In this quick reference ard, you will find the tasks most commonly performed when managing contacts, managing your Presence information and
contacting others using Contact Management, Presence, and Instant Messagingitrdgofte Office Communicator 2007 R2 within your company.

Where to find more information
For more details visit the following sections of Office Communicator online Help. (Click thdenu button, click Help, and then clickMicrosoft
Office Communicator He Ip.)

Managing Your Contacts and Contact List

Presence
Add a contact outside your company
Manage Your Contacts and Contact List To add a public instantmessenger (IM) contact from AO&
Your Contact List is a list of cavorkers, family, and friends with Instant Mes_senger, Yahoe!Messenger, MSMMessenger, or
whom you communicate most often. When you first install Windows Live» Messenger service, or a federated contact (a
Communicator, you must build your Cotact List. contact whose compay is federated with your company), type

— St 1" e¢mail address in the Search box, and then drag the
name from the Search Results box to the Contact List. (To add a
public IM contact, your organization must be configured for
public IM connectivity. Cantact your system administrator for
more information.)
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Add a phone-only contact
To add a phone number to your Contact List, type the phone
number in the Search box, and then dratine phonenumber from
the Search Results box to the Contact List

Create a custom group
In the Contact List, rightclick a group name, selecCreate New

Group, type a name for the group, and then press ENTER. To add

contacts to the group, drag them from an existingroup or from
the Search Results box.

Search for someone

>'F f "f7e‘eie of emall’address in the Search box.

e , Customize Your Presence Information

Add a person or distribution group to your (‘:on‘t)acf List . Office Communicator provides a full set of personal presence

>'F —SF TRt Teo="e,—=cte %' —"Te ofed <o =SLuidites that yorréhn customize and make available to other
and then (_jrag the name from the Search Resslbox to the contacts to help them communicate with you. As showim this
Contact List. illustration, presence attributes include your presence status,

your location, and a personal note.



