patterns and customer business requirements.

2.1 Business Pain Points

Businesses find it difficult to create an environment where information workers can maximise the usefulness of their time. 
· Working with information can be repetitive

· Reviewing mails to categorise them and deleting spam

· Filling in multiple forms to feed information to a variety of data repositories

· Needing to use multiple tools and interfaces to enter or research information

While collaboration is widely accepted as being crucial to business success it is difficult to provide a really collaborative environment. The communications infrastructure is lacking at a team level; while the importance of mail should not be underestimated the ability to work on collaborative documents is essential to provide the most effective workspace. Even where remote teams do work together their ability to work with core business processes is limited because the environments within which they find themselves cannot relate to these processes or are designed for localised working practices.

Finally many businesses are still struggling to connect their information systems. Gartner estimates that 70 percent of IT spending is used on interoperability issues. If systems cannot work together then the information worker is doomed to struggle between disconnected islands of data using proprietary tools to access each.

2.2 Relieving Business Pain Points

Businesses need to enable their workers to maximise the usefulness of their time. The functions that are made available to them will increase the productivity in the three areas of meetings, research, and creation of information.

To develop a productive environment we need to eliminate repetition of tasks, and the inevitable information fatigue that is associated with this. By using familiar tools and interfaces the information worker can maximise their output without the need for expensive retraining or long learning curves. More than this we need to extend the use of this these tools to ensure that information workers are getting the most out of their office systems.

Businesses also need to be agile, creating the most effective team profile for the task that is being undertaken. For this integrated communications of information is required. This is not just sending mail but the development of truly collaborative virtual teams, who can interact in an electronic environment.

Finally the members of the team must be able to gain useful access to data using familiar toolsets. The core business data must be made available to them for both research and update functions, from within familiar interfaces. These myriad datasets need to be combined through the use of common access tools that support industry standard technologies. Often individual applications are developed to do this but for extensive productivity gains the day-to-day functions, such as expenses or timesheets must also be included.
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User-Enabling Desktop

· Reflecting user activities

· Reflecting business processes

· Smoothly transitioning between these

3.1 Microsoft Tools – Increasing Business Productivity

Microsoft has developed the functionality of its Microsoft Office Professional Enterprise Edition 2003 suite of products and added new components to address information worker requirements. The new products include Microsoft Office OneNote™ 2003, which is aimed at information capture, Microsoft Office Outlook® 2003 and Instant Messaging for communication, scheduling and information awareness, Microsoft Office Publisher 2003, Microsoft Office InfoPath™ 2003 and the standard Microsoft Office Professional Enterprise Edition 2003 products for creation.
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3.1.1 OneNote 2003                                                                                

To avoid repetitive information processing and for effective information gathering, OneNote enables you to capture, organise, search, and reuse your notes electronically and then integrate them into the Microsoft Office 2003 Edition Suite. OneNote can take a variety of inputs and manipulate these to create a rich information source:

Keyboard

OneNote combines the convenience of paper and the power of a digital software application. Similar to other Microsoft Office 2003 Edition applications, OneNote provides a rich authoring and word-processing experience. With OneNote, you can format text using colours, bold, italic, and underline, as well as benefit from features such as AutoCorrect and the spelling checker.

Special consideration was put into making OneNote work well for people who prefer to work with the keyboard. Convenient keyboard shortcuts are available for all common operations. For example, each of the nine Note Flags can be inserted by entering CTRL-1 through CTRL-9.

Pen and Digital Ink

OneNote has enhanced capabilities for using Tablet PCs or pen-input devices with your desktop or laptop computers to handwrite notes or draw diagrams easily. You can both handwrite and type notes on the same page. If you don’t have a pen-input device, you can use your mouse to draw and sketch diagrams in OneNote. With OneNote, you can easily convert your Tablet PC handwritten digital ink notes to text. You can convert anything from just one word to a whole section at once by using your cursor to highlight the ink notes you want to convert. 

Audio

If you have a microphone built-in or connected to your computer, click Record in OneNote to start recording audio. Then take notes with OneNote as usual. OneNote synchronises the audio to the notes being written. By doing this, OneNote tracks the audio that occurred at the exact moment that each note was written. 

Graphics

Simply point to or select the desired information with the cursor, and then move it to any page in your notes. Items that can be moved with the drag-and-drop feature into OneNote include pictures and text from Web sites and Microsoft Office Word 2003 documents, slides from Microsoft Office PowerPoint® 2003 presentations, and columns and rows of numbers from Microsoft Office Excel 2003 sheets. 

Quick Notes

You can access a streamlined, smaller view of OneNote through the OneNote quick pane icon in the Microsoft Windows® taskbar. This small window of OneNote gives you access to all of the functionalities of OneNote, but in a smaller display called the quick pane. If you click the pushpin icon, you can “pin” the note to any part of the screen, and it will “float” or stay open on top of your other PC applications. 

Page Groups

You can also create a page group, which is a collection of pages with the same title area. A page group has a primary page and at least one sub-page. All pages within the group contain the same information in the title area as the original page. New sub-pages within a group appear as smaller page tabs on the right, directly after the normally sized tab that indicates the first primary page in the group. You can create as many new sub-pages within a group as you like. 

3.1.2 Distribution of OneNote Content

OneNote can distribute information that has been gathered by using e-mail, publishing in HTML format or sharing on a Microsoft Windows SharePoint™ Services shared workspace.

Publish as HTML

Another effective way to share information is on the Web. Easily save your notes as HTML and store them on a file share, a Web server, or a Windows SharePoint Services shared workspace. As with e-mail, handwriting and drawings are converted into pictures.

E-mail

By clicking the envelope icon on the toolbar, users with Microsoft Outlook 2003 can quickly e-mail any note you have taken in OneNote. OneNote automatically converts the notes to HTML and puts them into the message body so that even recipients who don’t have OneNote can read them. (Handwriting and drawings in the notes are converted into picture files.) 

In addition, the application creates an attachment of the notes as an .one file so that if the recipients have OneNote, they can easily add that page to their own notebooks by simply double-clicking the attachment. Users with older versions of Outlook will also be able to e-mail OneNote notes as attachments as they would any other type of Microsoft Office 2003 Edition document.

Windows SharePoint Services Shared Workspace Pane

OneNote also hosts a Shared Workspace task pane that you can use to create tasks, related documents and more in a shared OneNote notebook that is saved in a Windows SharePoint Services workspace. Shared Workspaces provide intelligent document collaboration capabilities, improved version control and the ability to share documents in real time, assign tasks and deadlines, and easily review the status of a document project.
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Outlook: Communications, Calendaring and Shared Workspaces 

To combat information overload and to manage information input, Outlook includes enhancements designed to help combat e-mail fatigue. The new preview pane shows twice as much message content and its vertical orientation makes it easier to read. To find important information quickly you can create search folders which gather messages from any of your mail folders.

Shared Calendars

Outlook makes it possible to view multiple calendars—including local calendars, public-folder calendars, other users’ calendars, and calendar views—side-by-side in the Outlook window. The calendars scroll together and are colour-coded, making them useful for comparing schedules or finding a team mate. Users can drag appointments between calendars or onto their own calendar, or use the “New Meeting With” feature to quickly set up a meeting with the owners of some or all of the open calendars.

Meetings Workspaces

The Meetings Workspace is for anyone who invests time in preparing for, conducting and following-up on meetings. The workspace provides a secure, online site to centralise all meeting-related communication, documents and logistics, making it the perfect location for everything meeting-related to be organised, shared and archived. The Meetings Workspace is designed to make the meeting process more intuitive, streamlined and effective, saving customers time and improving meeting productivity.

Built using Windows SharePoint Services and Web Parts, the Meetings Workspace is essentially a customised site that provides simple one-stop tools that help bring together employees for one-time, recurring or related meetings. A Meeting Workspace site can be set up easily using Outlook by creating a New Meeting Request and then clicking the Meeting Services button.
With Meetings Workspaces, administrators can plan the meeting, coordinate attendees, provision the meeting area with any necessary documents, loop in remote employees, capture the information, tasks and follow up items generated during the meeting, and disseminate meeting notes and action items, captured with OneNote.

3.2.1 Managing Information Flow 

Outlook in particular has been extensively redesigned for managing information flow and making sure that users are aware of new and change data which is critical for the maintenance of a productive environment. Outlook provides new functionality to help users sort through e-mail messages quickly, see more information at once, remember which e-mail messages require follow-up, and aggregate similar items without manually archiving. Organisational and design enhancements to Outlook include the following:
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Navigation Pane  

The new Navigation Pane in Outlook gives users more relevant and context-sensitive navigation throughout the application, instead of a static list of folders. In addition, other features have been added to Outlook to help users organise, prioritise and keep current on developments as they work: 

New-mail Notification

A new Desktop Alert for incoming e-mail messages and the Notification Area Icon help Outlook users keep track of their e-mail while working with other applications.

Rules and Alerts

Enhanced Rules and Alerts allow users to set notifications for Microsoft Office SharePoint Portal Server 2003 site updates, live search results and more, helping workers stay on top of workflow events as they happen.

Other enhancements to Microsoft Office 2003 Edition are designed to provide more flexibility for workers and companies in disseminating, accessing, and expressing information:

Research Library

The Research Library task pane gives user access to information on local networks or across the Web, from directly within any Microsoft Office 2003 Edition application.

Quick Flags

Colour-coded Quick Flags help users keep track of which messages need attention.

Search Folders

Search Folders make it easy to group relevant information without having to move or copy messages.

Arrange By (Intelligent Grouping) 

When creating lists, users naturally group similar items together, such as a to-do list under the headings “Today,” “Tomorrow,” and “Next Week.” The new e-mail view automatically applies intelligent groupings to help users sort messages. 
For instance, when users arrange their mail by date received, Outlook splits them into simple groups—“Today,” “Yesterday,” “Last Week,” “Last Month,” etc. When users rearrange by size, Outlook again splits them into user-friendly groups—“Large,” “Small,” “Very Large,” etc. These groups make it easier for users to scan through a list and find what they are looking for, because they work the way most humans work. Advanced users can treat these groups as objects, choosing to move, delete, copy, forward or perform other actions on all items in the group at once. For instance, e-mail messages could be grouped by date, and then all messages from “Last Month” could be dragged to another folder and filed away with one click.

Smart Dates 

In order to use space more efficiently, Smart Dates change the date format on-the-fly based on how long ago the message was received. For instance, an e-mail message that was received today only has a time: 3:40 P.M. Messages received this week have a day of the week and time: Wed 1:24 A.M. For mail received many months ago, the exact time is less important, so Outlook shows only the date: 1/12/2003.
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Corporate Instant Messaging        

Instant Messaging (IM) technology uses the Microsoft Office Live Communications Server 2003 and is integrated with Microsoft Office 2003 Edition applications allowing for instantaneous presence information and the ability to initiate conversations quickly. Outlook and IM can provide varied platforms for team communications. Outlook messaging capitalises on the strengths of the Microsoft Exchange Server 2003 messaging and scheduling engine available within the business environment, while IM allows for more ad hoc communication when the telephone would not be appropriate or powerful enough and is available for impromptu conversations between individuals or groups.
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Maximising Research Effectiveness

Research takes up 30 percent of an information worker’s day and can be streamlined for greater efficiency. To Maximise Research Effectiveness, each Microsoft Office 2003 Edition application now includes a Research task pane that lets users search for information through the Web or a corporate data source.

This research section looks at the following elements:

· Creating shared information resources

· Using information resources

· Shared information security

· Managing information input

· Speeding up research

3.4.1 The Research Pane in Microsoft Office 2003 Edition Applications

Each Microsoft Office 2003 Edition application now includes a Research task pane that allows users to search for information through the Web or a corporate data source from directly within the application. Now users can access corporate data and work with their research information right alongside their reports, charts and other documents. 

Search results can be pulled into the document without switching applications, and through the use of smart tags, the data source can provide a variety of actions beyond the typical copy/paste of HTML that a web search would do. For example, a search against a corporate data source could provide the option to refine the search with additional parameters, insert the results as structured XML data into Excel 2003, or as a linked, refreshable XML document fragment from a content database. 

Research Library 

The Research Library also includes basic resources such as a thesaurus and dictionaries in multiple languages (available even off-line), as well as automated translation and an encyclopaedia via the Internet. If the user or corporation has signed up with third-party data service partners such as Factiva, eLibrary and others, these are also searched and the results presented in the Research Library. 

Looking up information using the Research task pane is trivial: simply hold the ALT key and click on a word in your document. Users can also right-click or use the menu or toolbar to access it. The Research task pane will appear with results even if it was not open when the search was initiated.

3.5 Produce Marketing Quality Output In-house
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A publishing solution needs to be able to address a wide range of output media and to reuse and repurpose data. Publisher 2003 combined with the Microsoft Office 2003 Edition Suite make it easy to create, design and publish professional marketing and communication materials, in-house.

Publisher is the Publishing and Marketing Materials Solution for Business. In today’s competitive business environment, keeping in touch with existing customers and reaching prospective customers is essential to staying in business; creating communication materials quickly and efficiently, in-house, makes it easier. 

With Publisher, the Publishing and Marketing Materials Solution for Business, it’s easier than ever to create, design and publish professional marketing and communication materials, in-house.

3.5.1 Wide range of Output Media

A publishing solution needs to be able to address a wide range of output media. For business communication that requires more than a simple letter or flyer, Publisher’s wide variety of professionally designed business publications for print, e-mail and Web sites simplify the process of creating professional-quality marketing and communication materials. Publisher includes new Web Site Wizards for building quick and easy Web Sites, e-mail publications including an e-mail Newsletter, and an extensive list of print publications, including brochures and postcards, and new CD/DVD labels.

Commercial Printing Support

Publisher is the strongest version of Publisher for commercial printing, with the addition of the following features and enhancements. These features are designed specifically to support the printing efforts of commercial printers. Using the Pack and Go, Take to a Commercial Printing Service is the best way to transport a Publisher file to an outside printer. 

Web Authoring 

Publisher provides better functionality for creating, editing, managing, and posting Web sites. Some of the Web enhancements in Publisher include:

· New Web Site Wizards and Web page types 

· Web View 

· Incremental Web site upload 

· Improved Navigation Bars 

· Improved Web site hosting and posting solution

· E-mail
E-mail can be sent using Outlook or Microsoft Outlook Express 5.0 or higher; recipients now not only view e-mail in Outlook and Outlook Express, but also Web-based e-mail services such as Microsoft Hotmail®. The new e-mail Wizard includes support for all 45 Master Sets, with six layout options. This wizard will allow Publisher users to quickly and easily create a professional-looking e-mail message to send to new or existing customers. 

3.5.2 Integration with Corporate Data Sources

Integration with corporate data sources means that information for publication can be easily accessed.

Data Driven Publications

The new Catalog Merge feature provides the ability to merge pictures and text from a data source to create a new publication with multiple records per page. Data sources include standard data sources already supported, such as spreadsheets and databases. This can be useful for creating publications as simple as an address book or directory, to a sophisticated product catalogue or datasheet. 

3.5.3 Reusing Data

Data that had been gathered must be reused as often as is possible to maximise ROI. Reuse your work by publishing it in multiple ways and sending it to customers the way they prefer to receive it. For example, create a newsletter, send it out for commercial printing (or to a desktop printer), send a single-page as the body of an e-mail message, and then convert it for viewing on the Web.

4 Collaborative Working
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Enabling close collaboration among workers is a major focus of the new Microsoft Office System products. Microsoft Office 2003 Edition, combined with Microsoft Windows SharePoint Services and Microsoft Office SharePoint Portal Server 2003, provides new ways to bring employees together from any location, lend specialised expertise to any project, and speed approval and review processes. 

Tight integration between Microsoft Office 2003 Edition and Windows SharePoint Services provides a collaborative workspace environment that is available wherever the Microsoft Office System of applications or a simple Web browser is installed. With Windows SharePoint Services, Microsoft Office 2003 Edition gains new and enhanced tools for working on a shared document, communicating the status of a project, finding a team mate online or adding comments or results to a shared workplace. 

4.1 Relationship between Windows SharePoint Services and SharePoint Portal Server 2003

Microsoft SharePoint Products and Technologies facilitate collaboration within an organisation and with partners and customers. Using the combined collaboration features of Windows SharePoint Services and SharePoint Portal Server 2003, users in your organisation can easily create, manage, and build their own collaborative Web sites and make them available throughout the organisation.

Windows SharePoint Services is a collection of services for Microsoft Windows Server™ 2003 that you can use to share information, collaborate with other users on documents, and create lists and Web Part pages. You can also use Windows SharePoint Services as a development platform for creating collaboration and information-sharing applications.

SharePoint Portal Server 2003 is a secure, scalable, enterprise portal server built upon Windows SharePoint Services that you can use to aggregate SharePoint sites, information, and applications in your organisation into a single, easy-to-use portal. In addition to the features of Windows SharePoint Services, SharePoint Portal Server 2003 includes the following features:

· News and Topics

· My Site, with personal and public views

· Information targeted to specific audiences

· Powerful indexing and searching across file shares, Web servers, secure Web servers, Exchange Public Folders, Lotus Notes, and SharePoint sites

· Alerts that notify you when changes are made to relevant information, documents, or applications

· Single sign-on for enterprise application integration

· Integration with Microsoft BizTalk® Server

Because SharePoint Portal Server 2003 requires Windows SharePoint Services, all features of Windows SharePoint Services are available in SharePoint Portal Server 2003.

The Shared Workspace Task Pane lets users see the collaboration context from a Windows SharePoint Services workspace, directly within their application while editing a document.

Document Workspaces provide intelligent document collaboration capabilities and improved version control. Users get tools to share documents in real time, assign tasks and deadlines, and easily review the status of a document project. 

Meeting Workspaces give workers added power to organise meetings, capture information and include attendees from different locations.

Instant Messaging technology is integrated with Microsoft Office 2003 Edition applications allowing for instantaneous presence information and the ability to initiate conversations quickly from within documents or Outlook. 

4.2 Windows SharePoint Services and Microsoft Office 2003 Edition integration 

With Windows SharePoint Services, Microsoft Office 2003 Edition gains new and enhanced tools for working on a shared document, communicating the status of a project, finding a team mate online or adding comments or results to a shared workplace. 
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When a user opens a document that is located on a Windows SharePoint Services workspace , whether it is a Meetings Workspace site or Document Workspace site, the Microsoft Office 2003 Edition application that opens the document provides a special task pane that shows relevant information about that site directly in the application. This pane displays information such as the list of people collaborating in the workspace as well as their on-line status, a list of tasks, other documents in the Shared Workspace library, relevant hyperlinks and other information. Word 2003, Excel 2003, PowerPoint 2003, Microsoft Office Project Professional 2003, Microsoft Office Visio® Professional 2003, and OneNote 2003 will all display the Shared Workspace task pane when the user opens a document that resides on a SharePoint Portal Server site.

The task pane is not just view-only; it allows a user to invite new contributors to the workspace, create, assign or mark tasks as completed, upload additional documents, view other documents in the library, and add or follow hyperlinks related to the document. Also, integration of the task pane with instant messaging technology allows the user to see who is online through the familiar “pawn” icon, and send instant messages or e-mail to team members. This pane brings the context of the document right into the user’s environment.

When working with others on a document, users often start by e-mailing it to their co-workers. When using a single server location for the document, they often need to have an off-line or local copy of the file as well, because they are off the network occasionally, or because the server copy is locked for editing by another user. 

Using e-mail and having off-line copies always results in documents getting out of sync, or “forked” into multiple incarnations, often requiring a lengthy process to reconcile the changes. With e-mail it is also hard to track the progress of the other contributors.

Document workspace sites make ad hoc, everyday document collaboration easier in several ways. As with any Windows SharePoint Services workspace, they centralise all of the “artefacts” of collaboration—task lists, deadlines, related documents, hyperlinks, and contacts for project participants. They also integrate with Microsoft Office 2003 Edition applications through the Shared Workspace task pane in the application, right beside the document itself, allowing for easy access to all of these resources and bringing the team-collaboration context into a worker’s personal productivity tools. Unlike e-mail, where the original author has no way to know if any of the people she asked to contribute have even started working, with the Shared Workspace task pane and Document Workspace sites, each user can see the incremental progress on editing and task completion.

4.3 Creating Document Workspaces

Creating a Document Workspace 

In Outlook, when a user attaches a Microsoft Office 2003 Edition document to an e-mail message, he or she will see the Attachment Options task pane. By default the attachment will be sent in the same way as in the past, but if the user selects the “Shared Attachment” option, the document when sent will be stored on a Document Workspace site that is created automatically on an available server running Windows SharePoint Services. The user can specify the SharePoint Portal Server site on which to create the Document Workspace, or leave it to the default choice. 

Creating a Document Workspace via an Microsoft Office 2003 Edition Application 

Using the Tools/Shared Workspace menu item, or by pulling up the Shared Workspace task pane directly, a user can create a Document Workspace site for any Microsoft Office 2003 Edition document on their hard drive. This document then becomes a connected local copy of the document, with a master copy on the server. Users can invite other contributors, add links and more, without ever resorting to e-mail.
Creating a Document Workspace for a Document in a SharePoint Portal Server Site 

Sometimes SharePoint Portal Server sites can grow quite large with many members. In that case, some users may want to take a document off to a semi-private space to work on it further, without disrupting the current “public” version with editing in progress. Users can create a Document Workspace site for the document, work on it alone or with a few others until it is finished, and then publish it back to the main SharePoint Portal Server site.

Whether initiated through e-mail messages or Microsoft Office 2003 Edition applications, sharing attachments automatically provides all of the collaborative workflow and information functionality found in the Document Workspace. This information also appears in context, directly in the Shared Workspace task pane beside the document when it is opened on any team-mate’s PC. Any recipient of the e-mail is automatically added to the workspace. So, just by sending a simple e-mail and attachment, the user has kicked off a powerful collaboration tool for her team of co-workers, wherever they might be based.

4.4 Benefits of Information Resources Presented in Workspaces

Every recipient of the original e-mail gets the attachments normally, but also sees a link pointing to the Document Workspace site where the latest copies of the document can be found, and other information related to the collaboration can be seen. Recipients without Microsoft Office 2003 Edition can either work on the out-of-date attachments or use the included link to the Document Workspace site to see the latest information. They can work directly off the server while on-line. For any recipients who have Microsoft Office 2003 Edition, there is an added benefit—any Microsoft Office 2003 Edition documents that were attached will now be connected to the Document Workspace site master copies. When those documents are opened, the application will offer to check for an updated version on the server and use that instead of the out-of date e-mail attachment. The Shared Workspace task pane also appears and provides information from the Document Workspace. Because the shared attachment is on the user’s local machine, it can be edited off-line or on-line, even if other users are working on the server copy or on their own connected local copies. There is no need from this point onward for the Microsoft Office 2003 Edition users to e-mail copies of the document around, helping to eliminate confusion and saving network storage space and bandwidth.

When an attachment is shared in a Document Workspace site, each co-author is prompted when the document has been changed by others, and is given the opportunity to review the changes or contribute their own in real time. Using SharePoint Portal Server Tasks and Alerts, team-mates can also track the progress of other contributors. 

Instant Messaging integration makes it easy to see when other authors are online and initiate conversations with them. Also, since the document is still attached to the mail message, things work offline just like they have in the past.

4.5 Security: Critical to Business and Integral to the Solutions
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To help reduce today’s risk of having key company information ending up in the wrong hands, Microsoft have developed new Information Rights Management technology. 
With Microsoft Office 2003 Edition, in-document editing rights and content protection allow project owners to specify who is allowed to make changes, and Information Rights Management (IRM) functionality allows functions such as cut, copy, paste, print, and e-mail forwarding to be restricted for specific documents, giving users and organisations more control over their valuable information assets.

IRM in Microsoft Office 2003 Edition

IRM is a persistent file-level security technology from Microsoft that allows the user to specify who can access and use documents or e-mails, and protect that digital intellectual property from unauthorised printing, forwarding or copying. 

IRM is information security technology, not network security technology, allowing documents to be shared and sent in e-mail while maintaining control over who can use it and what they use it for. Once a document or e-mail is protected with this technology, the access and usage restrictions are enforced no matter where the information is. 

Information Privacy, Control, and Integrity

Information workers often deal with confidential or sensitive information, relying on the discretion of others to keep sensitive materials in-house. IRM eliminates options to forward, paste or print confidential information by disabling those functions in IRM-protected documents and e-mails. 

For IT managers, IRM enables the enforcement of existing enterprise policies regarding document confidentiality, workflow and e-mail retention. For CEOs and security officers, it significantly reduces today’s risk of having key company information in the hands of the wrong people, whether by accident, thoughtlessness, or through malicious intent. 

When enabled by the organisation, users of Microsoft Office 2003 Edition will be able to easily take advantage of this technology. A simple user interface, based on customisable “rights templates” available in the standard toolbar, make IRM convenient and approachable. Integration with Microsoft Active Directory® directory service provides a level of convenience not seen on today’s document-specific passwords. Finally, a free IRM Viewer will guarantee that any Windows user can consume IRM-protected documents whether or not they have Microsoft Office 2003 Edition, allowing organisations to share their intellectual property outside the company while still enforcing their security policies. 

Outlook E-mail Messages

IRM can be used in Outlook to prevent e-mail forwarding, copying or printing. Protected messages are automatically encrypted during transit, and when restrictions are applied by the sender, Outlook disables the necessary commands. Microsoft Office 2003 Edition documents attached to protected messages are automatically protected as well.

Excel, Word and PowerPoint Documents

Microsoft Office 2003 Edition documents can be protected on a per-user or per-group basis (group-based permissions require Windows Server 2003 Active Directory for group expansion). Each user or group can be given a set of permissions according to the roles defined by document owners: Viewer, Reviewer, or Editor. Depending on the recipient’s role, IRM disables certain commands to enforce the rights assigned. Owners can also prevent printing and set expiration dates. After expiration, documents can’t be opened. 

If a protected document is forwarded to an unauthorised recipient, an error message appears with the document owner’s e-mail to request additional rights.
Organisational Policy
Using IRM technology, Microsoft Office 2003 Edition allows companies to create “rights templates” that appear in Microsoft Office 2003 Edition applications. For example, a company might define a template called “Company Confidential,” which specifies that documents or e-mail protected with that template can only be opened by users inside the company domain. There is no limit to the number of templates that can be created. 

IRM Viewer

Microsoft will make a free IRM Viewer available that allows users without Microsoft Office 2003 Edition to read IRM-protected materials. The IRM viewer will be available for download free of charge at www.microsoft.com. 

The free IRM viewer will also play an important role in communication with business partners, as companies will choose to migrate to Microsoft Office 2003 Edition on their own timeframes. With the IRM viewer, companies that want to take advantage of IRM to create protected content can move to the new version of Microsoft Office 2003 Edition, knowing that the consumption of their protected content will be free. 
5 Integrated Functionality
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The integration and seamless communication of corporate and desktop technologies is necessary for a truly productive desktop environment. This is now possible through the use of XML in all the Microsoft Office 2003 Edition applications, the industry standard for information formatting.

5.1 Integrated Functionality of Infrastructure Facilities and Documents

The creation of a really productive desktop requires Integrated Functionality of the infrastructure facilities and documents. A productive desktop environment needs both infrastructure technologies and core documents and facilities to be created. In this section we will look at the development of the following:

· Integrating desktop and corporate technologies

· XML technologies as desktop productivity enablers

· Virtual Team facilities

· Communicating

· Shared resources

· Developing smart documents

· Developing multi-function forms

· Integrating with external data sources

5.1.1 Corporate Data Infrastructure for Desktop Productivity 

The integration of corporate and desktop technologies must be based on the ability of these two infrastructures to communicate seamlessly. This is achieved through the use of XML. Microsoft has made this available through this technology being available within all of the Microsoft Office 2003 Edition suite and related collaborative products.

XML enables Microsoft Office 2003 Edition applications to communicate with almost any system. As a result, familiar Microsoft Office 2003 Edition applications now can be enabled to access complex back-end data stores without requiring expensive customisation. XML also frees up information from within the millions of documents sitting on desktops and on servers, allowing customers to use that information to make an impact on their organisation. 

XML in Excel 2003 

In the previous version of Excel, Excel 2002, users who wished to work with XML had a great tool using the XML Spreadsheet Schema (XMLSS) format. Excel 2003 has built on that initial XML experience and is now able to consume and generate XML data files expressed in customer-defined XML schemas (XSDs), not just the XML Spreadsheet Schema. Excel is now an efficient XML editor for analyzing and displaying up-to-the-second business information.

Mapping Tool

Excel provides a user-friendly visual mapping tool that works much like a field chooser. With it, Microsoft Office 2003 Edition solution developers and even power users can:

· Map existing Excel spreadsheets to XML data structures such as databases for import

· Create dynamic Excel documents that load XML data, display it and write it back out in any format—with up-to-the-minute 

· Create new XML-enabled information repositories from existing Excel spreadsheets

Using the mapping tool to pull from data sources such as a back-end server, a web catalogue service, or any other XML data file, users can arrange information on the Excel grid and display it however they wish. Clicking Refresh updates the spreadsheet, so up-to-date information is available for even the fastest-moving data.

XML in Word 2003

Word 2003 provides a native XML file format—a valid, well-formed XML file that fully represents a Word document. With Word 2003, users can save resumes, reports or other documents as XML files and retain all of Word’s rich formatting when the file is opened again. No features or formatting are lost when saving a Word document as XML, and only a single file is created, which makes it much easier to share or work with the document than with the HTML format, where images and other files are stored separately. An XSL Transform to convert Word XML to HTML 4.0 or XHTML for display in Web browsers is also provided.

5.2 Smart Documents and Programmable Task Panes
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Smart Tags allow users incorporate the correct corporate data in their documents and minimise repetition and inaccuracy in business processes.

Smart documents are a solution development and deployment platform based on XML that is available in Word and Excel. Smart documents allow developers to tackle business-process problems by quickly building document-based solutions that combine the advantages of the Word and Excel desktop applications with the advantages of Web services, including easier deployment and updating, and the ability to choose development tools.

Smart documents can easily be incorporated into business processes, such as expense reporting, contracts or anything else that might pass through multiple hands or systems while being authored, or that requires information pulled in from back-end sources. With a smart document, tasks and information relevant to a document or spreadsheet can be displayed in a Programmable Task Pane based on the XML elements of the document, helping to streamline and automate what may currently be lengthy day-to-day business processes.

Deployment of solutions is much more flexible as well. Solution code can now be deployed once to a central server location, and Word and Excel will securely download and cache it locally when the smart document is opened. Updates to the solution code and even the document template itself can be delivered the same way, without having to deploy directly to the client, just as with web-based solutions. In addition to solutions based on the Component Object Model, Smart Documents also allow solutions to be written in .NET managed code for additional security and ease of development.

Extensible smart tags support has been increased to include Microsoft Office Access 2003, PowerPoint and Outlook. In addition, smart tags support is included in new features such as the Research task pane and Shared Workspaces discussed later. A smart tag is indicated by a series of purple dots under the text. Clicking on the Smart tag provides context-sensitive options. 

As in Office XP, smart tag actions recognise certain words or strings as they’re entered (such as a name, address or a stock ticker) and allow users to associate information and actions with that entry. ISVs and users of Office XP have extended smart tags in ways that are specific to certain industries, such as facilitating the ability of a medical facility to look up patient records from a database using names or ID numbers. Companies have also developed specialised capabilities using smart tags, such as the ability to display customer data based on customer ID, or show inventory and sell-through for a particular stock-keeping unit number. 

[image: image13.jpg]1§ Top 10 Reasons to Deploy SharePoint Portal Server 2003 (Read-Only): =1o) x|

fle f Vew Inen Fomat Lok Tabe wndow el Type aqueston forbels - x
i 4 oscument vep ] Thurbnsis | 4 Find... (£ Research... | @, ©L

Screen 1of 10 ] Shared Workspace v x

QI

| igese ] s riain = s}

Top 10 Reasons to 55, Top 10 Reasons toDeploy SharePoint Portal.

Open sie in browser

Deploy SharePoint
Portal Server 2003

& Ackienne Horgen
Posted: May 31, 2003

oniine
None ofthe members ar e
SharePoint Portal Server 2003 enables enterprises to it o
develop an intelligent portal that seamessly connects 1 200 uer
users, teams, and knowledge so that people can FEr N
leverage relevant information across business
processes to help them work more cfficiently. Here & sashe, Julan
are the top 10 reasons to deploy SharePoint Portal A penssio
Server 2003 in your organization. R cwaon ones
& GLASGOWAministrator
() Createa completeview of your business. % it
Access all the information, documents and
applications you use throughout the day & Addnew membrs,
through SharePoint Portal Server 2003 1 Send e-maltoall menbers

et Updates | Options,

Last updated: 8/22/2003 3:41 PM

“wo |t





5.3 InfoPath 2003 to develop forms that use XML

Gathering and sharing information across a wide range of formal and informal business processes is enabled with InfoPath 2003. Information gathered can easily be integrated with corporate data which can be saved to any number of databases.

InfoPath provides information workers with a set of tools that enable the creation of dynamic forms to gather and share information across a wide range of formal and informal business processes. If the native file format for InfoPath is XML and the application supports any customer-defined XML schema, as well as interoperability with XML Web services, the information gathered in InfoPath can easily be integrated with the organisation’s databases and servers. This means that any information gathered with InfoPath can be reused and repurposed by anyone or any process in the organisation.

InfoPath supports three key activities: the creation of dynamic forms, the completion of these forms, and submission of these forms to the systems and processes that need the information collected in the forms.

5.3.1 InfoPath Integrating with External Data Sources

InfoPath then connects to organisational business processes and makes that information easy to reuse through its support of XML, customer-defined schemas, and XML Web services. 

InfoPath can help improve the efficiency and productivity of a company’s sales force and sales information. Prior to InfoPath, a salesperson returning from a business trip might have filed a trip report using Word, entered new sales figures and pricing into a CRM or ERP application as a separate task, and completed an expense report using a custom-developed Excel solution. They would have needed to enter the same information—client contact information, sales figures, pricing, etc.—multiple times, in different applications that may not share or cross-validate that information. This would also have meant a great deal of re-keying of data.

Using the design tools in InfoPath, a form designer can create a trip report form for the sales force. A sales representative can download the form, put it on their laptop, and add information to the form after each client visit. Because InfoPath enables a user to work with forms offline, a sales representative can complete an entire trip form while on the road. It can then be submitted when they reconnect with the corporate network.

The information submitted in an InfoPath form can be passed directly to an XML Web service that then repurposes the information for all the reports that the sales person used to complete in separate processes, such as the trip report, the expense report, and the updates to the CRM and ERP systems. 

Moreover, the information gathered through InfoPath is easy to reuse in all of the company’s business processes, such as purchase order creation, fulfilment, shipping, and customer shipment notification—even though these might be different systems in different locations. Finally, InfoPath is a valuable tool for the team’s informal processes, as the sales manager can use InfoPath integration with Windows SharePoint Services to review the entire sales team’s reports in one summary view. 
Information gathered through InfoPath can be stored directly in a database, on a Web server or file share, or on a server running SharePoint Portal Server. From there, the information could be analyzed or easily repurposed, eliminating the need to retype the information as it is used in different documents or transactions.

6 Conclusion

Microsoft provides an integrated suite of products that allow information workers to become more productive by integrating familiar tools within secure business processes. The Microsoft vision offers business, user and technical advantages—but key is its ability to address business needs. For the information worker it allows secure access to information and flexible capture, analysis and reporting options, for the IT division it provides standards based solutions that can integrate and remove the expensive issues of interoperability. For the business it offers competitive advantage at both a tactical and a strategic level.
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