Using Microsoft® Office Communicator 2005 The University of Akron
Lesson 1: Use Instant Messaging
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Microsoft Office Communicator 2005 is communication software that allows
individuals with a University of Akron Exchange server account to send each other
instant messages, files, view an individual’s presence (for example, online, busy, out-
of-office), and share applications.

In this lesson, you will learn the basics of sending and receiving instant messages

using Communicator by completing the following exercises:

1. Signon
Set up a Contacts list

2
3. Search for a contact in your Outlook or Communicator Contact lists
4

Start an instant message conversation
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Using Microsoft® Office Communicator 2005

Exercise 1: Sign On

To send and receive messages, Office Communicator must be open and you need to
sign on.

After you use Communicator for the first time, it automatically will start when you
logon to your computer and will sign on for you.

1. If the Microsoft® Office Communicator window did not open
automatically when you logged on to your computer, double click its icon

@ in the System tray to open its window.
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2. Near the top of the Communicator window, your e-mail address is
displayed with information about your presence. If the indicator states

L

that you are “currently signed out,” click on the | ='9n In o
button.

5 icrosor of 101

|—C0nnect Conkacts  Wiew Actions  Help

Change Sig

3. When you are signed in, the window changes its appearance and indicates
your presence status. In the example shown below, the presence status is
Online. If someone has you on their Contact list in Communicator or
searches for your address in the Find box, they will see your presence
status.

If you use Outlook as your personal information manager, Communicator
connects to the Exchange server and displays the status based on your
calendar and Out of Office Assistant selection.

=
Connect  Contacts  View Actions  Help
@ RodehaverPomela { - Click on the down arrow to
@% i change your presence status.
All Contacts {0/0) & Busy
dd g h by using th d bo. i / \
%ean rigahinclﬂiictth:zzrrcson }.;l:::ISI:IE:l: Ceo';: Coﬁz{act @ Do Mot gsmrb TI P .
b Q@ befight Back Select the Set
@ anay Note option to
Gl have the note
Reset Status you type
Set Mote... <«—— display after
the presence
< - status.
Click. a contact bo view more information, Personal Settings. .. \ /
& call - =] Details Actions =
T

4. To manually change your presence status, select from the list at the down
arrow, as shown above.
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Exercise 2: Set Up a Contacts List

Communicator can use the addresses in The University of Akron’s directory
service and your Outlook Contacts. You can search these lists for individuals and
add the people of your choice to your Communicator Contact list.

To search for and add a contact to your Communicator Contact list:

1. Click on Contacts, Add a Contact from the menu.
=lol x|

& Microsoft Office Communicator

Connect | Contacks  Wiews  Actions  Help

@ R( AddaContact,., <
Delete a Contact. ..
View a Contact's Properties. ..

Create Mew Group i

Renarme Group 2
Delete Group 3
STSAP (0,0} &

2. Inthe Add a Contact dialog box, select one of the two options and
Mewt =

b,
=]

click on

Add a Contact x|

How do you want to add a contact?
' By e-mail address or sign-in name

" Search for a contact

< Back I Mest > I Firiisty Cancel
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3. If you selected the “by e-mail address or sign-in name” option, the
following box is displayed in which to type the person’s complete e-mail

address. Then, click on |__Nest> |
1.
Please type the e-mail address or sign-in name of the person you

want to find

TIP:

An example of a
complete e-mail address
is rodehav@uakron.edu.

[rmdehav@uakron edu

Example: someone@rmicrosoft.com

< Back I Next » I Finiish | Cancel |

If you selected the “Search for a contact” option, the following dialog box
is displayed in which to type at least a partial first and partial last name. Then,

click onl_ Mest> |

]
Enter information in at least one field below, and then click Next The Unive I'Sity’ S
oo |: directory service
Lt Hame: [ickopen and your Outlook
Compary | Contacts are
A searched for a

match.
<Back [ Mewr | Frish | Concel |

The search results box is displayed to select a name from the list. Then, click
on Meut > .
|

Search results

Select the person you want to add to your Contact list and then click

Hex. TIP:
MName | Title: | Office: | PhﬂﬂEI Company If the person yOU need iS
iMckibbenSusan M : Mar Software Training Srve LIBS2E 6331 The University o

not in the search results,
click on the Back button
and revise your search.

4] | i

<Back | e | Frivs | Cancel |
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4. With both options, a message displays to indicate that the person was added to
your Contact list in Communicator.

Add a Contact X|

Success! smf@uakron.edu was added to your
list.

If you wish, you can add smfl@uskron.edu to a group
M

Add news contact to this group:

To add another contact, click Next. COtherwise, click
Finish.

< Back I Mext = I Firizh | Cancel |
5. To add another Contact, click on .

If there are no Contacts to add at this time, click

Firizh
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Exercise 3: Search for a contact in your Outlook or
Communicator Contact lists

When you want to begin an Instant Message conversation, you can search your
Contact lists in both Office Communicator and Outlook for the person.

1. Click in the Find box E Lo Ly I .

2. Type a last name, first name, part of a name or an e-mail address.

E e

The Find results are displayed in the area below the Find box. If the text
is in boldface, the contact was found in your Outlook Contacts folder.
Communicator can list up to 50 results in the Find results area.

sara

Carlin,5arah Thomas & Cal - scroll bar. It indicates that
Status unknown <«—| there are additional results
Sara Wyszinski & cal - displayed. Scroll to view
Offline those results.

Note the scroll box on the

3. Move the mouse pointer over a name to view additional information about

that contact.
JRITE

Conmect  Conkacks  Wiew  Ackions  Help

@ Rodehaver,Pamelak ~
Online — ‘Working up ko Friday

ﬁi e ——" — - Continue to Exercise 4 to
Status’unknuwn E |eam hOW tO Stal’t an |nStant
Sara Wyszinskd & cl - L Message conversation with
OFfline Ta e
ﬁiﬁ::“@z’;‘:m‘fjﬁ'“’ someone.
STSAP {0/0) Fram Microsaft Office Qutlook Contacts -
Other Contacts {0/2) &
rds@uakron.edu Offling
‘ smf@uakron, edu OFfling
McKibben,Susan M — OFFIin;
smf@uakron, edu
? Call - | Details Actions =
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Exercise 4: Start an Instant Message Conversation

1. To start a conversation with someone in your Communicator or

Outlook Contact |

ists, do any one of the following:

» From the menu, click on Actions, Send an Instant Message. Use the

Find box.
OR
= |nthe Contacts
person.
OR
= |n the Contacts

list or Find results, double-click the name of the

list or Find results, right-click the person’s name and

from the shortcut menu select Send an Instant Message.

E Microsoft Office Communicator o ] 4}

Connect  Contacks  Wiew Actions Help

@ RodehaverPamelak ~
Onling

E Enter name or number

Mo Results Found

All Contacts {1/1)

a

| 0 sem-43

Orline ‘

2

Send an Instank Message. ..

%o
=3

Call 4
Send E-Mail...

More 4

Tag Contack

@ sem-43—0rline |
sem-43@uakron, edy

& cal -

Properties Alt+Enter
Block

Remove Fram Group Delete

Remove from Contact Lisk Shift+Delete

A separate window that is a conversation window is opened.

2. To start a conversation with someone who has an Exchange Server
account but is not in your Communicator or Outlook Contact lists:

= Follow the inst
= Follow the inst

ructions in exercise 2 to add the person to your contacts
ructions above in step 1.

A separate window that is a conversation window is opened.
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3. Type a message in the box at the bottom of the conversation window. To

start a new line while you are typing, hold down the Shift key and press
the Enter key. (Shift + Enter)

‘ sem-43 - Conversation = |EI|5|
File Edit Ackions Tools Help

& %@ O

Participants {2}

0 Rodehaver,Pamela K
@ sem-43 3

Instant Message F

A Fonk =+ Ej Save fs T

Dowou hawe afile copy of the dept roster? <

Type your message here.

Send
| J

Send

4. Click .
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5. Your message is displayed in the upper box of the Conversation window.

*W sem-43 - Conversation = |EI|5|
File Edit Ackions Tools Help

& %@ O

Participants {2}

0 Rodehaver,Pamela K

@
@ sem-a3 S

3

Instant Message F

Fodehawver.Pamela K [2:27 Ph]:
Do wou hawve afile copy of the dept roster?

Font: - b Save fs T
=/

Send

6. 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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7. 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|rg|
Fil= Edit Actions Tools Help

S TTQ@

Participants (2}

@ sem-43 [S]
@ rodehaver,Pamela K (&)

Instant Message =

Rodehaver,Pamela K [2:27 PM]:
Do you have afile copy of the dept roster?

3

Font: - | Save fs v
A 97 [l

Last message received on 5/3/2006 at 2:27 PM.

8. To continue the conversation, one of the participants types a message in
the typing area and clicks on SEND.
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9. To add another person to a conversation:

= In the menu of the Conversation window, click on

. . . . - TIP:
Actions, Invite Someone to Join This Conversation As many as 32
OR people can

participate in
the same
click on the Invite someone to join this conversation tool . conversation.

= When the Invite Someone to Join This Conversation window is
displayed, click on the name of the Contact to add to the conversation.

= When the person joins the conversation, a message, similar to the one
shown here, is displayed in the Conversation window.

S rds@uakron.edu has been added to the instant
message conversafion.

10. 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.

11. When a person leaves the conversation, a message is displayed in the
Conversation window.

& Shultz, Robert Dean has left the instant message
conversation.

Contact pstrain@uakron.edu or appsupport@uakron.edu .
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