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Quick User Guide 
 
 

1.Go to “All Contact Lists” 
and Create a new contact 
list by choosing “Create 
Contact List” from the 
actions pane 

 
 

2.Go to “Active Directory 
Users” and then “OCS 
Enabled Users” to browse 
the current OCS users 

 
 

3.Select a group of users 
which you want to add 
into a specific Group of 
contacts, for example 
select all financial 
department employees 
 
Hint: use CTRL+ Mouse 
click 
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4.From the action pane 
on the right select “Add 
User To Contact List” and 
then select the contact 
list name you have just 
created in step 1 then 
select “Create New 
Group” as the contact list 
is new and contains no 
groups yet, Enter the 
group name for example 
“Financial Department” 

 
 

5.You might repeat steps 3 to 5 
to create more groups and add 
more contacts based on your 
needs 

6.Go back to the contact 
list node you created you 
will find the contact list 
groups and contacts you 
might browse and make 
changes if needed 

 
 

7.Now you successfully 
created the contact list 
you desire, to assign this 
contact list to OCS users 
you need to go back to 
the “OCS Enabled Users” 
and select the OCS users 
you want to assign them 
have this contact list. 

 
 

8.After selecting the 
users choose from the 
right action pane select 
“Assign to contact List” 
and choose the contact 
list name you created in 
step 1. 
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9.Now you might go back 
the contact list and 
browse the node 
“Assigned Users” to 
browse assigned users 
and edit if needed 

 
 

10.As you are on the 
assigned users node you 
can populate the contact 
list to the assigned users 
by choosing “Populate 
Contact List” 

 
 

 


