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Understanding UniCom and Office Communicator 

What Is 
UniCom? 

UniCom (Unified Communications) is a project at Indiana to bring voice, video, 
and data together in a unified desktop communication system. UniCom provides 
telephony, email, instant messaging, audio and video conferencing, and presence 
awareness in a single interface which can be accessed from remote locations as well 
as at your primary workspace. Microsoft Office Communicator and Live Meeting 
are the main clients for UniCom functionality. 

What Is Office 
Communicator? 

Office Communicator is a client that allows you to communicate easily with others 
in different locations from your computer's desktop using voice and video. With 
Office Communicator you can make PC-to-PC phone calls, manage the information 
that others see about your availability status, conduct video conferences, and share 
documents or other files. Office Communicator is part of Office 2007, and its 
capabilities are closely integrated with other Office applications. 

Who Can Use 
Office 

Communicator 
with UniCom? 

At Indiana University, Office Communicator will be available to students, faculty, 
and staff to use in conjunction with UniCom services. Currently UniCom is in a 
limited deployment; it will be available to a wider audience later in 2008. 

What Options 
Are Available 
for UniCom 
Services? 

There are three UniCom options at Indiana University.   

1) In UniCom Basic mode, your phone line and UniCom operate 
independently of each other. When you make PC-to-PC calls with Office 
Communicator, your office telephone line is not involved. You can only 
make PC-to-PC calls to those who are on the UniCom user list. 

2) In UniCom with Telephone Integration, your office phone line and the 
UniCom system are linked, so you can use either service more or less 
interchangeably. It interacts with the campus phone switch and, optionally, 
IU’s Unified Messaging Service (UMS) voice mail, allowing you to use 
either your land line telephone or PC-to-PC calling. Note: At IUPUI, phone 
integration is not available for those who do not have IP phones.  

3) In UniCom with Outlook Voice Mail, all calls are routed exclusively to 
and from your computer or mobile devices—bypassing the IU phone switch 
altogether. This allows for maximum integration between phone and 
computer features.  

For UniCom with Telephone Integration and UniCom with Outlook Voice Mail 
(options 2 and 3 above), you must have an IU phone number. For these two options, you 
can only associate one phone line with UniCom. If you have multiple phone lines, you 
may want to discuss your situation with a Telecommunications Consultant, 812-856-
2287 (IUB) or 317-274-3004 (IUPUI), to determine what configuration is best for you. 
For more information about features of each service, see the IU Knowledge Base, 
“UniCom feature comparison,” https://kb.iu.edu/data/awxm.html. 

To change your UniCom mode, contact your department's Telecommunications 
Coordinator. See the IU Knowledge Base, “At IU, how do faculty and staff request 
telephone service in an office?” https://kb.iu.edu/data/allv.html.  
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Downloading the Software, Testing the Equipment 

Getting the 
Software 

Anyone who is signed up for the UniCom pilot can download Office Communicator 
from IUware.  

To obtain the UniCom software: 

1. Browse to http://iuware.iu.edu .  
2. Click Communication.  
3. Click Office Communicator 2007 Clients.  
4. Click the Login button, and log in with your IU username and passphrase.  
5. Click the Download button.  

You can either save or install directly from the dialog box. 

Setting Up an 
Account 

If you have an account at IU, setup and sign-in is automatic. Sometimes, when the 
application is restarted, you will need to log in manually. As you launch Office 
Communicator, you should be able to access most UniCom services.  

Equipment 
Needed 

To use the voice communication capabilities of Office Communicator, you'll need a 
headset. If you want to do video conferencing, you'll also need a webcam. For 
information about headsets and webcams that UITS recommends, see the IU 
Knowledge Base Article at https://kb.iu.edu/data/awgk.html.  

Testing the 
Equipment 

You can test your audio and video equipment from the Office Communicator Menu 
Button. 

To set up audio and video: 

1. Click the Office Communicator Menu Button  , choose Tools, and Set 
up Audio and Video… 

 

2. Follow the onscreen instructions. 

Initiating a Call 

Making a Call by 
Name or 

Username 

You can search for people and call them on your PC using the Office Communicator 
Search field. The UniCom system searches the IU Global Address List (GAL) and 
your personal Outlook Contact list (if Outlook is running). 

1. To find  someone, simply type the name or IU username  into the Office 
Communicator Search field: 
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You can use common name or username arrangements, for example: John Doe; 
Doe, John;  johdoe; or johdoe@indiana.edu. 

A list of names appears as you type. 

2. To call the person, point to the phone icon to the right of the name: 

 

The next step will be determined by the type of subscription to UniCom 
you have:  

a. If you have UniCom Basic, the Communicator icon will 
automatically appear: 

 
Make a Communicator PC-to-PC call to other UniCom users by 
clicking the Communicator phone icon.  

b. If you have UniCom with Telephone Integration or UniCom with 
Outlook Voice Mail, you may have some additional calling options.   
To see these options, click the drop-down arrow next to the phone 
icon or Communicator icon, whichever appears: 

 
You can choose to make a Communicator Call or else place your call 
to any of the listed numbers. 

Making a Call 
Using a Phone 

Number (UniCom 
Options 2 and 3) 

If you have UniCom with Telephone Integration or UniCom with Outlook Voice 
Mail, you can simply type a number into the Search field to call someone. 

1. To manually call any number, simply type the phone number  into the Office 
Communicator Search field: 

Search Field
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2. Enter the entire 10-digit phone number including area code. (Dashes or 
parentheses are not necessary. Do not type a 1 before a long distance 
number.) Press the Enter key on your keyboard. 

Note: If the number is an IU number, you may enter the 5-digit in-network 
number, as in 46357 for IUPUI, or 54322 for an IUB number. 

You will see a Conversation Window appear: 

 

At this point, one of the following things will happen: 

•  If you are subscribed to UniCom with Outlook Voice Mail, your call is 
being made using VoIP and you hear it ringing on your computer’s audio 
equipment or headset.  The recipient (if available) will answer the call, and 
the conversation will take place on your computer. 

• If you are using UniCom with Telephone Integration, there are two 
scenarios: 

a. Your own desk phone rings. This means your Preferred Calling 
Device is Phone. The call will take place completely over your desk 
phone system. Pick up the phone’s receiver. Then, from the desk 
phone receiver, the recipient’s phone will ring, and (if available) the 
recipient will answer.  Continue the conversation using your desk 
phone.  

b. You hear the phone ringing on your computer’s audio equipment or 
headset. This means that the call is being made using VoIP.  The 
recipient (if available) will answer the call, and the conversation will 
take place on your computer. 

If you prefer to handle the conversation completely from your computer, see Setting 
a Preferred Calling Device, below. 

 

8123395927 
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Using the Dial 
Pad for Internal 
Authorization 

Codes or Voice 
Menus 

You may need to use an authorization code or to call a number that leads you 
through a voice menu. If you were using your desk phone, you would simply press 
the numbers on your phone. However, if you are initiating the call using Office 
Communicator, you will need to use the Dial pad.  

When prompted for additional numbers (or if you hear a dial tone after calling a 
long distance number from campus): 

1. Click the Dial pad in the Conversation Window: 

 
 
 
 

2. The Dial pad appears: 

 
 

3. To enter authorization or menu-driven numbers into the field, type with 
your computer’s keyboard, or use your mouse to click the buttons.  

Note: If typing, first click inside the field with the mouse. 

Disconnecting 
the Call 

In all calling options except UniCom with Telephone Integration in Phone mode, 
the call is managed in the Conversation Window.  

To hang up: 

1. Press the End Call button: 

 
 
 

The call is disconnected and you may close the Conversation Window.  
 
If the person on the other end hangs up first, the call will be disconnected. You may 
close the Conversation Window. 

Note that as soon as you have made one call, a Contact with that phone number 
will appear in the Office Communicator window. 

Dial pad

End Call Button





7 
 

 

1. In the Office Communicator window, place your mouse over the Phone icon 
next to the Contact: 

  
 

A new icon appears: 

or  

2. Click the Drop-down arrow. 

You see a Preferred Calling Device field: 

 

3. Click the Preferred Calling Device drop-down arrow and choose either 
Computer or Phone. 

Until you change it, all calls will now be initiated by the calling device you 
specified. 

When Would I 
Want to Choose 

Each Mode? 

If you want to take advantage of your Office Communicator Contact list to place a 
call but you want the conversation to take place on your desk phone (for  example, 
to use the phone’s speaker phone function), you would set your preferred mode to 
Telephone. Otherwise, you will probably want to set your Preferred Calling Device 
to Computer. 

Setting Your Presence 

What are 
Presence 
States? 

When you use Office Communicator, at any given time your availability status is 
determined by whatever your Outlook Calendar indicates. You may override it 
manually in Office Communicator. 
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How Do 
Presence States 

Affect 
Workflow? 

Presence information helps you, your contacts, and IU colleagues to decide the best 
way to communicate with each other at the current time.  

When you initiate any communication with someone using Office Communicator 
at IU (phone, IM, email, or Live Meeting), you can see whether he or she is available 
to talk. In addition, you can set Access Levels that allow only certain people to 
interrupt you when you are in “Do not disturb” mode. 

Manually 
Setting Your 

Presence State 

Your presence state is indicated by a colored ball, called a “jelly bean:”  

 

In Office Communicator, your states can be: 

• Available 
• Busy 
• Do not disturb 
• Be right back 
• Away 

The presence state will ordinarily be the same as your Outlook Calendar Free/Busy 
status. You can manually override your current status until it next changes in your 
Outlook Calendar. 

 To set your status manually in Office Communicator: 

1. Press the Presence button. A drop-down menu appears.  
2. Choose the presence state.  

Managing and Using Contacts:  
Creating Contacts, Creating Groups, and Changing the View 

Creating 
Contacts  

Your Office Communicator window can store a large set of Contacts to enable 
convenient calling. You can add anyone from the IU Global Address List (GAL) or 
your Outlook Personal Contact List by searching for them by name or email 
address.  

In addition, every time you make a call or a call comes in, your call is recorded in the 
Contact list in Office Communicator.  

There are several ways you may create Contacts, described below. 
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Adding a 
Contact from 

the Search Field 
 

If you are adding an IU entity or a contact in your personal Outlook Contacts, you 
can type the name directly in the Communicator Search field. The person will be 
found by the Global Address List (GAL) and/or your Outlook Contacts.  

Note: If the person is listed in your personal Outlook Contacts but is not found, 
make sure the Outlook Contact is configured correctly. See “Adding an Out-of-
network Contact,” below. 

1. Click in the search field. 

2. Type either the email username or the full name (Either syntax, [FirstName 
Lastname] or else [Lastname, Firstname] will work.)  

The name (or a set of names to choose) will appear in the space below. If the 
person is a UniCom participant, his or her presence state will be indicated 
with a colored ball. If the person is not a participant, the “jelly bean” will be 
empty. 

3. If the contact shows a colored presence state, you may either press and drag 
the name on top of any heading below, or right-click the name and choose 
Add to Contact List. 

4. If the contact does not show a presence state (indicated by an empty “jelly 
bean” and “Presence unknown”), you must first add the contact to your 
Outlook personal Contacts before you can add it to Communicator 
contacts. See “Adding an Out-of-network Contact,” below.  

(Note: Even though you may not be able to add an individual to your 
Communicator contacts, if you are using UniCom with Telephone 
Integration and UniCom with Outlook Voice Mail, you can use the Search 
results to call the listed phone number.) 

Adding a 
Contact from 
the UniCom 
Menu Button 

 

You can add a Contact by using the UniCom Menu Button. Like the Search Field, it 
searches both the GAL and your personal Outlook Contact List. To find a personal 
Outlook Contact, the item must be fully configured in Outlook. (See “Adding an 
Out-of-network Contact,” below.) 

1. Click the Office Communicator Menu Button:  

 

2. From the Drop-down menu, choose Tools, Click Add a Contact.  
A dialog box appears. 

3. Choose to search by email address or search by name. (If you are searching 
for someone in your Contact list who is not in IU, search by email address.)  

4. Click Next. 
5. Type the information of the Contact you are trying to locate. 
6. Click Next. 
7. A dialog box will appear, informing you if the contact was found.  
8. If desired, in the Select a Contact drop-down menu, choose a group to 

which to add the Contact. 
9. Click Finish, or click Next to add another Contact. 

Menu Button
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Adding an Out-
of-network 

Contact (Not 
Available in 
Basic Mode) 

If you want to add a contact such as a home phone number or someone who is not 
at IU, you must be using UniCom options 2 or 3, and you must first have a Contact 
in your personal Outlook Contact list. That Contact must have at least a name, 
an email address, and a phone number. You may name it anything you want, for 
example, “Home.” If there is no email address, you can create one on the fly and put 
it in the email field. You can always use [name]@example.com, such as 
home@example.com, or susan@example.com.  

Once a Contact has been correctly created in Outlook, use the directions for 
“Adding a Contact from the UniCom Menu Button,” above. If the contact is 
configured correctly, it will show up in the list of results. You may press and drag it 
over a heading or right-click and choose Add to Contact List. 

Calling a 
Contact 

The Contacts List allows you to store and organize many numbers and lots of 
information. Once you have entered people in your Contact List, you can use it to 
call them.  

To call a Contact:  

1. Click the phone icon to the right of the contact: 

 
Note: If the Contact has several numbers, you can click the drop-down arrow 
next to the phone icon and choose an alternate number. 

Arranging 
Contacts by 

Groups 

By default, Contacts are arranged by Access Levels (to be explained in the next 
section). However, you can create your own Contact groups and display them 
accordingly.  

To view Contacts by Groups, in the Outlook Communicator window, 

1. Click the drop-down icon to the right of the Search field: 

 
2. Click Contact List. 

Your Contacts are now displayed by default groupings.  

Creating a New 
Contact Group 

You may want to create your own groups, such as “Family” or “Work Team.” 

To create a new custom group, in the Contact list of the Outlook Communicator 
window, 

1. Right-click any header. 
2. Choose Create new Group. 
3. Type the name for the new group and press Enter. 
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Moving a 
Contact to 

another Group 

A Contact that is recognized by Office Communicator as a UniCom participant, a 
GAL entry,  or  one of  your Outlook Contacts can be moved into another group in 
two ways: 

By pressing and dragging: 

1. Simply press and drag the contact into another group. 

By right-clicking: 

1. Right-click the Contact.  
2. Choose Add to Contact List, and choose the group you want to add the 

Contact to. 
 
Note: Some GAL entries may not allow you to add them to a group. If the Contact 
will not allow you to drag it or to right-click and then add it to a group, try making 
a personal Outlook Contact that contains a name, an email address, and a phone 
number. 

Using Tags and 
Arranging by 

Tagged Status 

In addition to arranging by Access Levels and by Contact List (groups), you can 
organize your contacts by Tagged Status. A contact that is tagged will notify you in 
the lower right portion of your screen whenever that Contact becomes available or 
unavailable, depending on their Outlook Calendar state or their manually-set Office 
Communicator presence states.   
 
To tag a Contact for status changes: 

1. Right-click a Contact. 
2. From the pop-out menu, choose Tag for Status Change Alerts. 

 
To arrange Contacts by Tagged Status: 

1. Click the drop-down icon at the right of the Search field: 

 

2. Choose Tagged Contacts 
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Using Contacts’ Access Levels 

What Are Access 
Levels? 

Each contact has an Access Level. There are five Access Levels: 

 
By default, new IU Contacts have Company Access, while Contacts obtained from 
the Outlook Address book have no access level assigned. However, you can change 
the Access Level for each Contact.  This means you can control how much of your 
information people can see, and how they are able to contact you, depending on 
your Presence Status.  

For example, you can share a mobile phone number with your closest coworkers 
but not make the number available to the entire IU UniCom community. You can 
also control interruptions. For example, by setting your presence status to Do Not 
Disturb, you can block all incoming calls and instant messages, except for those 
from people that you have granted the Team access level.  

For more information about Access Levels and how they interact with your 

presence states, refer to the Help menu within Office Communicator  and 
search the term, “Presence Survival Guide.” 

Setting Access 
Levels for 
Contacts 

You need to set an Access level for each Contact. 

To set an Access Level for an individual Contact: 

1. Right-click the Contact. 
2. Choose Change Level of Access, and click one of the Access Levels. 

Entering and 
Publishing 
Alternate 

Phone 
Numbers  

For the following reasons, it is a good idea to enter several of your phone numbers 
into Office Communicator Options: 

• If you are using Unicom with Telephone Integration or UniCom with Outlook 
Voice Mail, you can use the numbers to redirect incoming calls to other phones.  

• You can choose to publish some of the numbers for your colleagues. 
Depending on their Access Levels, they can see and call your mobile device 
or other phone. (Therefore, when you publish numbers it is important to 
make sure your Contacts’ Access Levels are correctly set.) 
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To enter additional phone numbers:  

1. From the Menu button, click Tools, and click Options.  
2. Click the Phones tab.  
3. Add phone numbers as you wish.  
4. Check Publish the phone number if you would like authorized users to see 

it. 

Remember, those who do not have access will not be able to see personal numbers. 

Note:  It could take up to 24 hours for other users to see changes in your published 
phone numbers. 

More Calling Features 

Redirecting a 
Call in Office 

Communicator 
(Not Available in 
UniCom Basic 

Mode) 

If you have UniCom with Telephone Integration or UniCom with Outlook Voice 
Mail and you have additional numbers listed in your Office Communicator Options, 
you can choose from those numbers to redirect calls.  

To redirect an incoming call,  

1. In the Incoming Call alert, click the Redirect button: 

 
A drop-down list of numbers appears: 

 
2. Click your choice. 

The redirected call rings on the selected device. 

Placing a Call 
on Hold 

Using Conversation Windows, you can have several calls open simultaneously. 
When you answer or initiate a second call while the original is in progress, the 
original call is muted and the newly generated call becomes active.  

When you return to the original Conversation Window, you must un-mute the 
audio and the microphone, by clicking the speaker and microphone icons: 
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Using UniCom with Unified Messaging System (UniCom with Telephone Integration 
only) 

Getting Voice 
Mail from UMS 

If you have subscribed to UMS voice mail services and are using UniCom with 
Telephone Integration, you can take advantage of both Unified Messaging Service 
voice mail features and Office Communicator. When a Communicator call goes 
unanswered, it rolls over to UMS voice mail just like any traditional call. The call 
can be forwarded according to UMS rules you have set, or else directed to UMS 
voice mail, which invites the caller to leave a voice mail message that will appear as 
a WAV file in an Outlook message.  

Using Call 
Forwarding  

In UniCom with Telephone Integration, you can redirect a call on the fly. However, 
there is no forwarding option. If you have subscribed to UMS, you can set forwarding 
or “follow me” options from the UMS Voicemail home at http://umsweb.iu.edu.  

Using UniCom with Outlook Voice Mail (UniCom with Outlook Voice Mail Only) 

Using UniCom 
with Outlook 

Voice Mail 

Using Outlook with Voice Mail, you will receive an email message notifying you of 
missed instant message conversations, phone calls, and other conversations. You 
can follow up on these missed communications from the email message in Outlook.  

To quickly open these email messages from Office Communicator,  

1. Click the View Missed Notifications button in Communicator: 

 

A dialog appears: 

 

2. Click a choice. 
The message opens: 
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3. To contact the caller directly from the message, click any link.  

If you click a phone link, a conversation window will open that allows you 
to initiate a phone call, instant message, or other communication mode. The 
email link opens a new message window in Outlook. 

For help with call forwarding, transferring, and other features, see the Help 

menu within Office Communicator.  

Working with Conference Calls 

Inviting 
Additional 

Participants to a 
Call 

At any time during a call, you may invite additional participants to your call. 

To add an additional person to a call, in the Conversation Window, 

1. Click the Invite button: 

 

A new Contact window appears. 

2. Type the name or number into the top field, or press and drag a Contact into 
the window with the other names.* 

A Calling icon appears next to the name:  

The additional party answers. All attendees are present. 

*Note: Pressing and dragging into the Conversation Window works only 
intermittently at present. The most certain way to successfully add a person is to 
click the Invite button and type the number into the field at the top of the Contact 
window. 

Starting a 
Conference Call 
to Everyone in a 
Contacts Group 

You may initiate a conference with an entire group of people at once, using your 
Contacts groups. 

To conference a group: 
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1. Right-click a group header in the Contact List. 
2. Choose one of the conference options: 

 

A new Conversation Window or Live Meeting starts, with all of the Contacts in 
the group being contacted. 

Scheduling a 
Conference Call 

You can use Outlook to schedule a conference call. When you schedule a conference 
call, an email invitation is sent to all participants. Participants click a link in the 
message and are called automatically. 

To schedule a conference call: 

1. Open Outlook. 
2. In the Outlook button bar, click Schedule A Conference Call: 

 
Note: The first time, you must enter your UniCom or ADS username and 
password. 

An email message is generated with clickable links to join the conference 
call. Invite attendees and type a subject, just as you would with any 
appointment invitation.  

3. Send the message. 

To enter the conference: 

1. Open the email message. 
2. Click the Join the Conference Call Link. 

A new conversation window opens: 

 

If you have more than one number in Office Communicator Options, you 
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must specify which of your numbers you want to use. 

3. If necessary, click Join From. 
4. Choose a number to be called. 

You see that your number is being called by the conferencing service: 

 

The icon at the left indicates whether the number is a work, mobile, or home 
number. 

5. Answer the call. 

Using Instant Messaging 

About Instant 
Messaging and 
Conversations 

In Office Communicator, you can smoothly take part in phone conversations, 
Instant Messages (IM) and screen sharing, all from the same Conversation 
Window. All these modalities may be used together or separately. You can only IM 
those who are in the network of IU UniCom users. 

Generating an 
Instant Message 

There are a number of ways to initiate an IM session, in both Office Communicator 
and in Outlook.  

To generate an IM session from the Office Communicator Contact List: 

1. Double-click the Contact, or right-click the Contact and choose Send an 
Instant message. 

A conversation window opens.  

2. Type your text and press Enter. 

Note: The recipient will not receive an IM conversation window until you 
have pressed Enter. 

To initiate an IM conversation in an existing Conversation Window: 

1. Click the Show instant message area icon  
An IM pane is opened in the Conversation Window.  

2. Type your text and press Enter. 

To reply to a message in Outlook with an IM: 

1. Open a message in Outlook. 
2. In the Outlook Button Bar, click the IM button’s drop-down arrow: 

 
3. Choose Reply with Instant Message. 

Note that in the same way, you can initiate a call in response to a message. 
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Sending a File 
in an IM 

You can send a file with an instant message.  

To send a file: 

1. Click the Send a file icon: 

 

2. Browse to the file you want to send. 

If accepted, the file will be copied into the recipient’s “My Received Files” 
folder under My Documents.  

(Note: a file cannot be sent to more than one person at a time.) 

Viewing 
Conversation 

Logs 

All your IM conversations and phone logs can be stored in Outlook, in a folder 
named Conversation History. 

To activate Conversation History in Outlook: 

1. From the Communicator Menu Button, click Tools and choose Options… 
2. Under the Personal tab, click to check one of the following: 

 

Using Video 

Making a Video 
Call 

Just as you generate an IM or Communicator call, if you have a video camera hooked 
up to your computer, you can place video calls. Call participants who have video 
cameras can see you, while those who don’t will see an icon instead of the video. 

To initiate a video call: 

1. Double-click the Contact you want to call. 

A conversation Window appears. 

2. Click the Video call icon. 

The Conversation Window now shows a large pane on the right side for 
video, and an IM pane at the lower left. 
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Using OneNote 

What is 
OneNote? 

OneNote is an organizational tool that allows you to take notes and keep things 
organized. It’s like a virtual notebook that allows you to create tabs and subtabs to 
keep meeting notes or any other information you want. OneNote can be initiated 
from any Conversation Window or from the Windows Start Menu, under 
Microsoft Office. OneNote is available only with Office 2007. 

Opening 
OneNote from a 

Conversation 
Window 

In any conversation window: 

1. Click the down arrow next to the Add attachment icon. 
2. Click Take Notes Using OneNote. 

Using Live Meeting 

What is Live 
Meeting? 

Microsoft Office Live Meeting is a Web conferencing service that connects and 
engages participants in online meetings, training, and events. Participants can share 
what is on their screens, collaborate on documents, deliver or watch presentations, 
and more. Live Meeting incorporates video, voice, IM, document sharing and 
collaboration, virtual white board, and more. Sessions may be recorded and stored 
in a folder on the computer of the meeting initiator. 

Setting Up and 
Testing Live 

Meeting for the 
First Time 

You need to test your connection once to make sure you are set up for Live Meeting. 
If your computer is logged into the ADS domain, you do not need to enter a password.  

To test the Live Meeting connection when logged into ADS: 

1. Launch Live Meeting from the Windows Start Menu. 
2. Click the drop-down arrow in the upper left and click Open User Accounts.  
3. In the User Accounts window, enter your email address as the Sign-in name. 
4. Click Test Connection. If successful, you will receive the following notice: 

"Your Live Meeting login information was successfully verified." 
5. Click OK twice. You are now ready to use Live Meeting. 

If you are initiating a Live Meeting remotely without VPN, you should set up Live 
Meeting with your login information. 

To set up and test Live Meeting when establishing a remote connection: 

1. Launch Live Meeting from the Windows Start Menu. 
2. Click the drop-down arrow in the upper left and click Open User Accounts.  
3. In the User Accounts window, enter your email address as the Sign-in name, 

and then click Advanced.  
4. In the Advanced Connection Settings window, check Use the following 

user name and password. Enter your Network ID username including the 
domain (e.g., ads\username) and your passphrase, and then click OK.  

5. Click Test Connection. If successful, you will receive the following notice: 
"Your Live Meeting login information was successfully verified."  

6. Click OK twice. You are now ready to use Live Meeting. 

Note:  When you change your ADS password, the Advanced Connection 
Settings should be changed accordingly. 
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Initiating a Live 
Meeting from a 
Conversation 

Window 

You can start a live meeting on the fly while you are talking to your colleagues. 

To initiate a Live Meeting, in a Conversation Window, 

1. Click the drop-down arrow on the Add Attachment icon: 

 

2. Click Share Information Using Live Meeting 

3. If necessary, log in with your IU username, including the domain, for 
example, ads\username. 

A Live Meeting screen opens up. For security reasons, Live Meeting opens 
with the audio and video muted.  

4. To un-mute the audio and video, on the Menu bar, click the audio and video 
icons: 

 

Inviting 
Additional 

Participants to a 
Live Meeting 

Additional participants may be added to a Live Meeting at any time.  
To add additional Live Meeting participants, 

1. On the Live Meeting menu bar, click Attendees: 

 

2. Click Invite: 

 
3. Click either option: By Email or Call Someone… 

Activating Voice 
and Video in 
Live Meeting 

From the Live Meeting Menu bar, there are a number of options that allow you to 
activate, deactivate, or mute audio input or output and video. 

To see the Voice and Video options:  

1. On the Menu bar, click Voice and Video. 

Here you may change settings and set up your audio and video devices. 
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Sharing and 
Collaborating in 

Live Meeting 

You and your fellow Live Meeting participants can share what is on your screens, 
collaborate on documents, share white boards, and more. 

To share content in Live Meeting: 

1. On the Menu bar, click Content. 
2. Click Share. 
3. Choose one of the options: 

 
Whatever you have chosen to share is now displayed on all the meeting 
participants’ screens. 

Recording a 
Live Meeting to 

View Later 

Live Meeting can record the entire session and save it for later. The meeting will be 
stored on the meeting initiator’s computer. By default, recorded meetings are stored 
in My Documents/My Meetings. 

To record a Live Meeting: 

1. On the Menu bar, click Recording. 

2. To choose another storage location or other options, click Options… 

3. To begin recording, click Record. 

The meeting will be recorded. A Recording panel appears on the left side of 
the Live Meeting title bar: 

 
To stop recording, or stop recording and exit the meeting: 

1. On the Live Meeting title bar, click the drop-down arrow between the Live 
Meeting icon and the red “Recording” ball: 

 
2. Choose either Exit or Exit and End Meeting. 

You will be prompted to save, delete, or resume the recording. 

For more Live Meeting Information, see the Getting Help section of this document. 
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Other Ways to 
Start a Live 

Meeting 

In addition to starting a Live Meeting from a Conversation Window, a Live 
Meeting can be started from the Outlook Button Bar, in any folder view: 

 

A Live Meeting can also be started from the Start Menu Programs group. 

Using Office Communicator from Outside the IU Network 

Signing in to 
Office 

Communicator 
from Outside 

the IU Network 

You can use Office Communicator from a computer that is not joined to the ADS 
domain to take advantage of all the features, including Live Meeting. When you do 
so, you will be presented with the following logon screen:  

 

Enter your email address, user name and password, then press Sign In.   

Signing in to  
Live Meeting 
from Outside 

the IU Network 

Before you can use Live Meeting from a computer that is not joined to the ADS 
domain, you must enter your logon information. 

To initiate a Live Meeting outside the IU Network: 

1. Start Live Meeting. 
2. Navigate to the Open User Accounts menu item: 

 

The following window will open: 
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3. Enter your email address as the Sign-in name. 
4. Click OK.  
5.  Press the Advanced… button to open the Advanced Connection Settings 

window: 

 

6. Check Use the following user name and password, then enter your ADS 
User name and Password. 

7. Press OK to close the Advanced Connection Settings window. 
8. Press Test Connection…    

If successful, you will receive the following notice: 

 

9. Press OK, then OK again.   

You are now ready to use Live Meeting from outside the IU network. 
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Using the Communicator Web Access Interface 

What is 
Communicator 
Web Access? 

If you are using a computer anywhere that has Internet access, you may use the 
Communicator Web Access (CWA). At this time, you can initiate IM messages 
with it. Currently, CWA does not allow you to answer or make calls from within 
the web interface.  However, you can redirect an incoming call to another number 
such as your Mobile or Home number.  Also, it does allow you to manage your 
phone numbers, such as adding or changing Mobile\Home\Other numbers. 
 
The calling features are slated for a future version of CWA. 

Starting 
Communicator 

Web Access 

Communicator Web Access may be initiated using any Web browser.  

To open the Communicator Web Access sign-on screen: 

1. In a Web browser, go to http://www.unicom.iu.edu/  
2. Sign in with your IU domain\username (ads\jsmith), and your IU password. 

Note: You may need to disable the Pop-up Blocker on your Computer. 

The Communicator Web Access appears: 
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Getting Help 

Learning the 
Basics 

Microsoft provides an Office Communicator tour that will help you learn the basics of 
presence management (determining the information that others see about your availability 
status), contacting others, and responding when others contact you. You can take the tour 
online or access it from the Help menu within Office Communicator or at  
http://office.microsoft.com/client/helphome.aspx?ns=COMM2007&lcid=1033  

There are many tutorials and demos available to help you get started with Office 
Communicator. For more help resources, see the following section on Getting More Help.  

Getting More 
Help Demos 

Office Communicator 
 http://office.microsoft.com/en-us/communicator/HA102402601033.aspx  

Office Communicator Tour  
http://www.microsoft.com/UC/LMOC/LMOC.html?product=OC&locale=en-
us&page=0&status=open  

Live Meeting Tour 
http://www.microsoft.com/UC/LMOC/LMOC.html?product=LM&locale
=en-us&page=0&status=open  

Help 

Office Communicator 
All Help: 
http://office.microsoft.com/client/helphome.aspx?ns=COMM2007&lcid=1033  

Quick Reference Cards:  

Contact Management, Presence, and Instant Messaging: 
http://www.microsoft.com/downloads/details.aspx?familyid=E0C77B42-B7EE-
4392-822B-7D82CCAAADB9&displaylang=en  

Conferencing: 
http://www.microsoft.com/downloads/details.aspx?familyid=CE1BF10D-8B13-
4710-8972-C47B9CEA4209&displaylang=en   

Phone and Video: 
http://www.microsoft.com/downloads/details.aspx?familyid=3315FA6D-5A9A-
443D-9795-05354B401AE6&displaylang=en   

Keyboard Shortcuts: 
http://www.microsoft.com/downloads/details.aspx?familyid=2AE1F18B-D20A-
4419-ABD9-140586DB9A8F&displaylang=en  

Live Meeting 

Live meeting help:  
http://office.microsoft.com/en-us/livemeeting/CH102342101033.aspx  

Comprehensive Live Meeting Help:   
http://office.microsoft.com/en-us/livemeeting/FX101729061033.aspx  

IU­specific Help and Resources 

Also see http://ocsinfo/Unicom/Help/  

For forwarding and more, see http://umsweb.iu.edu 




