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1. Adding a new user to an existing organisation and
assigning the Office Communicator service to that
user

You can begin this section of the guide once your Office Communicator provisioning has been
completed by Outsourcery and we have provided you with an initial admin login.

When you sign up for the Office Communicator Service, we will setup your organisation in our control
panel. An admin account (usually admin@yourdomain); will be created for you, which is for
configuring and administering your users. The admin account is for administration and
configuration only and cannot have services added to it.

Note: Additional users can be given Administration access, but Outsourcery recommends you
only use the admin login for admin tasks.

In this guide, we will log in as an administrator and add an additional user to an existing organisation.

- Start -

1.1 Go to: https://www.outsourcery.co.uk/login/ and click on the Hosted tab.

1.2 Login to the control panel using your administrator username and password (in the format:
admin@yourdomain).

OMLINE SERVICES

MY ACCOUNT HOSTED TRACKING PUK/BUNDLES SUPPORT

U=zername: I

F'ﬂsswurl:l:l

LOGIN &

Find out more about Genesiz Hosted Services

Your password is what was agreed at the Pre Connect Courtesy Call and should be on the signed
contract. If you have forgotten this, please e-mail in to hostingsupport@outsourcery.co.uk and
the password will be resent to the account holders e-mail address.

1.30nce youdre on the coddUsericonpanel, click on the

€ ¢

d:__ - o H5
=== + - L o 55
LIST USERS IMPORT USERS LIST USER ADD USER NOTIFY USERS

TEMFLATES TEMPLATE
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1.4 You will now see the screen below. Proceed to enter all required details relating to the new user.
You also have the option of giving the user administrator rights to the account by ticking the

drgani sation

a d mi n ibextOnce completed,rclickvniedt.e g e s 6

Note: Ensure you provide an alternative email address as a set-up confirmation e-mail will be sent to this

address once provisioned.
The sections are explained as follows:
User Information:

A Template: This is not used, leave as [NO
TEMPLATE]

General Information:

A Username: This is the username the user can
use to log into the Control Panel i this also
determines wlogS$sigh-ine us
address is going to be.

A First Name: Enter a first name (Required)

A Middle Name: Optional

A Last Name: Enter a Surname

(Recommended)

Access Control:

USER INFORMATION

TEMPLATE: |[NO TEMPLATE]

GENERAL INFORMATION

OSernave | @ocotesteouk

FRoTNAME [

wooenawe [

LAST NAME: l—

ACCESS CONTROL

AUTO GENERATE PASSWORD: [~

passworD: [

conFRMPASSWORD: [
ORGANIZATION ADMINISTRATOR PRMLEGES: [
CONTROL PANEL ACCESS ENABLED: W
ACCOUNTEXPIRES: I~

Month  Day _ Year

CONTACT INFORMATION

EXTERNAL EMAIL:
PHONE:

DESCRIPTION -
|

A Password: Enter a password i The password must have at least one uppercase character and
~one number in it.
A Confirm Password: Confirm the password
A Organization Administrator Privileges: Confirm if the user needs admin rights to the Control
~ Panel or not.
A Account Expires: You can set an expiry date fortheaccounti i f i tds a temp user f
Contact Information:
A External Email: You can assign an external e-mail for the user if required
A Phone: Optional
A Description: Optional
Once youdre finished editnexbhg the new user details

1.5 You now have the opportunity to select which services the account requires. E.g. Hosted
Exchange or Hosted Blackberry Enterprise. As this account only has Office Communicator, place
a tick next to @ffice Communications Server 2007 RC26and click next.

AVAILABLE SERVICES

OFFICE COMMUNICATIONS SERVER. 2007 R2 SERVICE 1.5.0:

PREVIOUS ||  NEXT
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1.6 You will be shown all the previously selected services in a list.

OFFICE COMMUNICATIONS SERVER 2007 R2 SERVICE 1.5.0
GEMERAL FOR SERVICE

3] OFFICE COMMUMICATION SERVER 2007 R2 COMPONENT

Click the magenta arrow icon ® {0 show additional options. Most options can be left as default
but make sure to tick the option REMOTE USER ACCESS.

When vyou o6dickNekio ne,

1.7 You will now see a summary of the information provided. If you are satisfied that all details are
correct, click Finish.

USER ACCOUNT INFORMATION

GEMERAL INFORMATION

USERMAME: test user
FIRST MAME: test_user
MIDDLE MAME:
LAST NAME:
ACCOUNT ENABLED:  +#
ORGAMIZATION ADMINISTRATOR PRIVILEGES: X

COMTROL PAMEL ACCESS EMABLED: «*
COMNTACT INFORMATION

EXTERMNAL EMAIL:
PHOME:

DESCRIPTION:

OFFICE COMMUNICATIONS SERVER 2007 R2 SERVICE 1.5.0

GEMERAL FOR SERVICE
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1.8 The services status screen will now appear confirming that the new hosted mailbox has been set
up successfully. Click OK

Status: Completed
Your task completed successfully. The details are shown below.

ACTION LOG DETAILS

LOG IDENTIFICATION

ID: 6259671
USER:

DURATION: 11/20/2009 10:29:36 AM - 11/20/2009 10:29:38 AM

LOG DETAILS

Information: Adding user to Active Directory (10:29 AM)
Information: Adding the user to the Resource Manager. (10:29 AM)

Information: Provisioning user (10:29 AM)

Information: Provision a service ocs2007r2service (10:29 AM)

=

Information: Sending welcome email to @outsourcery.co.uk. (10:29 4M)

[oK]

1.9 The Office Communicator user has now been provisioned and the user will receive a
confirmation e-mail to the external e-mail address provided containing their username and
password. An example one is shown below:

e |
e | e [

Subject: [ New Organisation

Dear test user,

Thank you for purchasing a new customer account from Outsourcery Limited. Your organisations account is now
activated.

Please log in at the following URL to access your account:
https://cp.uebhostcontrol.net/cp/

Your administrator login information for your organisation:
Username: adminggcotest.co.uk
Password: Passwordl

Jimportant: The admin@gcotest.co.uk account is for user administration and configuration only - there are no
services attached to this account. You only use this account to add new users with services to your
organisation. The password is case-sensitive

By activating and/or using this service you are agreeing to the Outsourcery Terms and Conditions for this
service. Please visit http://www.outsourcery.co.uk/about/terms/ to view the Terms and Conditions.

You can also use the above login details to access our support centre at
http://ww.outsourcery.co.uk/support/ where you can access all the help guides for your services.

If you require assistance, please check the support centre or contact our support team at hostingsupport@
outsourcery.co.uk or telephone @845 128 44 66.

Thank you for your business.

- Finish -
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2. Required: Download and Install the Microsoft
Office Communicator Client (Free download)

You will need to download the Office Communicator client, so that you can sign-in with your Hosted
Office Communicator Server username. To download the Microsoft Office Communicator client,
please follow the instructions below:

2.1 Go to: https://www.outsourcery.co.uk/login/?redirect='members/downloads.cfm#tab-6 and
click on the Support tab.

2.2 Log in to the Download Centre using your username and password.

Note: If you are having issues logging in please contact the Technical Support Team on 0844
847 9699 and select option 6 for assistance.

OHLINE SERVICES

MY ACCOUNT HOSTED TRACKING PUK/BUNDLES PAYMENTS SUPPORT

To access our download area, yvou will need to enter vour user login details below:
Uzername/Account No:
Postcode: *

Password:

LOGIN ©

* Required onby when logging in using Genesisd/Outsourcery Account Numbers.

2.3 Click on the Office Communicator icon:

OUTSOURCERY SUPPORTDOWNLOADS

OTHER DOWHNLOADS AVAILABLE:

Customer Download Hosted IP PEX

Wicrozoft CRM Micro=soft Office Communicator Micro=soft Cutlook

Office Communicator SharePoint

Smart Phones 5 Safe Web Design Components

2.4 Now click on the Communicator 2007 download icon and save it to your desktop.
2.5 Double click the setup file and you will the below welcome screen. Click Next
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_[‘-;‘-JJ Microsoft Office Communicator 2007 B2 Setup [i‘s-,l

Welcome to Microsoft Office
Communicator 2007 R2 Setup

Setup will guide you through the process of installing Micresoft Office I
Cormunicator 2007 R2 onto your computer,

To start the installation process, didk Next.

Bac Next = | | Cancel |

2.6 Onthe next screen tick the optionfil accept t o t heClidk Nexttagame t er ms o

2.7 Leave the install location on default and click Install, the setup program will install the Office
Communicator client 2007 R2:

Installing Microsoft Office Communicator 2007 R2

Please wait while Setup installs Microsoft Office
Communicator 2007 R2. This may take several minutes.

Status: Copying new files

2.8 Once Microsoft Office Communicator 2007 R2 client is installed, click Finish to exit setup.
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3. Configuring a Hosted Office Communicator Server
account in Office Communicator 2007 client

The Office Communicator client is very simply to configure. It can configure itself automatically, but
there may be cases where you have to provide some additional server information. The following
section explains how to configure the Office Communicator 2007 client

- Start -

3.1 Select Start > All Programs > Microsoft Office Communicator 2007 R2 icon: @ The Office
Communicator client window will load:

B - Office Communicator

Welcome to
Microsoft Office Communicator 2007 R

Sign-in address:

ocs_est_user@yourdomain.com

Signin as: € Available v

3.2 Now enter in your sign-in address. This is the username that was configured in section 1 of this
guide. You can also select what presence/st at us youdéd | i ke to sign into
Available. Other options are:

Signin as: © Avaiable ¥
@ Available

@ Eusy

& Do Not Disturb
Be Right Back

» Away
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Note: You can read more details about the different presence / statuses in section 4 of this
guide.

3.3 When you have selected your status, click the Sign In button.

3.4 The Office Communicatorc | i ent wi | | attempt to aut gqmoarectlycal |y si
the client will asked to enter your user name and password which were configured in section 1 of
this guide. Enter these in and click Sign In again.

Sign-in address:

ocs_est_user@yourdomain, com

Change your sign-n address

User name:

domain'username

Examples: -
someone(@exXam Fl I e, Com

Password:

Sign in as: f} Available +

3.5 You will be signed in a presented with your Office Communicator contact list. At this moment in
time it will be blank. Section 4 goes into detail of how you can add contacts to your contact list
and send instant messages to them:

Office Communicator

0CS Test User Available
E Tire
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3.6 If the automatic login does work however you will see the following error message:

. \ Cannot sign in because the server is temporarily unavailable. If the
' problem persists, contact your system administrator,

|

Check that your sign-in address is correct and try again. If you get the error again, click OK and
continue to the next step to resolve this problem

3.7 From the top of the Office Communicator window click the blue down arrow icon H and select Tools
> Options...

Sign in as: © Ava View Received Files
Set Up Audio and Video...

Options...

3.8 You will see your sign-in address under the My account section, click the Advanced... button

My account

Sign-n address: | ocs_test_user@yourdomain. com| Advanced...

| Automatically start Communicator when I log on to Windows

Automatically open the contact list when Communicator starts
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3.9 Click the option &Ma n u a | c o n f and entemintd both the Internal and External server name
and IP address boxes: sip.msexchange2007.com:443. Also select Connect using TLS option.
Advanced Connection Settings &J

Select the method you want to use to configure your connection settings.

Automatic configuration

@ Manual configuration
Intemal server name or |P address: sip msexchange 2007 com:443
Btemal server name or |P address: sip msexchange 2007 com:443

Connect using: TCP @ TLS

OK | | Cancel | | Hebp

b

Click OK, and then click OK again to return to the sign-in screen.
3.10 Click the Sign In button again

3111 f itdés working correctly, the client will asked to e
configured in section 1 of this guide. Enter these in and click Sign In again.

Sign-in address:

ocs_est_user@yourdomain, com

Change your sign-n address

User name:

domainusername

Examples; e apeeat— S
Eljrrl':ljrl"_'|E-'1'_'.‘-'.d|'|'ll:||':.|.|:|TI

Password:

Sign in as: € Available ¥

3.12 You will be signed in a presented with your Office Communicator contact list.

- Finish -
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4. Adding contacts to Office Communicator client
and how to Instant Message contacts

Before you can begin using Office Communicator, you need to add contacts, so you will be able to
communicate with them and view their presence / status in your client window.

This section first explains how to add contacts to Office Communicator and then how you can
message contacts.

Adding a contact to Office Communicator

4.1 If you are not already signed into Office Communicator, please sign into the client. You will see
the contact list, which has no contacts initially:

Office Communicator

Available

Connect k r Available
Meet Now q-

View »
| Tools Add a Contact...

Help r Create New Group

ST TN L TR T T

Always on Top
4 All Contacts
. | Wiew Received Files

Set Up Audio and Video...
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4.3 You will be shown the fadd a new contactowizard. You have two options available:

Add a Contact L-th,l

How do you want to add a contact?

@ lUse an e-mail address or sign-in address

Search for a contact

Back Mext = Finish | Cancel |

E——

4.4 1If you know the e-mail address (Control Panel username) or sign-in address select the first option
and click Next

4.5 Enter in the e-mail address (Control Panel username) or sign-in address and click Next. It will add
the contact to your Contact List
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Add a Contact lﬁ]

Type the e-mail address or sign-in address of the person you
want to find.

ocs_test_user?@youdomain.com

Example: someone@example.com

= Back “ Nead > | | Cancel

L

=

4.6 Alternatively you can search for a contact using a number of different details. You can search by

as many details as you like, but entering the contacts first name is normally enough. When you
have entered the details you want to search by, click Next

Add a Contact l&]

Type information in at least one field and click Next to start
searching.

First name: ocs
Last name:
Company:

E-mail address:

< Back || ead | | Cancel

e

4.7 You will be shown a list of search results based on the information you provided, in this example 3
contacts are shown. List the contact you want to add and click Next
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4.8 Finally you will be asked to select the contact group you want to add it to. Unless you have
created additional groups only the default one is available, which is All Contacts. Click Finish to
return to the contact window.

4.9 You will now see the new contact in your contact list.
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