Choosing Intranet Groupware--Checklist





Identify and prioritize needs


Identify user needs--facilitated meeting


Dump session


How things are currently done


Needs, problems, and frustrations


Ideas for how to do things better


Categorize dump lists


Who has these needs?


What are their jobs?


How do they do these things today?


Who does what?


Which kinds of computers and software do they use?


Which groups must they coordinate with to accomplish those jobs?


What features and characteristics do they need to solve these problems?


What’s on their wish list?


Distill into list of requirements


Prioritize requirements


Identify IT infrastructure and operational needs


List what’s important


Which platforms must the software run on?


Do you need open standards or is a proprietary solution acceptable?


Prioritize requirements


Identify and select products to present to the users--which products meet your needs?


Platforms


Which platforms do you have?


Which platforms does each product support?


Openness 


How open is the product?


Should you select only products based on open systems, or are proprietary products OK?


Which products are open standards-based, and which are proprietary systems with open standards connections?


Features


Steps to follow in evaluating features


Set up spreadsheet listing prioritized requirements down the left column


List each product across the top


Below each product, indicate if it meets each requirement


Below, list strengths and weaknesses of each product


Set up additional spreadsheets for feature-by-feature comparisons


Identify missing features and note whether you can modify the products or live without those features


List features you don’t need and those that would cause problems


When do you need groupware, and can you afford to wait?


Evaluating each category of groupware product below 


Which platforms does it support?


Which browsers does it support?


Is it graphical and intuitive?


Does it provide robust help and tutorials?


Calendaring and scheduling


Does it provide both personal and group calendaring?


Does it provide individual and group address lists?


Does it provide other tools, such as contact managers, phone books, and project managers?


Can it find possible meeting times for all attendees?


Can it schedule recurring appointments?


Does it let recipients RSVP for meetings?


How integrated are all the functions?


How easy is it to use? 


Does it offer drag-and-drop features?


Does it let you do searches?


Can you access it over the Internet?


Can you look at day, week, and month views and manipulate calendars in all views?


Does it provide to-do lists?


Can you assign tasks to others?


Can you print reports in various formats?


Which e-mail protocols does it support?


Does it provide tools for migrating from other calendaring systems?


 Voice conferencing and videoconferencing


How many users can connect simultaneously?


Does it run inside or outside a Web browser?


Electronic meeting systems


How many users can you have?


Which meeting tools does it provide?


Does it provide tools to help sort items into categories and prioritize them?


Whiteboards and data conferencing


How many users can connect simultaneously?


How many users can share files simultaneously?


Can you share applications and chat simultaneously? 


What kinds of files does it support?


Can you share applications, such as Excel spreadsheets and Word documents?


Which whiteboard tools does it provide?


Can you capture, save, and print the marked-up file from the whiteboard?


Can you save application changes from the whiteboard to a file?


Chat


Is it intuitive and easy to use?


How many users can it support simultaneously?


Does it provide a transcript of the discussion?


E-mail


Which protocols does it support?


Does it integrate with calendaring and scheduling, conferencing, workflow, and electronic forms?


Does it provide a universal in-box?


Does it provide off-line reading and message creation?


Can users access their mail from their browsers?


How easy is it to use?


Does it provide filtering and search capabilities?


Does it support attachments?


Does it provide management tools?


Is there a conversion tool for migrating existing e-mail messages and address lists?


Conferencing and newsgroups


Does it provide threaded discussions?


Does it support public and private folders?


Can you attach files and incorporate URLs in messages?


Can you create HTML messages?


What types of views does it support? 


Does it support full-text searches?


Does it provide off-line reading and message creation?


Does it support moderators, polling, and anonymous postings? 


Can new users enroll themselves?


Does it provide gateways for Usenet newsgroups and electronic mail?


Does it support mobile dial-up users?


Does it store messages as threads in discussion databases, as documents in databases, or in folders?


Does it require or include a Web server or will it work with yours?


Does it provide selective replication or do you have to replicate entire databases?


 Knowledge repositories


Does it store documents as HTML or in their native format?


Do conversions happen on the fly?


Does it provide tools for converting documents to HTML?


Does it include authoring tools, and are they easy to use?


Does it provide a variety of ways for users to load documents?


Does it support or provide viewers for common word processing and other files?


Does it do full-text searching?


Does it handle checkout and check-in, version control, and archiving of documents?


Can users replicate and synchronize databases for working off-line?


Does it integrate with other tools to store discussions or support workflow?


Does it provide migration tools for moving documents from other databases?


Does it support programming languages and other tools for extending its capabilities?


Does it support remote access via dial-up modems?


Does it provide management tools?


Does it come with a database or do you have to acquire and set one up separately?


Group writing and shared editing


How many users can work simultaneously on the same document?


Does it allow for, and provide help with, resolution of simultaneous changes?


Does it provide a history of changes that you can use to backtrack if necessary?


Workflow


Does it work inside, or outside, the Web browser? 


Does it provide electronic forms?


Does it include a forms design tool? 


Does it include customizable templates? 


Does it integrate with other applications?


Does it utilize databases or messaging for routing?


Does it provide for calculations and validation?


Which programming languages and scripting tools does it support?


Integrated or specialized


Do you need an integrated product?


Can you put together specialized products for specific user populations?


Will niche products work for your power users?


Will you need to extend or replace them as your users outgrow them, and how much pain will doing so cause? 


Ease of use


How easily can your users get up and running on each product?


Will they need to attend specialized classes, or can they figure it out by themselves?


Training and support


Does it require programmers, systems administrators, trainers, and support people?


How much training will users and developers need?


What about support?


Cost


How much will it cost?


How complex is the product and how difficult will it be to set up? 


Will you need lots of technical consultants to help you get it up and running?


Will you need to spend megabucks to train developers and users?


What’s the total cost?


Will you have to add resources, such as servers, storage, bandwidth, or people?


Deployment


How will you deploy these new applications?


Do they run on the server so users can simply access them with a browser?


Do you have to deploy specific software to individual machines?


 Do you have an easy way for your users to acquire the software they need?


What about upgrades?


How much work will it require to upgrade users’ software and hardware?


Fit--does it support all the platforms you have, or will only users on certain platforms need it? 


Stability


How stable is the product?


Is it a brand-new product, or has it been around and been debugged?


Vendor support


Has the vendor been around long?


Is the vendor likely to stay around?


What is your experience with this vendor?


What is the vendor’s track record for customer support?


Check with others to find out their experiences with this vendor


Are you willing to try out a new vendor?


Decide which products to present to users--IT should select only the products it can live with


Show products to the users and discuss them


Create a demo of each product to show users


Users should choose their own tools with guidance from IT


Discuss the features of each


Give users copies of your evaluation spreadsheets


Talk about what each product can do for the users


Discuss cost and implementation issues


Facilitated meeting to decide


Analyze how products meet their needs


Decide on products


Decide on action steps for pilot 
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