
 

 

 

 

 

 
This quick reference card covers the tasks most commonly used to place, receive, control, and forward phone and video calls with Microsoft® Office 
Communicator 2007 R2.  

What you need to get started  
For audio (phone) conferencing, 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, before you start placing and 
receiving calls, you may want to adjust your phone and video devices. Click the Menu button in the Office Communicator title bar, click Tools , and then 
click Set Up Audio and Video 

Where to find more information  
For more information, visit the Office Communicator online Help. (Click the Menu button, click Help , and then click Microsoft Office Communicat or 
Help .) 
 

Make Phone Calls 
You can use Office Communicator to make one-click phone calls 
to contacts in your Contact List. You can also call optional 
numbers by clicking the options arrow to the right of the Call 
button. 

Make a one-click phone call  
In th�‡�����‘�•�–�ƒ�…�–�����‹�•�–�á���…�Ž�‹�…�•���–�Š�‡���…�‘�•�–�ƒ�…�–�ï�•��Call button. 

Call an alternate phone number  
In the Contact List, click the arrow to the right of the Call button, 
and then click the number that you want to call. 

Enter a phone number to call  
Type the number in the Search box, and then click the Call button 
next to the number as it appears in the Search Results box. You 
can enter an internal phone extension, an external number, an 
alphanumeric number such as 425-555-���������á���‘�”���ƒ���…�‘�•�–�ƒ�…�–�ï�•���•�ƒ�•�‡�ä 

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. 

 

Receive Phone Calls 
Answer a phone call  
In the phone call invitation alert, click the left pane. The alert 
appears in the lower right of your computer screen. If you have a 
Communicator Phone Edition desk phone or USB audio device 
attached, lift the handset or press Answer . 

Redirect a call  
Click the Redirect button, and then select an option from the 
menu. If you choose to redirect a call to an instant message, a call 
rejection message is sent to the caller and the Conversation  
window opens so that you can send the caller an instant message. 

 

Make Video Calls 
You can easily make video calls to contacts in your Contact List, 
but you must have a webcam. You can receive and participate in a 
�˜�‹�†�‡�‘���…�ƒ�Ž�Ž���™�‹�–�Š�‘�—�–���ƒ���™�‡�„�…�ƒ�•�ä�����•���–�Š�‹�•���…�ƒ�•�‡�á���›�‘�—���•�‡�‡���–�Š�‡���…�ƒ�Ž�Ž�‡�”�ï�•��
video stream, but no video is transmitted from your Office 
Communicator client. 

Make a video call  
In the Contact List, right-click the contact that you want to call, 
and then click Start a Video Call. 

Phone and Video  
Quick Reference Card 
 


