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Demo Messages:

Demo Setup:

	Section
	Action
	Voice Script

	Add Contact
	· Click on the IM icon in corner of screen
· Click Add
· Select Search by Contact
· Next, James, Next, Finish
· 
	Ok, we’re simply going to add someone to our Instant Messaging contact list. This allows us to build dynamic teams and be in close contact with the people we communicate with most, no matter where we or they happen to be. Contacts can be added and deleted at any time very simply as we see right here as we are adding James to our list. So now that we’ve added James we notice that he is Offline.

	Show Status
	· Hover over contact that is offline. 
· Hover over contact that is online
	What might we choose to do if a contact appears offline and we need to contact them fairly quickly? Since we know they are not at their PC we would probably call their cell rather than take chances with email. You might say, “Well, yeah, that’s what I’d do anyway if I needed to contact them quickly” But what if the contact was online, like Steve here, you could simply send them an email or send them an Instant Message from here. Either way you wouldn’t be wasting a cell call when they are right there at their PC. This leads us to use the most effective and efficient form of communication every time, speeding response time. Lets take a look at this further.

	
	· Click on status button and choose “Away”
· Again, we are using the most efficient and effective way to reach people because we know their status. 
	You see here that we can change our status to something other than on or offline. We can set it to Away for example. So when someone appears as “Away” our users would know that person is logged in, just not actively using their PC. [Pause :16} In which case it would make most sense to call their desk phone if we needed to contact immediately. Or, if we don’t mind a little latency we know they will be back sometime that day, so we could send them an email.  Also, your status automatically changes to Away after a specified period of inactivity, default is 5 minutes. 

	
	· Click on Status button
· Click on On the phone 
	We also have some other very helpful status items, [Unpause} for instance, if someone is trying to Instant Message me while I’m on the phone, I simply click “On the phone”. This way they know to quit bugging me and that they shouldn’t try calling either. I’ll get back to them when I’m done.  This saves us both time as well as the person on the other end of the phone. 

	
	· On wkstn2 click on the Status button and click on Busy
· On wkstn1 click on Status and click show Be right back and Out to lunch

· Click on Online
	If someone’s status is Busy like Steve just set his, then that means I should probably email Steve, not call, as he might be in a meeting or otherwise shouldn’t be disturbed. Or perhaps we need to run and get a quick cup of coffee and set our status to “Be right back”. Either way the people who need to contact us know the best way to contact us based on our status.  This greatly increases the immediacy of communication and reduces costs associated with inefficient communication.

	
	
	

	Show IM Session
	· 
	So lets see what it looks like in action. We have Paul here who is working away… and then he gets the tell-tale blink at the bottom of his screen that one of his team mates is contacting him…

	
	· 
	It’s Steve… He’s on hold with the graphics company and needs to know if he can give the OK to stretch a deadline 

	
	
	Paul here says it will work for him but there may be other deadlines it will conflict with like an upcoming tradeshow.

	
	
	Steve agrees and asks if the Events team can handle it.

	
	
	Paul brings in the project manager for Events, Teresa..

	
	
	So now Paul is inviting Teresa into the conversation so they can all three discuss the matter.  

	
	· 
	They ask her if its possible. [summarize message as it’s typed]

	
	· 
	They wait just a few seconds for her response….

	
	· 
	And Teresa gives the thumbs down [summarize message as it’s typed]

	
	· 
	They’re done and Steve lets the graphics company know not to change anything. He was actually leaning towards doing the revision so it’s a good thing he asked, and got a quick response. 

	
	· 
	Another disaster averted and it only took a few seconds. 

	
	
	So what does this really mean to you and me?  Well, lets take a look backwards a few years… How many of you saw an increase in productivity of organizations who decided to use email vs paper memos? Everyone, right? The time savings this tool offers over email is much like the time savings email offered over paper memos, not that Instant Messaging will replace email by any means, it’s a specialized tool. And organizations who embrace Instant Messaging will see a dramatic increase in the flow of information and the accessibility of people resources, which were our two building blocks that lead us to a competitive advantage.  They will also cost reduction due to more efficient communication methods., which we will look at later.  

	
	
	END DEMO
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