Lync 2011

Delegate Access
for Macintosh

Note: Delegation is only available in Lync 2011 for Macintosh version 14.05 and higher.
To verify the version you are currently running:

1. Click the Lyncicon on your dock to open Lync.
2. Select About Lync from the Lync menu.
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Delegate Defined

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.

Set-up Delegate Access in Lync 2011

Microsoft Lync is used to manage phone delegates.
To set-up delegate access in Lync:

1. OpenlLync.
2. Sign-in to Lync as the person who wants to give delegate permission.

When creating a delegate for a department phone, the sign-in address is ld_xxxxx@central.uh.edu where xxxxx is

the 5-digit department phone number. The password for a department account is available from your local IT
support.

3. Select Preferences from the Lync menu.
4. Inthe Preferences dialog box, click Phone Calls.
5. Click Edit my delegate members.

Call Forwarding

(=) Turn off call forwarding

Calls will ring at your work number and not be forwarded.
() Forward my calls to: | Work 832-842-... *

Calls will be forwarded immediately and not ring at your work number.
() Simultaneously ring: | Work 832-842—... &

Calls will ring at your work number and also ring at another phone.

Only forward or simultaneously ring/during work hours.
Calls will ring only at your work numbgfoutside working hours. The
working hours are defined in Outioglfor Windows.

\ Edit my delegate members..

Unanswered Calls
Redirect unanswered calls to: | Voice Mail :

Redirect calls after how many seconds: | 20 4|

6. Inthe Delegates dialog box, click Add.

Delegates can make calls and schedule online meetings on your behalf. For
delegates to receive calls on your behalf, select their check boxes.

Receive Calls | Delegate

iAdd... =] Remove::

Ring your delegates after this many seconds: | O - at the same time

| Cancel | OK
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7. Inthe list of Contacts that appears, select the desired name.

Each desired delegate must be a Lync contact. For information on adding a contact in Lync, see UIT document
Using Lync for Macintosh.

8. Click Ok.

9. In the Delegates dialog box, make sure a check mark appears next to the person whom you want to
be a delegate.

10. Click Ok.

11. In the Preferences dialog box, select Simultaneous Ring.

12. Click the pop-up menu next to Simultaneous Ring and select My Delegates.

800 Phone Calls
§ B o =
A LN e =
Appearance General | Phone Calls | Account Alerts Audio History Photos
Call Forwarding
( ) Turn off forwarding

Calls wifing at your work number and not be forwarded.
. rd my calls to: | Work +1 (832) 8

s will be forwarded immediately and not ring apygF work number.

(@ si ly ring: | My Deleg
Calls will ring at your work number and also ring at ancther phone.

|| Only forward or simultaneously ring during work hours.

Calle will rinn nnhs 28 vaur work numbar autside workinn hoore The

13. Close the Preference dialog box by clicking the red dot in the top left corner.

With Simultaneous Ring on and My Delegates selected all incoming calls ring in multiple places. Delegates can see
which number an incoming call is ringing and choose whether or not to answer it. If no one answers a delegated
number, the call will forward to the voice mail of the person delegating.

Remove a Lync Delegate

To remove a delegate from Lync:

1. Select Preferences from the Lync menu.
2. Inthe Preferences dialog box, click Phone Calls.
3. Click Edit my delegate members.

LaNs will ing at your work Numper ang also ring at ancIner pnone.

Only forward or simultaneously ringguring work hours.
Calls will ring only at your work numbeyfButside working hours. The
working hours are defined in Outlogyffor Windows.

| Edit my delegate members..

Unanswered Calls
Redirect unanswered calls to: | Voice Mail -

Redirect calls after how many seconds: | 20 ]

In the Delegates dialog box, select the name to be removed.
Click Remove.

Click Ok.

Close the Preferences dialog box.

No vk
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http://www.uh.edu/infotech/_documents/lync_documents/client-2011mac-080713.pdf

Set-up Delegate Access in Outlook 2011

With permission, multiple people can access voice mail messages that are recorded on a department phone (or
anyone’s phone). To do this, you must use Outlook to set-up delegate access. Sign-in to Outlook as the person
who wants to give delegate permission. When creating a delegate for a department phone, sign-in to Outlook with
Id_xxxxx@central.uh.edu where xxxxx is the 5-digit department phone number. The password for a department
account is available from your local IT support.

To set-up delegate access in Outlook:

Open Outlook.

Sign-in to Outlook as the person who wants to give delegate permission.
Select Accounts from the Tools menu.

In the Accounts dialog box, click Advanced.

PwnNR

006 Accounts

|_Show Al |

o . Uh
=5 exchange Account

Account description: Uh
Personal information
Full name: Thierry, Zachary
E-mail address: | zthierry@central.uh.edu
Authentication
Method: | User Name and Password
User name:  cougarnet)zthierry

Password: sseescesscs

e

£2r0 3Dyt EXChANGE JCCOUNT SETTINGS | Advanced... |

5. Inthe Advanced dialog box, select Delegates.
6. Below the Delegates who can act on my behalf field, click the + sign to select a delegate.

——| Server Delegates Security [

Delegates who can act on my behalf:

-+ e %
Send my meeting-related messages to:

M Malanatac and Ma

7. Inthe Select User dialog box, enter the desired name in the Find field.
8. Click Find.

9. Select the person’s name from the list that appears.

10. Click Ok.
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/ Sjétlser
baptiste, lannette | [ Find ‘

Name & | E-Mail Job title
Baptiste, Lannette L LLBaptiste@Central.UH.EDU User Services Spec 3

[Conce | [0
4

11. In the Permissions dialog box, select Editor from the pop-up menu next to Inbox.
12. Select Editor next to any other item you want to delegate.
13. Click Ok.

Permissions: Baptiste, Lannette L

Calendar: | Editor (Can Read, Create, Modify Items) =

E Delegate receives meeting invites

Tasks: [ Editor (Can Read, Create, Modify Items) =

|| Inbox: | Editor (Can Read, Create, Modify Items) 4

=
+=| Contacts: | None ¥)

LJ Notes: | None 2]

["]Send permissions summary

Send message to delegate summarizing any updates to permissions.

[_| Delegate can see my private items

| Cancel | | OK |

14. In the Accounts dialog box, click Ok.
15. Close the Accounts dialog box.

Add a Mailbox

After delegate permission is granted, the delegated Mailbox must be added in Outlook for each person who was
granted permission.

To add a Mailbox:

Open Outlook.

Sign-in as the person who received delegate access.

Select Accounts from the Tools menu.

Select the person’s Exchange account from the Account list.

Click Advanced.

In the Advanced dialog box, select Delegates.

Below the People | am a delegate for field, click the + sign to select a delegate.

NoubkwnheE
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People | am a delegate for:

[+]-

Learn about delegates

8. Inthe Select User dialog box, enter the desired name in the Find field.

9. Click Find.

10. Select the person’s name from the list that appears.

11. Click Ok.

Select User

[ cancel | [ oKk |

[farooq I

Find |

‘Name A | E-Mail

Faroogq, Omar
Faroogi, Maha D
Faroogi, Sehrish R
Faroogi, Sidra D
Farooqui, Salma A
Farooqui, Salman
Mohammed, Farooq

OFaroog@Central.UH.EDU
mdfaroogi@uh.edu
srfaroogi2@uh.edu
sdfaroogi@uh.edu
safarooqui@uh.edu
sfarooquid@uh.edu
fmohammed2@uh.edu

Job title

gr, Telecommunications
College Work-Study, Fed
Academic Support Asst
College Work-Study, Fed
Temporary Staff
Student Worker (NCWS)
Instructional Assistant

12. In the Accounts dialog box, click Ok.

| Cancel @
A

People | am a delegate for:

Faroog, Omar <OFaroog@Central.UH.EDU>

[+]-]

Learn about delegates

13. Close the Accounts dialog box.

[ cancel | [ oK |
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OpenaDelegatedMailbox

After a delegated mailbox is added, that mailbox can be found at the bottom of the Outlook folder list. Depending
on the permissions set, messages in a delegated mailbox can be sent, read or deleted.

D Sync Issues
m Subscribed Public Folders

AAD

[ Subscribed Public Fgffiers
THIERRY, ZACHARY]

3 Inbox

ON MY COMPUTER

() Mail
[
|1 ] Calendar

=
1= Contacts

Tasks

Klnbac

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.

o 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 UIT document
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. Itis 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
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Schedule a Meeting on Behalf of Another

Using Outlook, a delegate with the proper permissions can schedule a meeting on behalf of another. In the steps
below, “dean” is used as the person for whom we are scheduling a meeting.

To schedule a meeting on behalf of another:

N

Open Outlook.
Open the dean’s calendar.
Click Meeting on the toolbar.

8 0o Calendar

doe#gfle . .

|| 2 Homg/| organize | Tools |

| .. e E;i. B H "F.ind aco
Meeting Appointment New  Today View Date Day Work  Week  Month : OpenCalendar Permissions . Iid Comta

In the Meeting window, click Online Meeting.
Select Create Online Meeting from the menu that appears.

800 Untitled 2 - Meeting

bl oo L B0 @ V4

|_J Meeting | "o

. & oo ogEm .o & fF 8 s
E@ L : ——— 7_'_‘ 0 @ : @, (5[] Eg : |
Send . Scheduling :  Cancel = - m‘ 15 Minutes || Recurrence - Online Meeting - Check Names ~ Categorize Private -

Add the recipients in the To: field.
Enter a subject in the Subject: field.
Click Send.

To customize the meeting options:

Note:

Customize the meeting options before sending the Meeting Invitation. Changing the meeting options can
potentially change the Conference ID.

N

Before sending the Meeting Invitation, click Online Meeting on the Meeting Invitation toolbar.
Select Set Access Permissions from the menu that appears.
In the Online Meeting Options dialog box, select the desired options.

[_] Customize access levels, presenter options, and phone settings

Meeting with custom access |evel or presenters will use a dynamically generated
meeting link and conference ID.

Who gets directly into the meeting without waiting in the lobby?

i 3 Fi-} G @

Only Me Invitees My Company Everyone

¥ People dialing in by phone can bypass the lobby

[ ] Remember settings | Cancel | | OK |

Click Ok.
Click Send to send the Meeting Invitation.
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The invitation includes your name, the dean’s name, and the meeting information; including the meeting URL and
Conference ID. The URL allows non-Lync users to join a meeting with a web browser. The Conference ID is used to
access the meeting audio. Attendees who join an online meeting with a web browser use their telephone to
access the meeting audio. Attendees of a conference call use the Conference ID to access the meeting.

Remove a Delegate in Outlook 2011

Whether you want to remove a person who was granted delegate permission or if you want to remove the
mailbox of a person for whom delegation was provided, the steps are almost identical.

To remove a delegate or remove a delegated mailbox:

1. Open Outlook.

2. Sign-in to Outlook as the person who gave delegate permission or the person who received
permission.

3. Select Accounts from the Tools menu.

4. Inthe Accounts dialog box, click Advanced.

5. Inthe Advanced dialog box, select Delegates.

6. Inthe Delegates who can act on my behalf field or in the People | am a delegate for field, select the
name of the person you want to remove.

7. Click = under the appropriate field.

8. Click Ok.

| Server Delegates Security |

Delegates who can act on my behalf:

Baptiste, Lannette L <LLBaptiste@Central .UH.EDU>

[+]- #

Send my meeting-related messages to:

| My Delegates and Me

People | am a delegate for:

| Farooq, Omar <OFarcog@Central.UH.EDU>

+

Learn about delegates

| Cancel || OK |
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