connect Net wor ki ng

Gl [ aboration is not about advanced
technd ogy; it s about communicating
| deas effectivey

onday norning at the GHP G fice Mhit, head of the
Test Qntre, is on the phone, haranguing a deal er
about a newproduct that was schedul ed for atest but
faledtoreechthe of ficee A thesaeting heis star -
mgdstractedyat hi's conuter screen, tryingtofindthe e-nail
address of the (EO of BrainSoft Tech-
nol ogi es, whose comnments are required
for another | ong-overdue story. Suddenly,
up pops a dialog box on his screen:
MHT! None of the products in your
flatbed scanner conparison test have the
prices yet! Wen can we get then?
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The nessage is fromRadhi ka at the
copy desk, hardy fifty feet anay. Thank-
fu that he does not have to face the
wath of Raging Rads the very nention
of whomis enough to nake the bravest
witers trenble in their socks he keys
inhisrepy ( The deslers havent got
back to ne wth the *&#8# prices yet )
whi ch pops up on her screen.

This is an instance of Goupnere at
vork. By naking use of a collaborative
tool such as instant nessaging, Mbhit
and Rads vere, in ef fect, noltitasking by
sharing infornati on and coord nating wth
each other, and speeding up a process
wthout dsrupting ather tasks.

Qnmuni cation is anintegra part of
col | aboration. Acol | eague wo needs to
convey a nessage to soneone in your
teamcan put it in a place that can be
accessed by everyone. Wb publishing
and onl i ne di scussi on groups are exam
ples of cdlaborative tods. These are
known as the passive node of conmu-
nication. Messages can a so be sent
drectly to everyone (through e ectronic
nail, chat or instant nessagng), whichis
active di ssemination of infornation

You have nai |

Wien you think about network commu-
ncation youinmed ately think of e-nail.
Hectronicnail, the standard servi ce that
nost nessagi ng applications are built
on, is a formof nessaging where you
post a nessage to people via a central
server. The nessage is stored at the
server util theintendedrecipient logsin
and checks for any new nessages.
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Enail isidd fa inrad fice nenos
and notices. Arecord of al conmuni ca-
tion that takes place is autonaticaly
nai ntained, naking it easy to track nes-
sages that have been sent and recei ved.
You can send a nessage to groups of
people. In this case, however, you dso
have to be cauti ous about the nessages
you send not everybody on your |ist
nay be directly concerned or interested.

Inaninstat

Mssaging by eenail is like batch pro-
cessing. A person has to sift through
nany nessages at a tine and respond
appropriately. Wile this process nay be
super-fast when conpared wth snail
nail, a cdlaborative environnent
denands real -ti ne comnmuni cation. This
is were instant nessaging steps in.
Soear headed by software such as |1 GQ
and AQ. Instant Messenger, irstat
nessaging is catching onlike widfire on
the Interret.

As the nane suggests, nessages
sent via instant nessagi ng sof tware pop
up on the recipient s conputer screen
inmedi ately. This is a nuch nore inter -
active and responsi ve way of conmuni -
cating than through e-nail, and |ends
itself vell to short one-to-one d scus-
sios. It isespecidly wsefu if the gap
is linked by a pernanent connection
such as a LAN where you can talk to a
person wo is on the network, anytine
you vant. Though e-nai| can get annoy-
ingif youfindyoursef vastingtineread-
ingirrelevat nessages, it isin generd
agreat way to inprove interna conmu-

ncaim

Seingis believing

== Mst of uswll befamliar
wth the term vi deocon-
— ferencing. Qe o the
requirenents for this

neans of conmuni ca-
tinisahgr

Real -tine

View S Peed

confer-  connection.

ence A conpany
or organisa-

tion that has branches
vorldwde, or even a
nener of your famly
Chatting w0 lives aoroad, wll
7 find vi deoconf erenci ng
far cheaper than long

di stance tel ephone cal I's, which nakes it
ided for long-distaceineraction Video-
conferencingis inpractica for short-dis-
tance conmunication. Wuldnt you
prefer tojust va k over to your cd | eague
inthe net buldng rather than set w a
video |ink?

Mbst  vi deoconferencing software
have additional collaborative features.
There is usual ly a text-based chat and a
whiteboard where you can use your
nouse to draw and sketch rudi nentary
objects. Sone prograns |ike MB Net -
Meeting have application-sharing fea-
tues (See Screenshot). For instance,
during the annual conference of your
grow ng conpany based in India, your
colleagues in the U5 would be able to
view and nodi fy the presentation run-
ni ng on your conput er .

Provi di ng easy access to infornation
enabl es peopl e to | ook up vhat concerns
(or interests) them when they need to.
Ways to do this are through di scussi on
groups and by publishing to Wb
Servers.

G oup di scussi on
A discussion group is the best way to
nai ntai n conmuni cation that invol ves
nany people interested in a subject.
Wien you have a large project to work
on, for instance, there woul d be a num
ber of aspects that invo ve nany but not
all the peoplein your group. Mst popu-
lar enail clientsincluding Qilook
Express and Net scape Messenger can
access di scussion servers (aso caled
news servers). EBEveryone who sub-
scribes to the d scussion group gets alist
of al postings to the group. They can
choose to read only those postings that
inerest them

Replies to nessages are threaded
(cascaded, innast clients). Sif thereis
anything i nteresting, group nenbers can
followthe conpl ete di scussi on i n chrono-
logcd oder. Qe can aso post status
updates and other infornation of interest
to group nenbers. D scussion groups
are real ly useful when nenbers of a
group are separated by |arge di stances
and there is no i nmedi acy to the di scus-
sm
Share know edge

Rersistent infornationis defintdy not a
strong poi nt of nessage-based commu-
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nication. Infornation that needs to be
referred to frequently haes to be accessi -
beal thetine The sinplest vay to do
thsistostaethefiles nanmvark file
server, bt thishesits limtaios.

Abetter way to share docunents is to
put themon a Wb server. Qnverting
docunents to HIM. and putting themup
on a Wb server is very sinple. Excel
even al | ovs you to export a spreadsheet
to H\ML take it of f the server, dlova
coleague tonedi fy it and replace it on
the server. AuitoCAD plug-ins let you
vi ewt he docunent inside your browser,
stragt o f the Wb server. Smlaly,
nany file fornats have viever plugins.
But the strength of publi shing docunents
on the Wb isthe dility to crossrefer -
ence infornation. Relevant infornation
can be linked to the nain docunent,
naking it very convenient tofindweat is
needed.

Gommuni cation  apart, vor ki ng
together inva ves collaboration on the
jobitsef. The neans are usud ly incor -
porated into the sane applications that
you use whi | e vworki ng al one.

Qherw se, work processes need to
be built around Goupware sol utions.
Enterpri se Goupware products such as
Lot us Donmino/ Notes and M5 Exchange
provi de conpl ete platforns for enabling
ent er pri se-w de communi cati on. Gustom
applications are witten around these
platforns for specific workflomws wthin
the conpany, naxi nising autonation
and communi cati on.

Track changes

Both word processors and spreadsheet s
are beconing increasingly colaboration
avare . Wen a group of peopl e work on
a docunert, it is essentid thet dl of
themhave access to the latest updated
copy. It isvaydfficdt tomain-
tan synchronisation if there
are mitiple copies of a docu-

T W EE
T Y

Save
Ver si ons

Sharing infornation in your G fice docunents
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G oupwar eisatad far sdving prad ens
that invove people working together
towards a common goal. In a nutshell,
groupvare works towards finding the per -
son or docunent that has the know edge
tosdveapradem € inneting duication
d d fort (verious peopl e tackl i ng the sane
probl em) and i nprovi ng coordi nati on and
conmuni cat i on.

Wi | e the technol ogy behi nd groupwar e
can be interesting, focusing on the peo-
de pat o theisseis aiticd toits sue-
cessfu adoption in an organi sation. Ad
peopl e interaction can be far nore com
pl ex than any technd ogi cal probl ens you
nay cone across. Bven if a particular

Net wor ki ng

THE HUMAN FACTOR

t echnol ogy sol ves a
cdlaboraion pradem if thevwrk cuture
does nat support it, the deploynent wil
fal. If the economc costs of grouvare
aendt jwtified adotingit isnot recom
nended even if the work culture is al
for groupware. There are nany snall-
scal e groupvare sd utions available a a
nomnal cost or even
fa free

The nost inportant factor, however,is
pditics. If thaeis dety d tuf-dfeme
and other shenani gans going on in your
organi sation, groupware cannot hel p you.
The success of groupware in any organ-
isation depends, in increasing order of

nent on the network; everyone shoul d
ideal |y work on one docunent .

The adlity totrack changesis abesic
feature wth such applications. Brery
per son who nakes changes i s assi gned
a df ferent cdow. Changes can be
accepted or reected aytine inthe edit -
ing process. Sl arly, spreadsheets can
be nade available for concurrent
access. As peopl e nake nodifications,
others are able to see the spreadsheet
getting updated. The nodifications nade
toacd!l canbetracked essily; thisagn
sinplifies the process of cdlaboration

Avcther nifty feature lets you add
notes to sel ected portions of docunernts.
Notes are stored i n the docunent but are
nat pat o itslirear flov In a spread-
sheet, notes can be assigned to individ-
ud cedls o even the etire range
Revi ewers and readers can use notes to
comnment on and exchange i nfornation
about the docunent. A new feature in
MB Cffice 2000 is the ahlity of have a
threaded series of notes (in ef fed,
ataching notes tonates). Thisis simlar
to having a discussion group wthin a

Note pops docunent .
up when
mouse Isaditd
pointer is I'n any organi sa-
hel d over tion, teamork
essentially
B requi res other nentbers of your

team to know what you are
vorking on and vi ce versa. S,
what you need is a group-
avare cal endar application for

nanagi ng your collective tine. In such
an application, you can enter tasks to be
perforned and set deadlines. The
schedul es for days, weeks and nont hs
can be planned. The project admnistra-
tor can assign tasks to group nenbers,
vhich get autonatically added to the
concer ned nenber s task list. The nem
ber can then update the conpl etion sta-
tus of that task. The admnistrator and
other nenbers of the group can track
the progress of tasks wthin the group.
| nt er dependent tasks can thus be sched-
ul ed and synchroni sed. S nce schedul es
of al the nenbers are available, the
best person for a newtask can easily be
selected. Anding a comon free tine
and setting up neetings anong nem
bers of the group becones nuch easi er
ta

It has been said that ef fective com
noni cati on | eads to ef fective cdlabora-

SITES TO VISIT

You can share cal endars, contacts and
groups through these free Wb cal endar
Servi ces.

BUSI NESS
WebEx
Caytiner Dgta
www. dgta.daytiner. com

Magi cal Desk www. nagi cal desk. com
Yahoo! Gil endar cal endar . yahoo. com
Schedul e Qnl i ne

www. schedul eonl i ne. com

PERSONAL

M/Fam | y

www. webex. com

www. M/Fani |y. com
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wich in tun leads to increased
productivity. Thus, by naxinising efif -
ciency and reducing ef fort on a group
scale, the sane task can be accom
plished wth nuch | ess ef fat.
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