
 
 

 
 

 

 

 

 

 

 
This quick reference card covers the tasks most commonly used to start, conduct, and join conferences with Microsoft® Office Communicator 2007 R2 
within your company. It also contains information about the new desktop sharing and dial-in telephone conferencing features in Office Communicator 
2007 R2. Before you start using Office Communicator 2007 R2 Conferencing capabilities, make sure you have the required hardware and software 
installed, as discussed below. 

What you n eed to get started  
For audio (phone) conferencing you must have a headset, or a speaker and microphone, or a USB audio device connected to your computer. For 
audio/video conferencing, you must have a webcam connected to your computer. 

Set up your audio 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. 

Install the Live Meeting console  
With Office Communicator 2007 R2, you can escalate instant messaging (IM), audio, or audio and video (A/V) conferences into a Live Meeting. To 
conduct Microsoft® Office Live Meeting conferences, you must install the Live Meeting console. See your system administrator for instructions. 

Install the Conferencing Add -In for Microsoft Outlook  
With the Conferencing Add-In for Microsoft® Office Outlook®, you can schedule phone conference calls with Office Communicator or Web conferences 
with Live Meeting. Contact your system administrator for instructions on how to install the Conferencing Add-In for Outlook. 

Where to find more information  
For more information, visit the following sections of Office Communicator online Help: Conferencing and Collaboration, and How to Contact Others. (To 
access online help, click the Menu button, click Help , and then click Microsoft Office Communicator Help ) 
 

Meet Now 
With the Meet Now option, you can quickly start a conference 
with people inside or outside your organization. Click the Menu 
button, and then click 
Meet Now to start a 
new Meet Now 
conference.  
To invite others, do 
one of the following : 
 To invite someone inside your organization, click the Invite 
button, and then select a contact from the list.  

 To invite someone outside your organization by e-mail, in the 
new conversation window, click the arrow next to the Invite  
button, and then click Invite by E -mail . An e-mail message 
opens in Microsoft Outlook. (If you do not have Outlook, you 
can copy the invitation text to the e-mail program of your 
choice.) Send the e-mail to the invitee, who can join the 
conversation by using either Communicator or Communicator 
Web Access. 

Start an IM Conference 
You can select multiple contacts or a group in your Contact List to 
start an IM conference. You can also escalate a one-to-one IM 
session to a group conference by simply inviting other contacts to 
an IM session. 

Start an IM conference with multiple contacts  
In the Contact List, hold the CTRL key, and then select the 
contacts that you want to invite. Right-click the last contact, and 
then click Send an Instant Message. Type your message in the 
Message Entry box, and then press ENTER. 

 

 

 

 

 

 

Start an IM conference with a group  
In the Contact List, right-click a group name, and then click Send 

an Instant Message. Type your 
message in the Message Entry 
box, and then press ENTER. 

Invite someone to 
an IM conference  
To invite someone 
within your 
organization, in the 
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