This quick referencecard covers the tasks most commonly used to place, receive, control, and forward phone and video calls with MicrasOffice
Communicator 2007 R2.

What you need to get started
For audio (phone) corerencing, you need a headset, or speaker and microphone, or USB audio device, or Microsoft Communicator 2007 R2 Phone
Edition desk phone connected to your computer. For audio/video conferencing, you need a webcam connected to your computer.

Adjust phone and video

Office Communicator 2007 R2 automatically detects and selects the preferred phone and video devices for you. However, bgfuestart placing and
receiving calls, you may want to adjust your phone and video devices. Click tdenu button in the Office Communicator title bar, clicklTools, and then
click Set Up Audio and Video

Where to find more information

For more information, visit the Office Communicator online Help. (Click th®lenu button, click Help, and then clickMicrosoft Office Communicat or
Help.)

Make Phone Calls Receive Phone Calls

You can use Office Communicator to make osdick phone calls Answer a phone call

to contacts in your @ntact List. You can also catiptional In the phone call invitation alert, click the left pane. The alert
numbers by clickingthe options arrow to the right of the Call appears in the lower rightof your computer screen. If you have a
button. Communicator Phone Edition desk phone or USB audio device
Make a one-click phone call attached, lift the handset or pres#nswer .

INtht ‘e—f..— <s—4& ..Z<Callbuidn.... e—f ...—T¢ Redirect a call

Call an alternate phone number Click theRedirect button, and then select an option from the

In the Contact List, click the arrow to the right of theCall button, menu. If you choose to redirect a chto an instant message, a call

rejection message is sent to the caller and th@onversation

and then click the number that you want to call. 2 A
window opens so that you can send the caller an instant message.

Enter a phone number to call

Type the number in theSearch box, and then click theCall button
next to the number as it appears in thé&earch Results box. You
can enter an internal phone extension, an external number, an
alphanumeric number such as 42555- a ‘" f ..te—f..—Te sfeta

Invite someone to a call

In the Conversation window, click the Invite button, and then

select a contact, enter a name, or enter a number to call.
Make Video Calls
You can easily make video calls to contacts in your Contact List,
but you musthave a webcam. You can receive and participate in a
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video stream, but no video is transmitted from your Office
Communicator client.

Make a video call
In the Contact List, rightclick the contect that you want to call,
and then clickStart a Video Call.



