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Office Communicator

User Guide

If you have not yet installed and configured Office Communicator on your workstation, you will need to do so.  Please refer to the document entitled “Communicator Installation.doc” for detailed instructions on installing and configuring the application.

	
	Launch Office Communicator and configure:



	To configure Communicator :

Click to Find the Communicator icon in  the lower right hand corner of your computer screen and click :
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	Click on the settings icon at the upper left of the Communicator Screen.  Choose Tools->Options
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	Under “My Account”, make sure “Automatically start Communicator when I log on to Windows” is checked so that the application will launch at startup.  Also, make sure “Automatically open the contact list when Communicator starts” is checked as well.
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	Under Personal Information Manager, you can customize further.  If you check “Display my Outlook Out of Office information to contacts in my Personal, Team and Company access levels”, people will see your out of office information.

“Update my presence based on my Outlook calendar information” will automatically show you as busy or available based on the appointments in your calendar.  If busy, people will be able to see when you will be available again, based on your Outlook calendar information.  You can also opt to show meeting location and subject to people on your team.

You can also save instant message conversations in outlook.  
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	You can add contact information to the “Phones” tab if you wish.

If you click “Publish this phone number”, others will see your information.  Please refer to the section entitled “Setting Communicator so others can see your contact information and schedule” for information on what information can be viewed.
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	The Alerts tab: allows you to change the way you are notified of incoming messages.
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	The “General” tab controls which font to use, and where transferred files are located, etc:
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TO SEND A MESSAGE



	Open the Office Communicator window by clicking on the Communicator icon in the lower right hand portion of your screen, 
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	Select “Open” from the popup menu:


	[image: image9.png]My stats >

Sign Out






	If you see the person that you wish to communicate with in your contacts list, simply double click their name to open a chat window:
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	If you do not see their name in your contacts list, you can search for them by typing their name in the search field:
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	To send a message, simply type your message in the text field, and press enter to send
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	Once you hit enter, you will see your message in the conversation field:
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	RECEIVING MESSAGES

	When you have an incoming message, you will be notified of the message based on the preferences you set up in section one.  
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	Simply double click the highlighted icon and begin your conversation
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	TO SEND A FILE

	Begin a conversation
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	You can either select “Send a File” from the pull down menu:
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	Or click on the file icon on the upper right side of the conversation window:
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	Select the document you wish to send by navigating to it, clicking on it one time to select it, and clicking the “Open” button:
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	The file will be sent
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	To Receive a file:



	If someone sends you a file, you will be given the option of double clicking it, which will automatically save it for you, Accepting it, Saving As or Declining.  The default location for saving files that you receive via transfer is set from your options – see the previous section “Changing Office Communicator Settings” for information on changing the default location for saving file transfers.
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	Once you accept the file you will see a message telling you where the file was saved:
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	Setting Communicator so others can see your contact information and schedule:



	You can alter the way other people see your information.  To grant an individual additional privileges, simply right  click on their name and select “Change Level of Access”.  
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	Customize Your Presence Information


	Office Communicator provides a full set of personal presence attributes that you can customize and make available to other contacts to help them communicate with you.
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	In Office Communicator, your presence states can be:
	[image: image25.emf][image: image26.emf][image: image27.emf]
[image: image28.emf][image: image29.emf]

	Your presence state is automatically dictated by your Outlook Calendar Free/Busy status. However, you can manually override your current status until the next change in your Outlook Calendar. 

To set your status manually: 
1. Press the Presence button. A drop-down menu appears. 

2. Choose your preferred presence state. 
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	Your Presence Information and Access Levels

	Each contact has a full set of presence attributes that describe availability, activity and willingness to be contacted. Presence attributes also include contact information such as phone numbers, personal notes, and location. For example, when you assign a contact to the Team Access Level, that contact has access to your mobile phone number, calendar “free or busy” information, and your location, as shown in this table.
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	Control Access to Your Presence Information

	With Office Communicator, you use Access Levels to control the presence information that others see. For example, you probably have a short list of co-workers who you want to have access to your mobile phone number. To make your mobile number available to a contact, assign the contact to a Team or Personal Access Level. 

To change the access level on a particular contact simply right click on the contact and Change Level of Access and choose the appropriate level of access. 


	[image: image32.emf]


	You can view the access levels of all the contacts you have modified by selecting Change View in the upper right hand corner and select Access Levels. This will display each of your contacts access levels.
	


	
	Setting up and using the Audio and Video features:

	If you have a webcam and speakers, you can configure Office Communicator for web conferencing, and even make phone calls.  Once you have your webcam, and speakers installed, you will need to configure Office Communicator.  Note:  Most webcams have microphones installed, and most computers have speakers, but for optimum performance, a separate headset with ear phones and a microphone is recommended.  

To begin configuration, from the Office Communicator menu bar choose Tools->Set Up Audio and Video:
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	It is recommended that you use the default settings for your microphone:
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	And speakers:
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	You shouldn’t need to make any changes to your webcam – just use the default settings


	[image: image36.png]Set Up Audio and Video - Webcam

Websam

Selectthe webcam you want to use o place vidso calls

Webeam Selings.

<k |






	To start a video call, simply start a conversation and click the web cam symbol in order to start up your webcam.  Reminder:  starting your webcam will also start your microphone!
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	It may take a moment or two for the camera video to load:
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	If the other person also has a camera activated you will see theirs as well.  The screen shot below shows the “picture in picture” setting – you will see their camera to the right, and in the lower right hand corner, you will see your camera as well.  If you have multiple people in a video conference, the video will switch to whomever is typing/talking:
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	Missed Calls

	If you miss a call, you will find a record of the missed call in your Outlook  inbox:
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	Making an Office Communicator Phone call



	To make an on Office Communicator phone call, both parties must have some type of microphone and speakers.  Locate the name of the person that you wish to speak with.  To the right of their name you will see a phone symbol.  Rolling over the phone symbol you will see the option “Call last name, first name (Communicator call)”:


	[image: image41.png]Office Communicator

Taylor, Nancy Avaiatle

T T\ e et R e il O

4 Recent Contacts
@ Spttgerber, Rose avalstle
sy

away
avalable 2l
away

avalable

Offine.





	Once you are connected to the person, you may begin your conversation:
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	TROUBLESHOOTING

	If you are experiencing problems logging in, it is probably because you are not a member of the stn domain.

If you are not sure what domain you are in, please contact your helpdesk.  Another indication that you are not a member of the STN domain is to click on your Outlook icon, if you are asked to enter a password, then you are on a different domain.

To log on if you are not on the STN domain:

Simply use your email address as your Sign-in address and User name

Your password is the same as your Outlook password.

If you continue to experience problems logging in, please contact the help desk.
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If you have any questions about this process please contact your Helpdesk.

� http://www.indiana.edu/~vpurit/documents/office_communicator_2007.pdf
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