
 

 

 

 

 

This quick reference card provides the basic steps for using Microsoft® Office Live Meeting with Microsoft® Office Communications Server 2007 R2. 

 

Start a Meet Now meeting  
On the Conferencing  menu or on the Outlook toolbar, click Meet 
Now. 

1. Microsoft Office Live Meeting automatically opens and 
joins you to the Meet Now meeting. If you do not have the 
client installed on your computer, you will be prompted to 
install it. 

2. When the meeting client opens, a meeting request will 
open in Microsoft® Office Outlook®. In the To box, type the 
name or e-mail addresses of the people you want to invite. 

3. To send the invitation, click Send.  

 

 

 

Schedule a conference call with Dial -in 
Conferencing  
With the recent version of the Conferencing Add-in for Microsoft® 
Office Outlook®, you can schedule a conference call and join the 
call by using Dial-in Conferencing. Dial-in Conferencing is a new 
audio option for audio conferences that are hosted on Office 
Communications Server 2007 R2. The dial-in option provides a 
cost-ÅÆÆÉÃÉÅÎÔ ÒÅÐÌÁÃÅÍÅÎÔ ÆÏÒ ÙÏÕÒ ÃÏÍÐÁÎÙȭÓ ÃÏÎÆÅÒÅÎÃÉÎÇ 
provider service. It also allows conference call attendees to join a 
Communicator conference call or a Live Meeting that uses Dial-in 
Conferencing for the audio by calling in from a phone or mobile 
device. The dial-in option can be used for scheduled 
Communicator conference calls or Live Meeting. With Dial-in 
Conferencing, members and non-members of your corporate 
network can join a conference call without the need for a 
conferencing provider. 

1. On the Conferencing menu, select Schedule a Conference 
Call. 

2. On the Meeting  tab, in the Subject line, type your meeting 
subject. On the To line, enter the e-mail addresses for 
your invitees, separating each address with a semicolon. 

3. To designate leaders, click Leaders, select the leaders, 
click Add to move them to the Leaders list, and then click 
OK. 

4. To use dial-in conferencing for your audio, click Audio , 
and then click Use computer audio or dial in from any 
phone . Then, select the type of Conference Bridge that 
you want to use: 
 If you want all your conferences to use the same dial-in 
information, click Use my assigned conference ID for 
each conference.  

 If you want all your conferences to use unique dial-in 
information, click Use a new conference ID for each 
conference . Choose Invite Anyone  to allow anyone to 
join the meeting. 

 Optionally, select the Require a passcode to join the 
conference check box. With this option, meeting 
participants that do not have a PIN are required to enter 
a conference ID and passcode to join the conference call.  

 
5. From the list, select the region for the local phone 

numbers, and then click OK. 
6. When the meeting invitation is as you want it, on the 

Standard toolbar, click Send. 
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