This quick reference card provides the basic steps for using MicrosefOffice Communicator Web Access within your company.

Add a Contact to the Contact list

You can use Communicator Web Access to add users both inside

and outside your organization to your Contact list. Contacts
outside your organization must use a supported public instant
messaging (IM) service provider or be a user of an organization
that is federated with your organization.

1.

In the Search box, type the display name or email address
(required for contacts outside your organization) of the
person whom you want to add, andhen press ENTER.

In the results area, rightclick the name of the person whom
you want to add, clickAdd to Contact List, and then click the
group to which you want to add the contact.

Adding Contacts Outside Your Company to Y our
Contact List

If your company is licensed for Public Internet
Connectivity, you can add an Instant Messaging user from
AOLs, Yahode, MSN, or Windows Lives network of
Internet services. You can then exchange instant messages
with that user.

If your company enterprise is connected with another
company's enterprise, also known as federation, you can
add the user to your Communicator Contact List. You can
then communicate with the user with communication
modes such as IM, phone, and video that are sugrted by
both enterprises.

Add an Active Directory « Distribution Group to
the Contact List

1

In the Search box, type the name or email address of the
distribution group that you want to add, and then press the
ENTER key.

In the Search results areajght-click the name of the
distribution group, and then click Add to Contact List.

Change the Access Level for a Contact

Access levels let you decide what information to show a contact.
It also allows you to block someone from contacting you through
Canmunicator.

In the Contact list, rightclick the name of the contact whose
access level you want to change, cligkhange Level of
Access and then click the level.



