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Sign-in to Lync

To open Lync: L] Microsot Lync = e
@ -

1. Click Start. tynnc 2010

2. Select All Programs.

3. Select Microsoft Lync. Sonnaie

4. Select Microsoft Lync 2010.

Signinas: @ Available ~

To Sign-in to Lync: signn

1. Type your full Exchange email address (not an alias) in
the Sign-in Address field. An Exchange email address has
central.uh.edu at the end of it.

2. Type your Exchange email password in the Password ~0ff'C9V
field. —

The Lync Window

The Lync window that appears after you sign-in is your access to all of the communication tools that are available
to you.

View a month of

Activity feed conversation history
Status/presence /

\ |E| Microsoft Lync E@@
I}

Qat's happening todp:

Thierry, }achary & '4:_ Options
. Available
Location GSE

\ /2
Contacts =———=> & > P o €
Search bar e

=

Dial pad

> Find a contact or dial a number ):'

Sort gl’OUpS Groups Status Relationship 8: w H Dlsplay options
Group name 4 Frequent Contacts =

p—
h§ Baptiste, Lannette L - Off work 1 day -...
E Richmond, Regina R - Away 1 day

4 Other Contacts (0/15)
Contacts e -
hg Baptiste, Lannette L - Off work 1 day -...

\ (| Birkline, Robert D - Away 8 days - No..

() | Bradshaw, Faye M - Away 4 days

......................

Select audio

. A
device _ﬁ l';]v %fcallfcrwaruingis off

Call forwarding options
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Add a Contact

To add a Contact: | L] Microsoft Lync =R =R ==

IT‘.'\."hat‘s happening today? m

1. Type aname in the Search field. I. TIueHTy. Zachary -
GSB -

2. The person’s contact information appears in the area
below the Search field. S ™ P

omar fa 4

Faroog, Omar - Away & days - No IM
Analyst, Systems 2, Technology Services and...

|£| Microsoft Lync E@
I]‘.N'hat's happening today? TI
Thierry, Zachary & -
I Available ~
GSB +
3. Hover over the name of the person you want to add as a Contact. ~ Py p
. 73
4. Click the + that appears. - 1 W
5. Select the desired Contact group. omar fa
Farcog, Omar - Away & | 9P 09 Call -
1 Analyst, Systems 2 tyhnnlngySemces and...

Create a Contact Group

To create a Contact Group: rosoft Lync [=lle ==
's happening today? ]I
. . . .. Thierry, Zachary (G
1. Inthe Lync window, right-click an existing group name, I. available -
. G3B -
and click Create New Group.
73
eE 7 &£
Find a contact or dial a number ,‘-‘
Groups Status Eelationsi 8: -
2. Type a name for your new Group in the Group Name field. R
3 Press <ENTER> ‘A Frequent Contacts [k
' ) E @ Send an [nstant Message
- @, Starta Conference Call 3
I Start 3 Video Call
~| & Share 3
4 Ot
_ [ Send anEmail Message
- Copy ctri+C
| P 4| b ane - away 4 uey - o I
<t Group (0/1) I
Fogle, Regfd Q - Offline & days s
g = '—Tﬂ T | L Move Group Down Alt+Down Arrow
ElNew Groupl
To add contacts, drag from another group or ad.. ‘? Create New Group

Show Only Pinned Contacts

Ev % + Call forwarding is off

4 Using Lync 2010 for Windows



To call a Contact with one-click:

i, I | DelaRosa, Sheila - Away 4 days - No /=
[ |

1. Hover your mouse over a Contact. Dotson, Wanda L - Away 1 [0 Gall -
‘ It's a GOOD UH Day! %

‘ Farooq, Omar - Away 8 days - No IM

2. Click the Call button that appears and Lync calls the contact.

Answer a Call

- Ken Circeo
. 198 DIRECTOR OF MED! EV
Mobile: +1 (425) 555-0137

Redirect ~ Decline J

To answer a call:

1. When you receive a phone call, a Call Invitation alert appears
in the lower right corner of your screen.
2. Click the green Handset icon.

Send an Instant Message (IM)

To send an Instant Message (IM): L paptiste, Lannette L =5 Fo
Jg e oot
1. Double-click a Contact, a Conversation window appears. (T Cal - Vices - Share- - >
2. Type the message that you want to send. ey 2oy .
3. Press <ENTER>. e
. . . . Baptiste, Lannette L 214 PM
4. When the IM conversation is complete, click the X in the el
top right corner of the window to close the Conversation T, Zachary 25000
. What are you doing?
Wi ndOW. Don't say something crazy - I'm going to capture this.
Baptiste, Lannette L 215 PM
ok
Lastn 12 at 2:15 PM.
AE

Set-up Voice Mail Using Your Soft Phone

To set-up voice mail:

e ? £ T
1. Click the Keypad icon. yo)
2. Click the Voice Mail drop-down menu located under the 1 9| 2mc 3 oeF |
keypad. P B P
3. Select Set-Up Voice Mail from the menu. e e
o g *| =
REDIAL R s CALL |
H PN QY Check ‘V
. Voice Mail @3 !
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Listen to Voice Mail in Outlook

To listen to your voice mail in Outlook:

1. Go to your Outlook Inbox.
2. Open any email from Lync with Voice Mail in the subject line.

3. Click the Blue play button to listen to Voice Mail.

Listen to Voice Mail with Your Soft Phone

'lés Thierry, Zachary
Voice Mail from Thierry, Zachary (15 seconds) 0

$57AM

) —e

To listen to voice mail with your soft phone, choose one of three
options:

HH

1. Inthe Lync window, click . Your voice mail appears at
the bottom of the window. Hover over the desired message.
Click the play button.

2. Click . Click the Voice Mail drop-down menu. Select Call
Voice Mail from the menu.

3. Type 713-743-6111 in the Search field, press <ENTER>. Lync
dials into the Voice Mail system.

View Missed Calls in Outlook

‘ aFF PN %G Lneck |
1
Voice Mail @'
& Baptiste JBnnette L @ Call -
[ G 0:05
View Mare in Qutlook
ﬁ - % ~ Call forwarding is off
| |
Vaice Mail @'

Call Vaoice Mail

Change Greetings

h@ Baptiste, Lannette
Lync Call

View Mare in Qutlook

@ - Qg - Call forwarding is off

|£|M'|cmsoﬂlync : --EI :

I]‘.N'hat's happening today? II

Thierry, Zachary & -
I Available ~
GSB -
(o} z _»
‘ = (g i ‘
7137436111 4

PET)

~ ARC 2 NFF

To view missed calls in Outlook:

1. Go to your Outlook Inbox.
2. Double-click any email from Lync with Missed
Call as the subject.

) Davis, Ivey §

Wed %:01 AM

Missed call from Davis, vey S

Caller-1d:
Job Title:
Company:
Work:
E-mail:

IM Address:

You missed a call from Davis, lvey § at isdavis@central.uh.edu

isdavis@central.uh.edu
Lead, User Services Spec
University of Houston
713-743-1411
1SDavis@Central. UH.edu
15Davis@Central. UH.edu
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Information for Online Meetings and Conference Calls

There are four classifications for meeting participants:

e Organizer — the person who schedules a meeting or conference call.

e Leader —the first person to dial-in to a conference call from a Lync phone.

e Presenter — can invite others to an active meeting or conference call. During a meeting, a Presenter can
change the classification of other Presenters to an Attendee. Only a Presenter can record a meeting,
distribute files and share items, such as the desktop, a program, whiteboard and conduct a poll. By
default, all faculty and staff members are a Presenter. If desired, the meeting Organizer can change the
permissions level of any participant from Presenter to Attendee before the Meeting Invitation is sent.
This is done using Meeting Options. For information on accessing Meeting Options, see Conferencing
Quick Reference for Windows or Conferencing Quick Reference for Macintosh.

e Attendee — can initiate instant message (IM) conversations and view items that are shared.

By default, meeting participants who dial-in from a non-Lync phone (Rolm, Cisco, or off-campus) must wait in the
lobby until a Leader dials-in. The first person to dial-in from a Lync phone becomes the Leader and anyone waiting
in the lobby is automatically connected to the meeting.

If you want to be a Leader or need to be (for instance, if all other participants are not affiliated with UH) and you

dial-in from a non-Lync phone, you must enter your Dial-in PIN to become the Leader. The Dial-in PIN is identical
to the Sign-in PIN for CX600 phones. If you can’t remember your Dial-in PIN or if you never received a Dial-in PIN,
go to dialin.central.uh.edu to reset your PIN or obtain your first PIN.

Before sending a Meeting Invitation, the Organizer can change the Meeting Options. It is very important to change
Meeting Options before sending the Meeting Invitation because changing the options can potentially change the
meeting link and Conference ID. Meeting options include:

e Everyone waits in the lobby except the Organizer
e No one waits in the lobby
e Only the Organizer is a Presenter

Schedule a Phone Conference or Online Meeting in Outlook

A Lync add-on is installed in Outlook that allows you to invite others to a phone conference or an online meeting.
You can even invite people who are not affiliated with UH and are not a Lync user.

To schedule a phone conference or online meeting in Outlook:

1. Open your Outlook Calendar.
2. Click the New Online Meeting button on the toolbar/

B Y E EEE.
| B L= = | B |
$ = i month -
MNew MNew MNew Mew Online Today Mext? Day | Work | — .
Appointment Meeting Items ~ Meeting Days Week ESChEdL”E View
MNew Online Meeting Go To . Arrange

3. Set the meeting date and time, and send the meeting invitation.
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All attendees will receive a phone number to dial into and a web address if they need to join an online meeting
using a browser. Joining an online meeting with a web browser allows non-Lync users to see what the Lync users
see. There is no need to call UIT to set-up a phone bridge. You can do it all using Outlook.

Call Forwarding

There are three call forwarding options. To access all three options,
click the Options button and click on Call Forwarding in the Options

window.

1. Turn off call forwarding — calls will ring in Lync
and your work phone.

2. Forward my calls to — sends calls directly to
Voice Mail, another number, a Contact, or a
Delegate.

3. Simultaneously ring — calls will ring in Lync and
your work phone, while also ringing at another
location that you set.

Note: All Call Forwarding options can be accessed by
clicking the Call Forward button at the bottom of
the Lync window. Select the desired option from
the drop-down menu.

Transfer a Call

To transfer a call:

1. Inthe Conversation Window, click the Transfer
button.

2. Select the desired Transfer option from the drop-
down menu.

|£‘ Microseft Lync EI@

I“.'\."hat's happening today?

Thierry, Zachary {%‘
I Available ~
GSB

O A & o

Lync - Opticers =
| Gerstral ol forwarding

Persemal () Tum offcall forwarding I

Status : ‘Calls Wil ring o Bt werk and net be formarded,

:_’ Ficture (2 pormard my cabs to: e M

et Gl il e Forwarried Immedately an Pt 1P your Wk number,

Ringtones and Soumds l_‘\‘g [Ea———— T

Audio Device
Video Device

File Suning

Vour survenit call ormardng sebings:

Calle wil rng you 8% work +1 (832 $42-5761 KL,

Calls will ing you it wark and sisa ing anather phone of persan.

u auu cgfairs, uray wum anuwer group or au.
Lﬁj ~ |QZ -/ Call forwarding is off
L

Incoming Calls
Q| Ium Cff Call Forwarding

®Z  Forward Calls To 3
e} simultaneously Ring »

Call Forwarding Settings

2 Bogan, Adisha (=5 (ECH ==
Bogan, Arlisha - In a call
Asst, Business Services 2 (;
™[ e| Video v Share+ ®#- 0
119 M o[}

Transfer to Your Phone Numbers

Transfer to Others
Another Person or Number
Current Conversations >

Parking Lot
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Saved Conversations

If you have a UIT Exchange account, all your IM conversations and phone logs are stored in Outlook, in a folder
named Conversation History. By default, Lync stores all IM conversations, phone logs, and Lync contacts in
Outlook.

To manage how your IM conversations and phone logs
are stored in Conversation History in Outlook:

y 2

1. In the main Lync window, click the Options L"“"""“:’/ =
button. [Garer | oot
. . . Pervonal J Sgnn address:  rSerryBoeniralubedu [ advenced.. |
2. Click Personal and select the desired settings. o 4 stmmatenty st Ly ben o0 o Wecows
I"hl:nl:s\"' 1 Show Lync in foreground when it starts

Alerts
Personal informaton mansoer
Ringtomes and Sounds

Audic Device Merosoft Exchange o Mirosoft Dusiook ]
Viden Device ¥ Lpdisse my presence based on my calendar nfrmaton

Call Farwarding B S mating o . relatianahis

Fle Saving

| Desplay my Out of Office information 1o contacts in my Friends and Family, Workgroup, and
= relaborrhios

7] 5ave instar emal C ¥ folder

7] Save calllogs in mry emal Conversaton rstory foder

Set a Picture

If you have a picture of yourself published on the web (e.g. Windows Live, Facebook, LinkedIn, Flickr, etc.), Lync
can grab that picture and use it as your Lync Contact picture.

To have Lync grab your picture from a website:

Go to the site where your picture is located.

Right-click the picture and select Copy Image Location.
In the Lync window, click the Options button.

Click My Picture.

Select Show a picture from a web address.

Paste the web address in the field provided.

Click Connect to Picture.

Click Ok.

PNOUNEWNE

Note: In Internet Explorer, right-click your picture and select Properties. Copy the image location shown in the
Properties dialog box.
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Setting Audio/Video Devices

The Options dialog box is used to adjust audio settings and
check audio quality.

U QUL LUIILALLY, UIEY HUTH GIULITT YiUUR U o,
-

To access Audio Device options: @ - Call forvarding is off

Select Your Primary Device
Q PC Mic and Speakers
Your computer's default setup

1. Inthe lower-left corner of the Lync window,
click the Audio Device button, and select Audio
Device Settings from the drop-down menu.

Audio Device Settings

Check Call Quality

Lyme - Opticns ==
[ General uhes derice
Persanal Sk the deevice o it o e for s call: L bee
Stabus .xmwm
My Bicture nu computer's defait ot v
:T:: Customire your deve
anghones 10 Sounds 0 coumer [Speshins feacohanes (0T high Definton Auds COCEC) .
Ausdio Device n =1
Access video settings =———3p et L
File Saving ’ 5.9, Mcraphane ;mmmvmhmuhwmdoom ';
| | ]
Q ftnger ‘Speakers | Headphones (IDT Hgh Definition Audc CODEC)
¥ \'.
& eall acal to e
To access Video Device options: oy
Secondary mger
1. Inthe lower-left corner of the Lync window, e
click the Audio Device button, and select Audio _
Device Settings from the drop-down menu. L Jlem L

2. Inthe Options dialog box, click Video Device.

Set Your Presence

To indicate your presence:

|:| L Microsoft Lync EI-@
. . . I['\.hatshappenmgtoda}- ]I
1. Click the Location field. Th,erry kcha/ o
2. Type your location. I Aallable -
Set Your Locati

3. Press Enter.
o
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AR e ey

To change your Personal options:

(Ll Wronet CloEs |/

. . I[‘J\."hat‘s happening today?
1. Click the Options button. T —. ¢
I Available =
Home -
[ ] LN -0 <>

. . Lync - Options. =
2. Inthe Options dialog box, select the personal
. R i
options that you want to change. e 4 shom encicrs st e
s ] Shew o messeges in e
3. Click Ok. Ly Pt =
::nne‘ and Sounds Language
Juzdo Devce Lyne language: inghth, =
Video Device =
Cal Fermarding Cualty
File Saving Expmimne o rebabity, and
performance of Maesoft software and services,
Allow Microsoft to collect informartion sbout how [ use Lync
Lagpng
Tum on Iagng N Ly
Turnon Windkes Ewend logoing for Lyne
e
gy aton Wirdom

e 1o the renfaten en nstasd of the ek bar

To access Lync Help, choose one of two options:

| L] Microsoft Lync = (5
File  Meet Mow Tools | Help

1. Select Lync Help from the Help menu s havpening odayz bmetele "

’ ’ Thierry, Zachi Welcome to Lync
I Available ~ ;
Home = Abhout Microsoft Lync
[ ] R -8 o> _]

| | Microsoft Lync o] -E | ]

File  MeetMow Tools Help

I‘.’\.'hat‘s happening today?
I. Thierry, Zachary r@'
Available ~ 1
2. Select Help from the Options drop-down menu, j Home - - '

Meet Now
then select Lync Help from the sub-menu. S 7 . Tsols ,
Lync Help FL |@ Help l} v
Welcome to Lync + | Show Menu Bar
About Microsoft Lync - o=
i | ’ -
]
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Advanced Client

Features

This section covers advanced Lync soft phone features. In this section you will learn how to:

e Start a Conference Call

e Start a Video Call

e Share Your Desktop or a Program
Send an Attachment

Record Video

Use a Federated Contact List
Assign a Delegate

Response Group

e Dialing 911

Start a Conference Call

If you are on a call and you decide that you need to have a conference call that includes the Contact to whom you
are speaking and additional participants, this can be done in the Conversation window of your current call.

—
To escalate a call to a conference call: Y e e b
Baptiste, Lannette L - In a call r
| User Services Spec 3
1. During a call, in the Conversation window, click SRR vidco - Shore - olg
the People Options button. g - Show Barticipant List cti-R
2. From the drop-down menu that appears, select [ Connected 1o p | SRR N R OO A Y

(lIbaptiste@cent B0 Invite by Email

Invite by Name or Phone Number.

i
3. Inthe Invite by Name or Phone Number dialog Invite by Name or Phone Number )
bOX, select a Contact. Select a contact or type a name or phone
. ber.
4. Click Ok. number
Find a contact or dial a number ,';'

| | Birkline, Robert D - Away 10..,

[ | Bradshaw, Faye M - Offline 1
¢ 5| ©700 Training Manuals

L Castille, Matthew - Away 2.
| not getting food

' [ | Davis, Ivey 5 - In a meeting
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Dial a Long Distance Number

Your long distance authorization code must be entered using the Lync keypad.

To dial a long distance number:

1. Inthe Search field, using your keyboard, enter a 141 (917) 555-36%6 ===
domestic long distance number or 011 followed by an
international long distance number. \:| + 5171 555-3638 [t

2. Press <return>. 1@4, . @ 0

3. Inthe Conversation window of the long distance call, o T RS
click the Keypad icon.

4. After the long distance number is dialed, one or two
beeps can be heard. After hearing the beep(s), enter
your long distance authorization code in the keypad. If
you enter your long distance code too soon, the call will
fail.

Add a Long Distance Number to a Conference Call

Adding a person with a long distance number to a conference call must be done by making a separate call, and
then merging the two conversations together.

To add a long distance number to a conference call:
1. Follow the steps in the previous section.

2. Inthe Conversation window of the new call, click People Options B
3. From the drop-down menu that appears, select the conversation that you want the call to merge into.

Start a Video Call

To make a video call: 20 Dotson, Wanda L o )
1. Inthe Conversation window, click Video. e amne gy e
2. Toend a Video Call, close the Conversation window. —— Weh il
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Share Your Desktop or a Program

To share your desktop or an application:

1. During a call, in the Conversation window, click

Share.

2. Select Desktop or Program from the drop-down
menu.

3. When you are done sharing your desktop, click
Stop Sharing.

Transfer a File

'i""“ Baptiste, Lannette L

E=3 Hem |
ﬂ Baptiste, Lannette L - Availal
I User Services Spec 3

™ Call ~ Video -

@
“

@v

e

Desktop

L

Program..

New Whiteboard
New Poll

DEADEE %

Show Stage

PowerPoint Presentation..

To send an attachment in Instant Message, choose one of
two options:

1. With your mouse, drag and drop the file that you
want to send onto the Conversation window.

2. While in the IM Conversation window, click the
paperclip and select the desired file. Click Ok.

7 Thomas, Brian K SRR
(7 | Thomas, Brian K - Available

I," | User Services Spec 3

M Call - Video ~ Share~+ ®-

Rodriguez, Maricela sends: 5:42 PM

Cisco Phone instructions (108 KE)

Send Complete

[ Transfer of "Cisco Phone instructions.pdf" is complete.

AW

Make a Video Recording of a Meeting

Note: You must be a Presenter to record meetings.

To start recording in a meeting or Conversation
window:

1. Click the More Options button, and select Start
Recording from the drop-down menu.

! Group Conversation (3 Participants) (e[| e

Group Conversation r
Join Information and Meeting Options X
M Call - Video v Share+ ®- >
e - Always on Top
Presenters Shaw Menu Bar
Baptiste| @)  Start Recording %
Dotson, Manage Recordings
L= ﬁ Take Notes Using OneMote Ctri=N
Conne
(lbapti
@ Lnchelp Fl

Using Lync 2010 for Wi
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2.  While recording, you can use the controls at the
bottom of the window to pause, resume, or stop
recording.

3. To save the Video recordings click the Stop
button at the bottom of the window.

@ You are recording. | OoE

Stop Recording ==
Recording fitl:
aptiste, Lannette L Dotson, Wanda L, Thierry, Zachary]

Your recording is automatically saved to your computer in Lync recording format. Learn More

4. Select the directory where you want to save the

Publish

recording and click OK. [7] Also create a version that you can publish to others {.wmv)
Save to:
C:\Users\ethierry, COUGARNET Lync Recordings
‘You can enter a web address such as a SharePoint 2010 asset library.
A one-hour meeting might take a few hours to process.

Manage Recordings [ oK. ] [ Cancel
. . ) (8] Microsoft Lyne Racording Marager ===
5. To view the saved recording, either go to the e e
directory you saved it in or click on Start > All e i —

Programs > Microsoft Lync > Microsoft Lync
Recording Manager.

Bapriste, Larnetie L Dotson. Wanda L. Thier. Compieted HOPM A TME 00100 L ipery'rtiey 0. Broacn

Federated Contact Lists

The Lync federation lets you communicate faster and more effectively with those outside of the university, such as
partners, suppliers, vendors or other universities.

When enabled, being federated allows you to:

Add users from other organizations to your Contacts list.

Send instant messages to your federated contacts.

Invite federated Contacts to audio calls, video calls, or conferences.
Exchange presence information.

Escalate person-to-person instant messages to multi-person conferences.

ukhwh e

UH is openly federated. You can use all of Lync’s unified communication tools to communicate with someone who
is at an openly federated organization. Lync also supports federation with Microsoft Messenger public instant
messaging (IM).

Note: At the address below, you can see which organizations are federated. There are almost 5,000 organizations
around the world that have joined.

http://windowspbx.blogspot.com/2011/09/usa-microsoft-lync-federation-directory 02.html
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Administrative Work

Group

a Delegate

A delegate is a person with permission to receive calls, messages and schedule meetings on behalf of another.
Deans, directors and department heads commonly use a delegate, as well as department phones. If a phone must
be answered at all times, delegation provides a solution by routing incoming calls to multiple phones. Using
Outlook, delegates can also have access to voice mail and missed call messages. For more information on
delegation including how to delegate an Outlook mailbox, see UIT Delegate Access in Lync 2010.

To set-up a Delegate: e i &=
General Call forwarding
. . . ersonal @ Turn off call forwardis Learn More
1. In the Lync window, click the Options button. o G oo
. . . . My Picture B
2. Inthe Options dialog box, click Call Forwarding. Phenes GF © Formard m cats o: =T
! K . Alerts Calls will be forwarded immediately and not ring your work number.
3. Near the bottom of the dialog box, click Edit my | |sworcmssons | @ o smitanesvstysing: e om s
delegate members Audio Device Calls will ring you at work and alsa ring another phone or person
. Video Device
4, Inthe Delegates dialog box, click Add. FileSsing four et sl fomering eins
. Calls will ring you at work +1 (832) 842-4761 X24761.
5. SeIeCt the person(s) you Want to aSSIgn to be a Unanswered calls will go to:  Voice Mail g 20 seconds
Delegate. These settings il apply: Al the g#fe
6. Click Ok. x
Edit my de\egi%
. L Call Forwarding - Delegates ===
To rescind Delegate permission: R —— U —
behalf, select ther check boves.

Reces Cols Delegate

1. Use the steps listed above to access the
Delegates dialog box.
2. Check the box next to the Delegate you no

longer want to be a Delegate. (a1
3. Click Remove. P yeur deegots e i many s [Dz i smmame ] .
4. Click Ok. [ ——
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Response Group

Response Group is a unified communications application that is used to create and configure workflows.
Workflows can route and queue incoming calls to designated groups. An agent group is a collection of agents who
handle incoming calls from the Response Group. When an administrator creates an agent group, he or she can
select the agents that are assigned to the group, and specify whether the group requires agents to sign in and out.
A person will be considered either an informal agent or a formal agent, depending on whether you are required
formally sign in to your agent group to begin receiving calls.

Informal agents are agents that have been assigned to an agent group that does not require them to sign in and
out. Informal agents are automatically signed in to the group when they sign-in to Microsoft Office
Communications Server 2007 R2. If you are an informal agent, you can receive calls routed to your group by using
Microsoft Office Communicator 2007 R2 Attendant or Office Communicator 2007 R2.

Formal agents are agents that have been assigned to an agent group that requires them to sign in and out. Formal
agents must be signed in to the group before they can receive calls routed to the group.

To View which Response Group you are in: ﬁ‘h”:":“'“”"‘| . E'%M
\What's happening today?
I. Thierry, Zachary @ -

@
i i Available - e R
1. Inthe Lync window, click the Show Menu drop- e - 5 .
down arrow, select Tools, and Response Group Az onTos TN
Setti ngs Recording Manager Help »

Audio Device Settings Show Menu Bar
Call Forwarding Settings

Dial-in Conferencing Settings

2. Sign-in with your CougarNet username and B
password. Resporse Group Settngs

Options

L - Off work 5 mins...

Away 3 days - N,

Davis, Jvey S - Away 12 hours - No IM
S Live Chat

M| Dotson. Wanda L - Away 12 hours -...

Dialing 911 on Your

Lync Soft Phone

Your Lync hard phone and the soft phone on your computer offer an amazing amount of flexibility. One of the
most powerful features of Lync is the ability to make calls from any location through the internet via your laptop
computer. Unfortunately, the technology of the Emergency 911 system has not kept pace with Lync technology,
so even though you can place work calls from home, hotels, or even a cybercafé, the 911 system will recognize the
call as being placed from your office. This problem is not unique to Lync. It affects Skype, Vonage, and other IP
phone service providers.

Please remember, if you place a 911 call using your Lync soft phone (the Lync client), the 911 system will connect
to the Houston emergency services and dispatch responders to your office location that is associated with your
phone number. If you must place a 911 call from an off-campus location using Lync, you must specifically notify
the first responder of your actual location. When possible, it would be preferable in those situations to use a local
phone or a cellular phone for 911 calls.
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