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Netop Live Communicator Quick Guide

This Quick Guide gives an overview of the tasks that Netop Live Communicator is most
frequently used for.
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Adding contacts
You can add a contact from the Contacts tab:

e On the Action menu, point to Contacts and then click Search and Add New
Contact.

In the Search Contacts dialog box, type any information that you have, for example
the user’'s name. Or leave fields blank to scroll through the entire list of users.

If you add a whole group to your list of contacts you will be alerted if a new contact is
added to the group.

You can apply filters to displaying your contacts. Options include: Show only Online
contacts, Show only Available Contacts and Show Groups.
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Status settings as well as a lot of other settings can be changed from the Preferences
dialog box which is available from the Tools menu.



Sending and receiving instant messages
With Netop Live Communicator you can chat with one contact or with multiple contacts.
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Ways to extend your chat
When you are in a chat session, you can extend your text chat by:

Using a webcam.

Using a microphone.

Sharing your desktop or individual applications on your desktop.
Sharing a Web address.

Sending a file.

Each of the interactive features is started by clicking the appropriate button:

Fadio FppShare “Adeo Ur Share Send File

When you click a button, for example to start using audio, the user you are chatting with
is asked to accept before audio is actually enabled. The message would look something
like this:

11/12/2008 3:24:03 PM
You are invited to enable audio

If your contact does not accept, the messaging session remains a text chat session.

Message archive
Your conversations are logged and stored in your local message archive:
e On the Tools menu, click Message Archive.

You can choose to see instant messages or calls, or both types. Your chats are sorted by
the name of the user you communicated with or by the conference’ id .

In addition to the chat text, the archive also shows all actions like for example:

Audio started, Nn has disabled audio receiving, and Nn has enabled application share receiving.



Creating conferences

A conference is an online appointment to which you invite contacts. Depending on the
conference purpose, you can choose Presentation mode or Interactive mode. A
Presentation mode conference is a 1-to-many presentation with an audience who sees
and listens to your presentation while an Interactive mode conference is a many-to-
many collaboration where you and your colleagues can work on the same document by
requesting and granting control of it.

You can start an instant conference, or you can schedule a conference to start at a
specified date and time.

When you start an instant conference, either Interactive or Presentation, a list opens
with the contacts that are currently online and available. Add contacts and click OK to

start the conference.
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Conferencing tips

If more participants speak or if a participant shares an application while also using Web
cam, more bandwidth is used and performance is impacted. Here are a few tips to get
the most out of your conference bandwidth:

e When you are not speaking, clear the Hands Free check box to mute your audio.
This means that bandwidth usage is reduced and that any involuntary noise from
typing or background chatting will be eliminated.

e If you are the moderator of a Presentation mode conference, you can restrict
participants’ audio by right-clicking a name in the participants’ panel and then
clicking Restrict user from Sending Audio.

e Use the bandwidth indicator at the bottom of the conference window to keep an eye
on bandwidth usage: if the indicator turns red, you are not getting all your data
through to the other participants. Typically, this can happen when you share an
application on your computer with the other participants while also using a Web cam.
Try turning off video. To always turn off your Web cam when starting application
share: on the Tools menu, click Preferences and in the Messaging category, select
Stop video.

Handling external calls
In Netop Live Communicator you can receive Internet calls from people who use Netop
Live Web-Call or Netop Live Web-Chat.

By default, the taskbar button flashes and a ringing sound
T e plays to alert you to the incoming call.
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and a text area.

The window functions similar to the instant message
window in that it opens in text chat mode and you can
choose to switch to audio. You can also share your desktop

lm N or a single program running on your computer, or you can
Eend share an Internet address.

— == e The Send command to caller button enables you to make
the caller’s messages window flash and to undock the
caller’s text chat window.
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Transferring a call

When you have answered a call, you may realize that the call should have gone to a
colleague. In such situations you can click Transfer and transfer the call to a contact
that is online and available or to a certain group, usually a different department. If the
problem you are dealing with requires more colleagues to talk with, you may also choose
to transfer the call to a conference.

Ending a call
When the conversation is over, click End Call to close the connection.

When you end a call, you can choose to have the call contents saved to a file. The
conversation transcript is exported to a special XML format compatible with customer
relationship management (CRM) systems. The file can then be imported to the
company’s CRM system and serve as documentation for the contact.



Scripts

Depending on your business use of Netop Live Communicator there may be text that you
frequently type, for example "How may | help you?", "Have a nice day!", or "See you
later". Text that you use repeatedly can be defined once and added to any text chat by
selecting the text from a menu.

You can add as many texts as you need. When you add a
text, you add it to a group that serves as a heading for the
predefined texts in the group.

Using groups is a way to preserve a good overview of the
texts you define.

Predefined texts and the groups used as headings are called scripts in Netop Live
Communicator. The term script also covers predefined photos and Internet links.
Predefined photos are available during instant messaging by right-clicking your photo.
Internet links can be used when you use URL Share; the predefined links are available
from the Scripts button.

Changing the Netop Live Communicator appearance

The illustrations in this document are all based on the default Netop Live Communicator
layout. However, each user can change appearance, including color scheme, fonts and
graphics, from the Preferences dialog box which is available from the Tools menu.

Below are three samples of Netop Live Communicator skins:
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