Maximizing Microsoft Office Communicator

Microsoft Office Communicator is an instant messaging tool on the standard image for CG workstations. This Tech Tip
contains basic instructions on how to use the following features of Office Communicator:

Create New Contact Groups

Add/Remove Contacts to/from Groups

View and Sort Settings
Status Alerts

Group Chat
Office Communicator Note

Send an Attachment
Modify Text Format and Add Emoticons
Change the Conversation Subject

Take Notes in OneNote

Share your Computer Screen

Communicator Saving Options

Save a Conversation

Create New Contact Groups
Contact Lists enable you to save your colleagues to a list by any name of your choosing. There are no criteria for
how to organize a Contact List in your Office Communicator window, however you are limited to 64 groups, 100
contacts per group, and 300 contacts overall, by the application. You can group individuals according to whichever
way suits your needs. For example, you could group your classmates from Boarding Team Member school into one
contact list, and create another contact list for everyone you know at the detailer’s office.

Once you’ve decided what group names and organization you want to use, proceed with the following steps.

H - Office Communicator
#™- Martel, Ramona A CTR Avalable
=

= H Noeanoe 0

Office Communicator

fT Martel, Ramona A CTR
A D- 1. Open Office Communicator, *right-click*
T right-click on

4 Recent Contacts -

S i “Recent Contacts”, then select

@ Chaisson, Ray LTIG Avalable
Vincent, Richard LCOR.  Offiine

“Create New Group".

@} Gordon, Sidney ETCS  Inactive
Crd+C

. 2. A new group title field will appear e

@ Caputo, Wendie Avaiable

@ Pickering, Rebert LTI In2 meeting 1 with the text “New Group”. Type e ——
s “ ” @ Rackey, lames Avaisble

@ Chaison, RayLTIG  Avaiabl the group name and press “Enter”. =t ol

&) Gordon, Sidney ETCS  Inactive
@ Pidkering, Robert LTIG  In a meeting
@ Sherman, ScottF Available

Vincent, Richard LODR Offine

¢} Rackey, James Avay

Vincent, Richard LODR  Offine

Return to top.
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Add/Remove Contacts to/from Groups

There are two ways to add contacts to a group: “Click and drag” or “Right-Click and Add”. This section contains
some important steps and things to remember when adding contacts.

1. Locate the person you want to add to contacts by either using
the search bar at the top, or checking your “Recent Contacts”
group, which shows all persons you have messaged within a

specific timeline.

Office Communicator

Martel, Ramona A CTR

Bl Tipe 2 note

Bl Tioe a2 note

Office Communicator

I
i) Raddey, James Away
@ Chaisson, RayLTIG  Avaiable
Vincent, Richard LCDR  Offiine
@) Gordon, Sidney ETCS  Inactive

4 Recent Contacts

4 Recent Contacts
@ Raddey, James

@ Racdey, James Avaiable @ Chaisson, Ray LTIG
@ Chaisson, Ray LTIG Avaiable V¥incent, Richard LODR
Vincent, Richard LCDR  Offiine @ Gordon, Sidney ETCS
@ Gordon, Sidney ETCS  In ameeting @) Sherman, Scott F
} Sherman, Scott P Away &} Caputo, Wende
Angy @ Pickering, Robert LTXG
In 3 meeting RN | B

@ Pickering, Robert LT)G
+ BOD

@ Pidkering, Robert LTIG

|} Address Book: Global Address List o= =.
File Edit Tools
Search: @ Mameonly () More columns  Address Book
Go | Global Address List = Advanced Find

‘ Mame Title B Location E-mail Address |
= 1September 2011 Inventory 1September
[ 12100 - WMEC 210's 12100-WH E(|_\
& 2007 Cadre - 1c 2007Cadre-1
£, 2008 Cadre - 1c 2008Cadre-1
[ 2009 2009 @uscg.r
(3 2012 ARCHIVE 2012ARCHIV
Q 47-FDCC-INVOICES DO05-DG-47-F
(=4 5090 Training Room 5090Training
(=4 6013 Training Room 6013Training
Q 88-CEUVOAKLAND-INVOICES D11-DG-BB-(
& AACC-ALL DO5-5G-AAC
& AACC-CDO DO5-5G-AAC
G5 AACC-CDORelief DO5-DG-AAC
9 AACC-CommandCenters AACC-Comm
5 AACC-COP DO5-5G-AAC
93 AACC-CSAM DO5-DG-AAC
m‘M(C—D(HS D05-5G-AAC ™
] (] +

. . . Koch, Cody 1 :J E .nd an Instant Message
3. Another way to add a contact instead of how it is done in Step Koch, Dustin|
. . . T och, o
2, is to right-click on the contact name, highlight “Add to =R e ’
- © Current Conve :—4 hnd an E-Mail Message
Contact List”, and select the correct Group from the drop-down > Recent Contac 7 o edule » Mesting
» CSD ExecTear Ad to Outlook
menu. * €SD People T nd a File...
P TrueStone (=] Sjare Information Using Live Meeting
4 Other Contact,
@ Acons, Josle Floperties
@ futh, Patricd View Contact Card Alt+Enter
@ Baker, David Flhd Previous Conversations
@ Barrett, Johr oy Ctrl+C
@ Beauregard, Tia for Status Change Alerts
- B*.Jdde“- Alay ffnge Level of Access »

Martel, Ramona A CTR Available @ Sherman, Scott F Avaiable

@ Caputo, Wendie Available

@ Pickering, Robert LTIG  In a meeting 12
Inactive 2. Once you’ve identified the individual
Avaiable
Offine you will be adding, left-click and drag
In 2 meeting . .
. their name so that the cursor is over
Away
e e— the new group. Release the mouse
I ¢——— button. Repeat this step as needed.

NOTE

This search feature will not only look at the Coast Guard’s
Global Address List (GAL), but it will also search through your
Microsoft Outlook contacts as well. Occasionally, you may
notice that a username which appears during the search has a
white status marker, and is labeled as “Presence Unknown”. Do
not add these contacts to your contacts in Office Communicator
because they are contacts with non .mil addresses which have
no access to the Coast Guard’s messaging system.

E - Office Communicator - = x

~ Doyle, Rebe... Avaiable
L
E]’ Type a nole ®'

Koch, Amanda M5T3

"'l'lght-cllck * ) Koch, Bryan 1136

CsD Add to Contact List
CSD ple
T

Other Contacts

ettiTIG
TrueStone

na LT

S —
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4. Toremove a Contact from a group, right-click the contact name and select “Remove from Group”.
LB

tn'ght lick™ —&-Chassn Barilic Ayaiable
~clic # Rackey, James Available

.

Send an Instant Message

=

Share »
Send an E-Mail Message
Schedule a Meeting

Add to Qutlook

Bioa

Send a File...

Share Information Using LivefMeeting

[ @

Properties
View Contact Card Alt+Enter

Find Previous Conversations )
Copy Ctrl+C ]

Tag for Status Change Alerts

Change Level of Access »

A A
I Remove from Group Delete
Remove from Contact List Shift+Delete

Return to top.

View and Sort Settings
Sometimes the number of contacts in the list can grow until it’s overwhelming. These are some simple tips on how
to change the settings in Office Communicator to limit the number of visible contacts.

1. With Office Communicator open, click on the Main

Office Communicator

Menu drop-down arrow indicated by the screenshot | . Martel, Ramona A CTR
at rlght @ B Tpeanote

2. Hover over “View” and select “Sort Contacts by Availability” to move the contacts with a status of
“unavailable” or “away” to different Contact Lists at the bottom of your Office Communicator window.

Office Communicator

O—\ Martel, Ramona A CTR Avalable
=
@ B Tpeanote O
4 Recent Contacts =
@ Rackley, James Avaisbie
@ Chaisson, Ray LTIG  Inactive
@ Vincent, Richard LCDR.  In a meeting
= ; Gordon, Sidney ETCS ~ Offine
ice Communicator S SR Offine
Connect a A CTR Caputo, Wendie Offine
Meet Now a @ Pickering, Robert LTIG  Avaiable
= LCB
View Contact List e ) ]
L @) Chaisson, Ray LTJG Inactive —
Tools Access Levels @ Pickering, RobertLTJG  Avadable
4 Help » Access Levels Management @ Raddey, James Available
O ——— P Vincent, Richard LCDR T i
. Tagged Contacts :h\mm 2 o T
Chaisson, Ray LTX : 4 Other Contacts
? " | Show Friendly Name p 2dd contartz. drao f A croup or from cearch res
@ Vincent, Richard L(p £La ™~
| sort Contacts by Availability Aw
Gordon, Sidney ET! P e s
Sort Contacts by Display Nam
@ Sherman, ScottF OIEBCENY AEp Ay, D 4 Unavailable
Caputo, Wendie |¥| Show Recent Contacts Gordon, Sidney ETCS  Offine
- Sherman, Scott F Offine
i) Pickering, Robert LTIG Away o
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3. Toremove the Recent Contacts group from your view, go back to Steps 1 and 2 of this section, and hover
over “View” again. Click on “Show Recent Contacts” to un-check and remove that Contact List from your

view.
B Office Communicator Office Communicator
f Lonnect * lmona A CTR Available O_ Martel, Ramona A CTR
] . >
\ Meet Now i il L B o= anote
View ® | Contact List
I_ Tools > Access Levels
- Help 3 Access Levels Management 4 LCB
T T— Tagged Contacts @ Chaisson, Ray LTJG Available
@ Chaisson, Ray LT B2l how Eriendly Name : @ Gordon, Sidney ETCS Available
@ Vincent, Richard L( 4 = . i
: dmj Sort Contacts by Availability @ Pickering, RobertLTG Hvnlsble
@ Gordon, ¥ ET @ Sherman, ScottF Avaiable

splay N
@) Sherman, Scott F Sort Contacts by Display Name

@ Caputo, Wendie I? Show Recent Contacts

I @ Vincent, Richard LCDR Available
Rackdey, James Offline

- Pickering, Robert LTIG Available
Return to top.

Status Alerts

To be notified when a Contact changes their status, logs on, or logs off, you want to turn on Status Change Alerts for
that individual.

Office Communicator

1. Right-click the arrow left of the Contact name, Gtttk Ramara ACTR___tidic
: B Nipeanote O‘
and select “Tag for Status Change Alerts”.
g g oright-alick?, [ oo
- 18
@ Chaisson, Ray LTIG Avalable
H‘J Send an Instant Message
. . L8
2. A gold star will appear to the right of the & shre F
#=3 Send an E-Mail Message
Contact name. T schedule aMeeting
Office Communicator Add o Ouljaok
j Sand a File... B
Mattel Ramona A CIR h.j Share Information Using Live Megting
S [ Properties
Type a name - View Contact Card Alt+Enter
4 LCB .Fmd Previoug Conversations )
@ Chaisson, Ray LTIG Available D Copi v Cl+C
@ Gordon, Sidney ETCS Avaiable Tag for Status Change Alerts
@ Pickering, Robert LTIG Availzble Change Level of Access ¥
@ Rackey, James Available | - -
@ Vincent, Richard LCDR Available
i) Sherman, Scott F Away

Return to top.
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Group Chat

The Group Chat feature allows you to have a message conversation with a group of participants. All of the following

features are available in Instant Message and Video Chat.

1. Toinvite ALL members of one group, right-click a Contact Group
arrow, and select “Send an Instant Message”.

im - 7 Participants - Chaisson, Ray LTIG, Gor..

@ 1) e | e -

Office Communicator

Martel, Ramona A CTR

[ Typeanote

& Martel, Ramona A CTR

@ Chatsson, Ray LTIG

@) Gerden, Siiney ETCS

@' Raddey, James

@ Sherman, ScottF
Pickering, Robert LTIG
Vincent, Rachard LCDR

*right-click® Type a name B
« s
@ & I _J Send an Instant Message
=
3 Share »

#=3 Send an E-Mail Message
FH Schedule a Meeting

;a‘j Share Information Using Live Meeting

A Group Chat appears with all Group Member Names listed.

-

A
2 s Office Communicator
_ Martel, Ramona A CTR
2. To chat with multiple Contacts from different groups, select i

a Contact, then hold down the “Ctrl” key on your keyboard
while selecting the other Contact names.

Office Communicator
Martel, Ramona A CTR Available

B Tipeanote \D.

4 desk
) Caputo, Wende Away

Send an [nstant Message I

Share 3

Send an E-Mail Message

i W0 Pal

Schedule a Meeting

hﬂ Share Information Using Live Mesting

LY

Current Conversations
@ Creque, Stuart CTR
» Recent Contacts

CSD Exec Team
» CSD People

4 TrueStone
.) Creque, Stuart CTR
Ely, David CTR

4 Other Contacts

@ Baker, David ETC

@ Kapadia, Hemaxi

@ Lafrenz, Steven

@ Nguyen, Huy LT

@ Richardson, Alexandra LTIG

EICS  Aucie

- E Availgble
@ Vincent, Richard LCDR.  Available B l

o) Pickering, Robert LTG Away
i) Raddey, James Away

Then right-click on one of the Contacts and select
“Send an Instant Message”.

3. To create a chat from an already open conversation, add additional
contacts by left-clicking and dragging the additional Contact(s) into
the open dialog box. The new Contact will be invited to join.

e[ @i - E¥%
@ Doyle, Rebecca CTR
Creque, Stuart CTR

\OIRC)

Doyle, Rebecca CTR 4:26 PM
» helo!

| +dreg 8 0P8

@ Sopkowiak, Richard [N
@ Thibeault, Sarah LTIG

@ Verone, Montague
@ Vice, Charles IT1

| SRR AR S SRR

>

G
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4. The last way to add a Contact to a Group Chat may be

. : . LS| & el i
done from the Chat window itself. Click the drop-down ;
@ Doyle, Re| & Invite 2 Contact...
arrow next to “Invite” and select “Invite a Contact”. © Creque, st =1
LS
- - — Invite from Current Conversations
Invite a Contact 07
Conference Actions
Select one or more contacts you want = — -
e invite to the conversation, .J_ Show Participant List
@ Kapadia, Hemaxi -
D Lafrenz, Steven helo! A
@ Richardson, Alexandra LTIG 3 T
@ Thbeault, Sarah LTIG | 34

@ Verone, Montague
) Baker, David ETC
) Bremner, Charles
\} Chambers, Jonathan ELC2
! Feldman, Garrett LTJG
i) Koch, Bryan LT)G
) Lovell, Daniel IT3
Shakespeare, Nathan LT v

| e e

5. Now, to remove a Contact from a Group Chat,
right-click on the participant’s name, and select
“Remove from Conversation”. The Contact is

then removed from the Group Chat.

NOTE

These are just basic Tips and Tricks on starting a
For a =
more detailed explanation of how to use Office

conversation

Communicator or LiveMeeting to conduct a

in Office Communicator.

A window labeled “Invite a Contact” will appear. Search for and select a Contact
name, and then click “OK”. The new Contact is the invited to the Group Chat.

# Dovyle, Rebecca CTR - Leader
i) Creque, Stuart CTR
@ Sopkowiak, Richard

®
@
®

*right-click*

Doyle, Rebecca CTR
* hello!
Sopkowiak, Richard
» hella

Invite toNew Conversation

Share

Make Lejder

L

Last message received on 11/15/2012 T

Remove from Conference

meeting, look for a new CGFIXIT Tech Tip on J
Online Meetings.
0
=

Return to top.
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Send an E-Mail Message
Schedule a Meeting

Add to Outlook

Send a File...

Share Information Using Live Meeting

Properties

View Contact Card

Find Previous Conversations
Copy.

Tag for Status Change Alerts
Change Level of Access

Add to Contact List

Alt+Enter

Ctri+C




Office Communicator Note
There is a feature of Office Communicator which allows you to publicly post
a statement visible to other people using the application. There are no CG B -

Office Communicator

policies governing what information may be placed here, but it is

recommended that you keep the language respectful and professional.

1. To create a note, simply type a message into the box directly
. . I Recent Contacts —
below your name on the Office Communicator console, and
press “Enter” on your keyboard. ) Lovell, Dariel IT3 L

AT

_) Mguyen, Huy LT [ Leaders must be close encugh to

i ’ -} Ocon, Trini HSC relate to others, but far enough ahead
2. Toview someone’s note, hover your mouse over the e b
i H H - ' John C. Mazxwell
icon near their contact name that looks like a notepad. ) shakespeare, Nathan LT T

3. Toremove your note, highlight and delete the text and press “Enter” on your keyboard.

4. If you have out of office messages turned on, they will be visible in this space. You will need to turn off your
Out of Office replies before your note field can be cleared.

Return to top.

Send an Attachment
There are numerous way to share files with other users over the CGOne network. One simple method is done in an
Office Communicator conversation. These steps require the recipient to accept the document transfer before the
file can be successfully downloaded to their computer.

Some files cannot be transferred due to size or type.

Date modit_. Type

For example, .exe files cannot be sent over CGOne via W skt 4 e [
. . . S c AT Bz Process 131023 2T i
e-mail or Office Communicator. L T T T — T e
‘dﬂemw’i-‘ §_Competency.Brief_—_SOWG_IPSEP.. e el
‘i_o]WHII.’:(ZIII 5C Bvarat Plans_3 W10, M
1. Perhaps the easier way to send a fileto a Rose e (o] ;
. . . EJWWRLG €T SC Evart Plans 2 we f\e
contact over office communicator, is to use Beamocir s o s At aroe "
. ) Copy of BOD - Remedy 7604 comparison () 1/&HLT . Mi «Ar39
the “drag and drop” method. Left-click to - oo N\
select the file in question from its folder ol el I A
CSD PG Files - Home ALY .. Filg H-
and drag it into the conversation window. o aslas e |2
. ) . fzi CSD_PG_CHIY_Motes v 1 e Add 2 title
If you are using this method, skip to Step 4 now. | e O Word Cocome At EM B
2. Inthe top_right_hand corner of your Runco, Elizabeth LT - Conversation -
. . . . | = Invite ~ I
conversation window, there is an icon ) o | e af
. @ Doyle, Rebecca CTR ﬁ? [ Take Notes Using OneNote
which resembles a notepad, and an arrow @ Rurco, Eizmbeth LT (7 swasmen
for a drop-down menu. Click on the arrow & share Information Using Live Meeting

@ Change Conversation Subject...
i

and select “Send a File...”.

High Importance

3. A browser window will open. Navigate to
the file, highlight it, and click “Open”.

>

«
«©

€
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T 7 0 S O 4.
Fa— Er

@ Doyle, Rebecca CTR
@ Runco, Elizabeth LT

The recipient will be notified that they are being
sent a file, but that they must accept the file by

==

following the on-screen instructions. Your screen

will look like this until the transfer completes.

") Send a File to Runco, Elizabeth LT

S~

« Documents » [TrueStonel » ~ [ 42| [ search

Favorite Links

i

Documents

Recent Places
Desktop

RADoyle on DI1MW...

Ty B

Recently Changed

Pictures

Music

BEmG

Searches

Public

Folders ~

File name: CSD_PG_CIff_Motes_v0 1

~ I Mew Folder

Name Date modified Size
ReLoTus mianagement
) SIA Manual
Style Guide for PGs - Old Versions
Unstaffed Remote ELEX Site
| WWRUGI2
E41] CATT_Biz_Process_Standardization_121023 —
] Copy of BOD - Remedy 7604 compari...

[ COEE of ESD Technician Rerﬂedf 76 ..

ESHESD Sup metrics

E4]FSD PG Cheat Sheet v2

)4 _Template

T Jury_Summens_05MOV2012
Eef|Remedy 7 6_Competency Brief -- S0...
BTT Suaaestions

Type

m

- Al Files -

5. If successful, your conversation window will show

6. If not successful, verify that the recipient

acknowledged the document transfer before trying
another method to share the file. Reference the
Maximizing your Microsoft Outlook Tech Tip on
how to attach the file to an e-mail.

Return to top.

Modify Text Format and Add Emoticons

For your convenience, the text formatting [£*/and emoticon

buttons are easily accessible within the conversation window.

— N =
I—\A Iig = a &=
@ Doyle, RebeccallCTR 5]
@ Runco, Elizabeth ]

vite ~

Doyle, Rebecca CTHsends: 9:40 AM

&
CSD_PG_CIiff_Notes_v0 1 (18 KB)
| Waiting for Runco, Elizabeth LT to accept

Cancel (Af+0)

>

'H

Runco, Elizabeth LT - Conversation

@ Doyle, Rebecca CTR =
@ Runco, Elizabeth LT =

Doyle, Rebecca CTR sends: 9:40 AM

&3
CSD_PG_CIiff_Notes_v0 1 (18 KB)
Send Complete

[ Transfer of "CSD_PG_CIiff_Notes_v0 1.docx” is complete.

Runco, Elizabeth LT - Conversation

1. To change the font style, color, or size, highlight the
text you wish to modify and click on the text
formatting button.

G
CSD_PG_Cliff_Motes_v0 1 (18 KB)
Send Complete

[7] Transfer of "CSD_PG_Cliff_Notes_v0 1.docx

» == 3%, Invite - i
@ Doyle, Rebecca CTR 5]
@ Runco, Elizabeth LT 5]
Doyle, Rebecca CTR sends: 9:40 AM

" s complete.

This document will help you get PEEFSTEESIEFESFSER ¥R the i A '
Process Guide

HEENEEEEEN |
ENEEEEEN
ANENEEN
A drop-down menu will appear. =  HEEEE
When you make a selection, the
drop-down menu should disappear. r”m ! 2
- B o

If not, click on the text formatting
button again.
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2. To add the image of a face, or some other graphic that fits the context of your discussion, click on the

emoticon button.

A drop-down menu will appear.

@ Doyle, Rebecca CTR @ Once you make your selection, the menu will disappear and the
@ R , Elizabeth LT . . .
—— z icon will be added to your drafted dialog box.
Doyle, Rebecca CTR sends: 9:40 AM
fiw S
ogy 2% |36 |08 e (e am |3y | A8
C5D_PG_Cliff_Notes v0 1 (18 KE) ACIEIAE AL |
| Waiting for Runco, Elizabeth LT to accept flﬁ 6__6, "‘S‘ %?, ?5" ":}/.“ ?9. :Cfa i‘.°_ Eg?a'
Cancel (Alt+Q) =.g£ ETG Dw Q’ \? o @ o &
G| @ e B | LA
Dt || 2 0 |SIL])E ||t
i E—-‘l 8 J : & = Telephonerecei‘.’er(‘l’)i
N\Ne @R LN (DD
Give me a @ e @ | @ % |t F M
1)
Return to top.

Change the Conversation Subject
Every conversation in Office Communicator has a Subject. If the conversation originates as a response to an e-mail,
the subject will be the title of the e-mail. If it originates any other way, the subject will be generic, such as

“Conversation”.

If you intend to save the conversation or takes notes using Microsoft OneNote, it may be beneficial to first re-name
the conversation so that you may locate it more easily later.

1. Inthe upper-right-hand corner of the

conversation window, select the drop- C S| @ nviee - u_-J
down menu arrow next to the notepad. # Doyle, Rebecca CTR ® @ TekeNotes Using OneNote
@ Runco, Elizabeth LT ® M fendaFile...

o u—j hare Information Using Live Meeting
CSD_PG_CIiff_Motes_v01 (18 KB)

. “"
2. A menu will appear. Select “Change P (& chenge conversation subject..

¥ HighImportance

Conversation Subject...”

-T

3. A new window will pop-up. Enter the new name of the conversation Change Conversation Subject —
H “ ”
and CIICk OK" to apply the Change' Type a subject for this conversation: /
Sharing CSD PG Info L

4. The new subject will appear immediately.

L Runco, Elizabeth LT - Sharing C5D PG Info
C i &3.. Invite ~

@ Doyle, Rebecca CTR
@ Runco, Elizabeth LT

AORT

Return to top.
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Take Notes in OneNote

Microsoft OneNote is a very useful tool, primarily because it frequently automatically saves. It can be very useful for
organizing anecdotal information and to-do lists.

1. Inthe upper-right-hand corner of the conversation window, select the drop-down menu arrow next to the
icon which looks like a notepad.

2. Select “Take Notes Using OneNote”

= Y- ) —
@ Doyle, Rebecca CTR @ Iﬁ_' Take Notes Using OneNote
@ Runco, Elizabeth LT ® E] Send a File...
— "= E) share Information Using Live Meeting
CSD_PG_CIiff_MNotes_v0 1 (18 KB)
Send Complete @J Change Conversation Subject...
¥ High Importance

=¥

3. The application will automatically load and create a new page in OneNote. This simple action copies the
conversation subject, names of participating persons, and the date and time the note page was created.
Click anywhere in the empty whitespace to add notes, copy and paste text or images, etc.

{4 Sharing CSD PG Info - Microsoft Office OneNote
i FEile Edit View [nset Format Share Tools Table Window Help [ #
@ @ - A Mew ~| 3 (8 | 4 Ha @ ¥ - - WTask ~ YrTag » & Clip B 48 &2 - | @ 100% -

J Unfiled Notes Search All Notebooks 2

_1New Page -
| Sharing CSD PG Info ] Untiied page )

Thursday, November 15, 2012 Untitled page ]
Untitled page
Untitled page

Participants: | Runco, Elizabeth LT, Doyle, Rebecca CTR e pisye ]
) Untitled page ]
Notes Untitled page
Untitled page
RICHARDSOM, ALEXANDRA ]
Untitled page
Conversation with Sopkowiak, Rich
[ Sharing C5D PG Info ‘

otebook L Personal Motebook ﬁ_ OneNote 2007 Guide ¥

Return to top.
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Share your Computer Screen
While in a conversation, it’s possible to share your entire desktop or only one of your multiple monitors. A green
border will appear around the edge of whichever screen(s) you choose to share.

As with other functions described in this Tech Tip, there are multiple ways to share your desktop.

Office Communicator

B -

’T Martel, Ramona A CTR Available

1. To share your desktop with a contact whom you are "
| \g =3

Bl Tvoeanote

not already in conversation with, right-click on a

Type a name

contact name, highlight “Share” and select “Share

4 desk
Desktop”. The contact will receive an invitation to & Caputo, Wendic Available
. 4 LCB
view your desktop. *right-click* | @ cheisson, rayims Avalable
F Send an Instant Message &
2. Toshar r ktop from an n conversation
o share your desktop from an open conversation, ' ) e |

click drop-down arrow next to the Share icon '*-‘J",

- Chaisson, Ray LTIG - Conversation

and select “Share Desktop”.

NOTE
If you have two monitors, both options #1 and #2 will —

give you the option to “Share Desktop”, “Share Main

Monitor”, or “Share Second Monitor”. A bright green

border will appear around the perimeter of the shared

area.
(]| =] X Invite - By
3. To turn off sharing, click the Share icon again, and iu.Q @.3.. ,‘J
" . 2 "I r @
select “Stop Sharing @ c [ sop sharing l o
—
Chais 220 PM =
v 1g Share Control with All Participants
Marte Share Control 3 2:30 PM
(e I e — g
v the
Return to top.
Share your Desktop

When sharing your desktop, you can give another person in the conversation the ability to control your computer.
This feature can be especially helpful if the individual is trying to show you something, or if you are using Office
Communicator to run a meeting and the participant wants to advance the powerpoint slides on his/her own.

1. Click drop-down arrow next to the Share icon, = Office Communicator *

and hover over “Share Control”. D Martdl, Ramona 4. CIR Avaieble | e . pst fol

Select the name of the person in the
conversation whom you wish to allow the
ability to control your computer.

-
1
@ C Stop Sharing
] .
Marte
Do

2:17FM
2. Verify the Contact can move your mouse, make Share Contral with All Participants
selections on your screen, and/or is able to ‘Fhf‘:l FmE J—>{ chaisson. ray L7iG | |
enter information with his/her keyboard. Marte I 2:13PM
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3. When you are ready to rescind their ability to control your
computer, click the Share drop-down again, and select

“Take Back Control”. - _
$C ¢ Stop Sharing i
Martl Take Back Control 2:13FM &
% E:I Share Control with All Participants
. Share Contral »
Chais 220 PM
vig
Martel, Ramona A CTR 220 PM

+ Okay, can you edit the document?
+ thanks, I'm going to take back control now.

Chaisson, Ray LT1G 221PM
v okayl
Return to top. » sounds good =

Last messace received on 11/7/2012 at 2:21 PM.
Communicator Saving Options

Instant messages and call logs can be saved and Archived in Outlook.

1. Click the Main Menu drop-down arrow in the upper-left corner, highlight “Tools”, and select “Options”.

Office Communicator - B X

ona A CTR Available |
|
Ok

Add a Contact...

Connect L4

Meet Now

Create New Group

Always on Top

4 LCB
# Chaisson, Ray LT
@ Raddey, James
@ Vincent, Richard LC
Gordon, Sidney ET
Pickering, Robert Ll Options...
Sherman, Scott F [sjiiioT

‘Wiew Received Files

View Conversation History

Set Up Audio and Video...

2. The window labeled “Office Communicator — Options” will appear. Ensure the following boxes are checked:

= “Save my instant message conversations in the Outlook Conversation History folder”
=  “Save my call logs in the Outlook Conversation History folder”

Click “OK” to save. x|
Instant messages and call logs ;;."T";L‘" mé:::::um [Ramons. A Martel uscg.mi
will now be saved in Microsoft :F:u ¥ Automatcaly start Communicator when log on to Windows
Outlook’s Conversation History [ Avtonsicslycom the cantct st e Comicatr sors
folders. See the Section of this 't:msmm“mmmmwﬂmmm s
Tech Tip on how to Save a Ao e et oo e T e Tty (10 e ok At 5
Conversation. ;m o

|Microsoft Office Outiook (Contacts, Calendar, Out of Office, missed cal e-mal, etc.) |

[V Display my Outiook Out of Office information to contacts in my Personal, Team and Company access
fevels

¥ Update my presence based on my Outiook calendar information
I (5how o 7 1 aic :
Save my instant message conversations in the Outicok Conversation History folder

[ Save my calllogs in the Cutiook Conversation History folder

iy Tes

Return to top.
oK cacel | mep |
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Save a Conversation

Sometimes OC conversations contain useful or important

Runco, Elizabeth LT - Conversation
information that needs to be saved and referenced at a

Save

Save As...

later date. If this is the case, it may be easiest to save the

—
4 Actions b[ Save As E-Mail
conversation as an e-mail. Saved conversations can even be _'; Tools  *

Open Received Files

forwarded like a regular e-mail message. Help — »| gose

CSD_PG_Cliff_Motes_v0 1 (18 KBE)
1. Inthe top-left-hand corner of the Send Complete

conversation window is a small icon for a

|'{] 0l
n »

[ Transfer of "CSD_PG_CIliff_Notes_v0 1.docx" is complete.
drop-down menu. Select that, then hover - - g

Doyle, Rebecca CTR 9:47 AM
the mouse over “File” and then select “Save " Give me a & if you have any guestions on that document
As E-Mail” Runco, Elizabeth LT 9:43 AM
+ Thank you! =
Last message received on 11152012 at 9:48 AM,
2. A message will appear in the conversation | A
window (only on your screen) that the 3

conversation was saved.

. . [ Transfer of "CSD_PG_Cliff Notes_v0 1.docx” is cormplete.
3. Toview the saved conversation, open

X ¢ look and left click h Doyle, Rebecca CTR 9:47 AM
Microsoft Outlook and left click on the " Give me a %: if you have any questions on that docurment 2
folder labeled “Conversation History” to Runco, Elizabeth LT 9:43 AM

. . I
view its contents. NJ:_Thank vou
This conversation is being saved in the Conversation History folder in
your Qutlook mailbox. AN

The recently saved conversation is displayed

Last message received on 11/15/2012 at 9:48 AM,

like an e-mail.

It~ Conversation History - Microsoft Outlook - = x
Eile Edit View Go Tools Actions Help Conferencing Adobe PDF Type a question for help =z
i 3 New ~ I@ x -4 Reply :2 Reply to All (-} Forward @ @ Search address books -| @ i«. @Mget Mow ;’;%Schedulea Live Meeting — Eﬁ\ a&:\l g
]
Mail « ||[d Conwversation History Conversation with Runco, Elizabeth LT
Favorite Folders e |Sea|-:|1 Conversation History Do v| ¥ Runco, Elizabeth LT, * Doyle, Rebecca CTR.
Mail Folders o~ 2 Extra line breaks in this message were removed.
L T Blexetosian | This message was converted to plain text,
2] Al Mail Items -
: = Today # Doyle, Rebecca CTR
= i - Thu 11/15/2012 9:49 AM
(=) Conversation with Runco, Elizabeth LT 9, ;
\a/ Deleted Items Runco, Elizabeth LT; Doyle, Rebecca CTR Jopcy =2
7| Drafts [5] -
2 [ Inbox [9:48 AM] You've requested to send file —
1 CGHelp Training "CSD_PG_Cliff_Notes_wv@ 1.docx" to Runco,
[ Delete User Acct Discussion Elizabeth LT.
.. [l Remedy 7.6:Emails [9:47 AM] Transfer of "CSD_PG_Cliff Notes_v@
!___gJunkE-mall 1.docx" is complete.
L—iﬂ O"'tboxt_ Doyle, Rebecca CTR [9:47 AM]:
52::{?;:: Give me a (T)if you have any questions on that
= P document
# L Search Folders lizabeth LT [0:48 AMT:
= 5 ~Messages - Runco, Elizabet [9: 1= 1
,,,,, Thank you! I
L) man
| Calendar
8-| contacts
=
7] Tasks
RIEL : =
1 Item All folders are up to date. £3 Connected to Microsoft Exchange =
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4. If you wish to view the conversation in HTML, you Conversation with Runco, Elizabeth LT/
=1 WIT- & Doyl DMWD

W|” be able tO see the teXt formattlng TO dO thIS, Extra line breaks in this message were removed.

This message was converted to plain text.
left-click on the light blue bar displayed beneath the

# Doyle, Rebecca CTR
. 5 Thu 11/15/2012 9:49 AM
conversation name. fodes: @

The bar will turn orange and a drop down menu will Conversation with Runco, Elizabeth LT

\ Runco, Elizabeth LT, ® Daoyle, Rebecca CTR

appear.
I L r'"'"“'R"
Select the option to “Display as HTML”. # Doyte, Rebecea TR, BeStore Ine bresks
t: Thull15/2012949A]  Display asHTML
® B E-mail Security...

The screen will update, but if you look at a different

Conversation with Runco, Elizabeth LT
Runco, Elizabeth LT, * Doyle, Rebecca CTR

From ® Doyle, Rebecca CTR

s Thu 11/15/2012 9:49 AM

message in Microsoft Outlook, you will have to re-
do these steps each time you want to view the i
conversation in HTML. Modes: @

[9:40 AM] You've requested to send file "CSD_PG_CIiff Motes_v0 Ldood
to Runco, Elizabeth LT.
[9:47 AM] Transfer of "CSD_PG_Cliff_Notes_v0 lLdoox” is complete.
Doyle, Rebecca CTR [9:47 AM]:

Give me a (T)if you have any guestions on that document
Runco, Elizabeth LT [9:48 AM]:

Thank you!

A

Return to top.

If you follow these steps and still experience problems
please submit a CGFIXIT ticket to request assistance.
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