Welcome to Enterprise Instant Messaging! Powered by Microsoft® Office Communications Server 2007 R2 and designed for use in a
business environment, Microsoft® Office Communicator 2007 R2 allows you to securely exchange text messages, files, and moren real
time. It also allows you to share your online presence with your co-workers, customers, and partners. Thisdocument provides guidelines
and best practices to help you use instant messaging (IM) effectively inyour enterprise. While these guidelines are generally accepted best
practices, policies may vary within your organization .

Instant messaging

e Less intrusive than a phone call and quicker than email, « If you receive a terse IM response (e.g., "in a meeting-
IM use is rapidly increasing in the enterprise. Here are talk later"), do not be offended. While this may be
some tips.a.nd guiQeIines to help you make better and considered a rude response in person, it is a perfectly
faster decisions with IM. acceptable way for a contact to let you know they're

e Beforesedi ng an I M, check the per son 3Ravajaplefar Mcanyersationatthe ime.
I'f the contactds presence status, {sofofichrsiPabhfcal feprdséntatris ®3agidl C ©

icon is green), the contact is willing and available for a expressiondi can be useful in providing context around
conversation, so you can start an IM conversation with the text of your messages, as they can help support a
the person. more natural form of communication.
@ Ken Circeo Do not disturb e Avoid having too many ogoodbye
@ Lola Jacobsen Busy colleague .attt.empt to end the convers ationl. The first
) ' person to indicate an end to the conversation is usually
@ Neeti Gupta Inaca enough.
@ Rebecca Laszlo Available

e |f you are in a meeting, call, or Web conference, it is best
to turn off the sound of your IM to ensure the sound of

el f a contactds prBusyerefrairefromt at us i si 8eemisg | Ms wondt be disturhbi
sending a message to the contlact eelingwihyou. fostyn off sognd fierincoming IM

alerts, click the Task arrow in the left corner of the

Communicator title bar, and then click Tools > Options

> Alerts and then under Sounds, selectSuspend Sounds

when my status is Busy. (see Figure 2).

el f a contact 0slinpCali,sheymayebest at uls i s
slow to respond or may not respond at all. Responses will
vary by person and by the nature of the call.

el f a cont act e Nat Disdurtbu,slo notsend et |t o o
the contact a message unl ess it 0S| wpaysund ‘W
e Unlike e-mail, IM is conversational, similar to a faceto- TUERCNT e i SIS R M S e
face discussion. Dotakigturnsorr ry labou 1 Suspiend sounds whien my stat s s Bisy
that spelling and grammar are perfect as this will PiSrnend somds ey siatisis o Nor Disu
artificially slow conversation.
e If you are |n|t.|at|ng the IM, your first mes§age should . eDondt use all capital letters
state the topic and ask the other person if they have time S . .
. . e-mail, it is the IM equivalent of shouting.
to I'M with you (e. gecussthed Got a moment to diI s
Contoso account?d6éd). This may notebendeceBghty swsombone to join a
someone you work with frequently and when the progress without first asking the others in the session if it
guestion is quick and simple ((e.gisOKtodoisoe you going to join
us for the meeting?d)
eDondt take offense if your contact doesn't respond
immediately as contact may be unable to do so, even if
the contactds presence status, is Available. Assume the

contact will respond when free. Avoid messaging
someone repeatedly when you dond6t get a response.



