
he way we work and study
is changing steadily, but
dramatically, due in bo
small way to the influence

of computers and the Internet. More
and more people are becoming
teleworkers, that is, working from
home, and many of us work from home
at some time, even if it’s at weekends
or during the evenings. And when we
do go into the office or workplace, we
might not be working with the people
around us but with colleagues in other
buildings, other parts of the country or
even other continents. 

This pattern is repeated elsewhere,
such as in schools or colleges, where
pupils are working more frequently
with remote groups, or submitting
their work to school via the Internet.
The trend towards e-communities and
virtual groupings is growing and just
as the Internet now affects most areas
of business, it will change the way we
as individuals interact with others.

This pattern of working was
identified by the famous American
economist Tom Peters, who had a
vision of geographically separated
individuals working in groups but

collaborating on projects closely with
the aid of good communications and
computers. To some, this vision is 
now a reality, but the question for
many of us is still how can we do this
effectively without having to become
technology geeks? 

The answer is really quite simple.
Our Macs come with many of the
features that enable us to work
collaboratively built in, and we can 
get extra features free of charge. 

Surely that’s why we own a Mac: 
we want to get things done simply,
without having to spend hours fiddling

T

Collaboration on aMac
words David Baugh
Working with colleagues abroad from the comfort of your home is easy with
some simple networking software on your Mac. 
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When you receive a document that needs
amending, go to Edit, then Preferences and the Track
Changes tab to set the colours you want for the

changed elements of the document.

1 When you are ready to edit the document, go to
Tools, then Track Changes and Highlight Changes.
You can choose from several options which define

the way the changes you make will appear.

2 Here, deleted text is in red and struck through, and
inserted text is in blue and underlined. When the
cursor moves over amended text, the name of the

author is shown, and the date of amendment.

3

Tutorial 1: Collaborating on a document
At its simplest level, collaboration could be on a document that is sent as a draft from

one person to another. The recipient amends it and then sends it back to the author.

The problem with this is that the author does not know what has been changed without

looking at the original. The usual convention is that edits are coloured differently to the

original text, which can be tricky in a word-processing package. Word 2001, though, has

come up with a simple and effective solution.

To set up a mail group or list, go to New and Group
in Entourage and enter the name of your list and the
group’s addresses. You can hide the list of addressees

from recipients, which is a good idea in a large group.

1 To send a new message, start writing the name of
the group and the program will offer you a list to
choose from. Using the groups function, though, can

be cumbersome for large groups or complex projects.

2

Tutorial 2: Emailing groups
Email is an incredibly powerful tool for collaboration. The easiest way to collaborate is to set up a group in your email

programme such as Outlook Express or Entourage. This will send emails to multiple addressees at one push of a button.
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with hardware and software. There 
are several methods we can use to
collaborate effectively with others
using our Macs: 

| Using email 
You can transfer information from
one location to another, or one
person to another, by email. Email
can also be used by groups of people
to work collaboratively.

| Using mailing list servers 
Where large groups are involved list
servers can help. You simply send

one message to an address which
then distributes it to the whole group
for you.

| Using networks or intranets 
Sharing documents or projects over a
network eases management of files.
A group of people can then work on a
single document, amending and
adding their own parts. It’s possible
to share a document as a multiple
user document.

| Web sharing 
You can share files on your hard

drive with remote users if you give
them permission. This can work on 
a network, or over the Internet.

| Virtual conferencing 
To enable a group of people to
communicate really effectively, it’s
possible to set up an Internet-based
group that shares ideas, resources
and files in a discussion forum.

So why would you want to do this? 
The answer depends on the type of
activity you are involved in. In an
office you want to work on projects
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To set up a calendar event go to New then Calendar
Event. Choose the date and time for the event plus
some details such as an agenda, which will be placed

in your calendar. Instead of clicking Save, go to Invite.

1 The window will change into a message window
that you address to your colleagues. The recipient
can accept, which will put the event into their

calendar, or reject it with another proposal.

2

Tutorial 3: Set up meetings using email
The use of email for collaboration can be taken a stage further with Entourage. Setting up meetings can be a real pain

with more than a couple of people. In Entourage’s calendar function it is possible to set up an event and invite others

to it if they have Entourage too.

In Eudora we need to set up an ESP (Eudora Sharing
Protocol) Group . To do this go to Special, then ESP
Group. Make a new group by following an assistant.

1 Send the invitation to your group. They will need to
use Eudora too. When they reply they will be entered
into your group. You then specify the files you want

to share – it’s as simple as that.

2

Tutorial 4: Sharing documents using Eudora
It’s possible to collaborate in a really effective way by using Eudora’s ability to share

documents. Eudora will enable two or more people to work on a document at the same

time and whenever that document is amended it is sent to the other parties in the

group. You can download a free version of Eudora from

www.eudora.com/download/eudora/mac/5.0.1/eud
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with colleagues without constantly
exchanging bits of paper or
committing yourself to endless
meetings. Using a conferencing type 
of software you can share work when 
it suits your own needs. Sharing a
document with colleagues means that
people need to know which version of
a document they are working on and
who has done what. You can even do
this from your home or from the car 
on your laptop.

In an education environment tutors

can keep contact with students over
longer periods via conferencing, rather
than the once-weekly meeting.
Conferencing makes distance learning
a real possibility, enabling students
who don’t actually meet to exchange
ideas and views with each other, and
discuss their assignments. 

The Open University has been doing
it for years now, and an educational
research organisation called UltraLab
has been promoting the possibilities of
of virtual communities in new areas,

with a project called Notschool.net 
for pupils who are unable to attend
conventional schools. 

Schools have also seen the potential
for using this medium to create a
virtual school community and
increasing home–school links by
inviting parents, pupils, parents and
governors to take part in conferences.

So take a look at the walkthroughs
on these pages, which give you ideas
about how to collaborate with others
using the power of your Mac. MF

To set Web sharing open the Web sharing control
panel. Specify a folder on your hard disk as the Web
sharing folder – you can even change the way you

want the folder to look. You can specify a file to be the home
page, or the folder will default to the Net finder look. You also
need to specify the type of access you want to allow. Click
Start to enable your machine act as a server. In this control
panel it will also tell you what your address is.

1 Put the files you want to share into the Web sharing
folder. These can be almost anything from movies
and pictures to documents or html files. You can

even put a Web site into the folder so that users can browse
as if they were on the Internet. Remember, though, not to put
anything you don’t want others to see into the folder.

2 Colleagues on the network then just enter your
address into their Web browser to see the contents
of your folder. To access the file all they need to do is

download it by using the contextual menu over a link.

3

Tutorial 5: Sharing files over the Web
Many people work in a network setting where they have to share files and documents

with others. This is fine if you are working in a Mac-friendly environment where you can

stick shared documents on a server. It’s possible, however, to share your files with others

no matter what type of platform they are using. We do this by using the Mac’s built-in

Web server software, which is called Web Sharing. This is very simple to do and handy,

too. But beware – this gives others access to a folder on your hard drive via TCP/IP which

means that if you have access to the Internet anyone can open your folder, unless you

set up file sharing to limit this.

Once you have installed Web Crossing on your Mac,
go to another computer (even a PC will do this) on
the network and enter the computer’s address into it

followed by webx (eg http://1.0.1.1/webx). This will take you
through a simple set-up process.

1 Just enter the address each time you want to use the
conferencing system. You can hold discussions and
forums with colleagues, and as a nice touch the

software can be configured to show pictures of the people
taking part in the conference.

2

Tutorial 6: Holding a conference
Web sharing is fine for just sharing files over a network, but it can be taken a step

further by using fully powered collaboration software called Web Crossing from your own

desktop Mac. This software can be downloaded from www.webcrossing.com. It enables

you to hold discussions with colleagues that follow threads; to use calendars and set up

meetings; to use real-time chat; to send email digests of discussions to members of the

conference, and a lot more. The great thing about this software for a small organisation

is that it can be used free, up to 1,000 entries a day. Web Crossing is used by the Apple

Learning Interchange, as well as the Government’s Virtual Teacher Centre.
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