Using Microsoft® Office Communicator Web Access The University of Akron
Use Communicator Web Access

Use Office Communicator Web Access

Microsoft® Office Communicator Web Access is a browser-based instant messaging
program that allows individuals with a University of Akron UAnet account to send
each other instant messages and view an individual’s presence (for example, online,
busy, out-of-office), when they are away from their office. There is no software to
install. Only a web browser and an internet connection are required.

Office Communicator Web Access has a similar look to that of Office
Communicator 2005.

To use Office Communicator Web Access:
= Open a browser
= Navigate to the URL for Communicator Web Access

= Signon

Use the following instructions to:

1. Signon
2. Start an instant message conversation
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Exercise 1: Sign On

To sign on to Communicator Web Access:
1. Open a web browser, such as Internet Explorer.
2. Inthe Address box of the browser, type the URL
https://livecomm.uanet.edu .
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Sign In
Language:  [English =] Why do Inesd to log in again?
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If a message is displayed to disable pop-up blocking, follow the
Configure the Pop-Up Blocker in Internet Explorer instructions
at http://www.uakron.edu/its/learning/training/IEBasics.php .

Sign-in narne: |
3. Inthe box, enter your complete

UAnet ID, for example, rodehav@uakron.edu .

4. Click on the down arrow at.  Signin as:

Do Mok Diskurb
Be Right Back

Ver. 2006.06.26 Away Page 2

Appear Offline

These materials may not be reproduced in whole ¢ n of

The University of Akron.


https://livecomm.uanet.edu/
http://www.uakron.edu/its/learning/training/IEBasics.php

Using Microsoft® Office Communicator Web Access The University of Akron
Use Communicator Web Access

5. Select a presence status from the list.

Sigr-in name:  rodehav@uakron.edu Find ouk mare,

Sign in as: |Online =] Find out mare,

6. Click on .

7. If the following prompt is displayed, type your User name and password.

Connect to livecomm. uanet.edu

Your User name is entered as
uanet\ and then your UAnetID.
An example is uanet\rodehav .

Connecting ko livecomm,uanet, edu

User name: | € Lanetyrodehay

Password: | ........l <

Enter your UAnet password in
the Password box.

[CIremember my password

[ Ok ] [ Cancel

8. Click on E )
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9. Communicator Web Access is opened and its window is displayed.

/3 Microsoft Dffice Communicator -10] x| ( TIP: \

Connect  Contacts  Actions  Help Click on the
Rodehaver,Pamela K  Online *
® =Flease bype wour note here = < <Please type
your note here>
Enter display name or e-mail address Find |~ to have the note
b STSAP: 0/0 you type display

after the

presence status.

» Other Contacts: 2,3

Click & contact ko view more information.

10. When the Communicator Web Access window is displayed, the browser
window will display the message:

Welcome to Microsoft Office Communicator Web Access.

After wou sign in, wou can safely close this window and remain signed in,

Sign In Again
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11. You may close the browser window by clicking on its X.

/% Microsoit Office Communical =l0lx] iplorer =10/ x]
© | Connect  Cortacts Actions  Help | w —
: || @ Rodehaver,pamelak  Orline ¥ Favorites ﬁ‘j | ‘ . :-’(" . _l ﬁ ".Z&

<Please type your note here =

55760a-c2ch-4298-0af 3-FoF 7958a1 bBbAEp=asia=1 B “Links e
|2 |2 Popups okay | M check o Aumiink - ]t > || &y -
~ STSAP: 0/0 =

To add a contact, search by using the Find box. Then
right-click the person and click Copy Contact To,

¥ Other Contacts: 23

L 0 sem-43 ey

@ shultz,Robert Dean Onling
McKibben,Susan M OFfline

| | Enter display name or e-mail address | Find |'| ]

TR

rosoft Office Communicator Web Access.

ou can safely close this window and remain signed in.

"

] Click & contact ko view more information.

=}

e

H
Pac [&] Done [[E [ [3 & ocal ntranet 7
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Exercise 2: Start an instant message conversation

To start an instant message conversation:

1. Inthe | Find box, type the person’s

last name or a partial last name. If it is a common last name, type the last
name, a comma and the first name or partial first name.

You also may type the person’s complete e-mail address, for example,
rodehav@uakron.edu .

2. Click on | Find | The University of Akron’s directory service is searched.

3. Communicator displays the results of the search.

SEM Find |~
@ sem-43 orline < The search
results area

4. Right-click on the person’s name to display a shortcut menu.

SEM Find |~
.6. sem-43 imlime
Send an Instant Message
Tag Conkack
Elock,
Add Contact To ;

5. Click on Send an Instant Message
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6. A separate window that is a conversation window is opened.

/3 sem-43 - Conversation - Microsof o ] 4
File Edit Actions Tools Help
@ sem-43 Cniline -

.5} Add someone

7. Type a message in the box at the bottom of the conversation window.

-2 sem-43 - Conversation - Microsof ] 1
File Edit Actions Tools Help
@ sem-43 Cniling -
.5} Add someone
A®
Do you have a copy of the Excel class
roster? | Send |

Send |

8. Click

9. The recipient of your message will hear a tone and see a flashing icon on their
taskbar as an alert.
"® Rodehaver,Pamela k...
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10. When the recipient clicks on the flashing icon, the conversation window opens
on their computer and your message is displayed.

*® Rodehaver,Pamela K - Conversation [Z][E|E|
File Edit Actions Tools Help

& %@ 4

Participants {2)

Q sem-43

[S)]
@ rodehaver,Pamela K &)

Instant Message -~

Faodehawver,Famela K [3:13 Fi]:
Do you have a roster for today's Excel class?

3

A Font - A E;j Save As v
|

Last message received on 6f26/2006 at 3:13 PM,

11. To continue the conversation, one of the participants types a message in the
typing area and clicks on SEND.

12. To add another person to a conversation:

= Click on ‘_E]. Add someone

=  When the Add Someone to the Conversation window is displayed, use the
Find box to locate the person.

= Click on the name of the person to add to the conversation.
= Clickon o [,

13. To end the conversation, it is customary to type and send a message to
indicate that you are leaving.

Then, click on the X in the upper right corner of the Conversation window to
close the window. (NOTE: No message is displayed in Communicator Web
Access to indicate that a person left the conversation.)
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