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The Lync Client

This document covers the Lync soft phone, also referred to as the Lync client. In this section you will
learn how to:

Sign-in to Lync

Define Areas of the Lync Window
Use Contacts

Make and Receive a Call

Use Voice Mail

Use the Call Log

Forward Calls

Access Saved Conversations

e Set a Picture

e Set Your Presence



Sign-in to Lync

To open Lync:

Click Start.

Select All Programs.

Select Microsoft Lync.
Select Microsoft Lync 2010.

el e

To Sign-in to Lync:

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 field.

L] Microsoft Lync

Microsoft:

Lync 2010

Sign-in address:

(E=8 [E=R =3

thierry@central.uh.edu

SignIn
e

naOffice

Signinas: @ Available v

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 /
N[ Lvrstiyn =i~

at's happening tog

Thierry, Jachary
Available

Location —{—J el css - v
Contacts —> 8 > [ T €
Search bar B Find a contact or dial a number

Sort groups Groups  Status  Relationship
Group name # Frequent Contacts

# Other Contacts (0/15)

Richmond, Regina R - Away 1 day

|

&) ~ = O ptions

Fe

=

puip——
@ Baptiste, Lannette L - Off work 1 day -..

Contacts e :l
hg Baptiste, Lannette L - Off work 1 day -..

Bradshawe, Faye M - Away 4 days
Select audio 1;'_? % ch,,,
device —_—lar ~ Call forwarding is o

Birkline, Robert D - Away & day: - No..

Dial pad

Display options

Call forwarding options



Add a Contact

To add a Contact: | L] Microsoft Lync = Ech |
I[‘.’\."hat‘s happening today? TI
1. Type a name in the Search field. I. e o
2. The person’s contact information appears in the Gse -
area below the Search field. & 7z P
omar fa 22

Farcoq, Omar - Away & days - Ne IM
Analyst, Systems 2, Technology Services and...

| L] Microsoft Lync | = SR 5

I]‘.N'hat's happening today? TI

I. Thierry, Zachary & -
Available =
3. Hover over the name of the person you want to add as a =

Contact. o 7D P -~
4. Click the + that appears.

omar fa 4

Faroog, Omar - Away & | 9P * Call -
Analyst, Systems 2, tyhnnlngy Services and..

Create a Contact Group

To create a Contact Group: Qrmﬂ Lyne |E=5 R )
's happening today? 1'
1. Inthe Lync window, right-click an existing group I. R i
name, and click Create New Group. Gse -
e B 2

-

Find a contact or dial a number

2. Type a name for your new Group in the Group Name field. Groups Zats Relmtionsnip 6=~
3. Press <return>. [a Frequent Contacts |, |-
ﬁ @ Send an Instant Message
— &, Starta Conference Call »
] Start a Video Call
~| &> Share »
a Ol
_| =9 Send anEmail Message
I
IHPREL, LINE - AWy L ugy - 180 v . Copy Ctrl=C
<t Group (0/1) Ll
FDgIe.RfQ - Offline & days
s In off B Ll
Elew Group) : E T | dL Move Group Down Alt+Down Arrow
To add contacts, drag from another group or ad. - g, Create New Group
m - % - Call forwarding is off Show ©nly Pinned Contacts




Make a Call with One-Click

To call a Contact with one-click:
") I | DeLaRosa, Sheila - Away 4 days - No_//'=

1. Hover your mouse over a Contact. :| Dotson, Wanda L - Away 1 |[05,Gall.J-
2. Click the Call button that appears and Lync calls the ‘- I¥'s 2 GOOD UH Day! s
ContaCt ‘ Farooa, Omar - Away 9 days - No IM

Answer a Call with Your Soft Phone
To answer a call: @ T——

Redirect ~ Decline

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): U Baptiste, Lanntel =
IE‘ Baptiste, Lannette L - Available
1. Double-click a Contact, a Conversation window appears. e — o >
2. Type the message that you want to send. o
3. Press <return>. Hey
4. When the IM conversation is complete, click the X in e
. . ello
the top right corner of the window to close the
. . Thierry, Zachary 215 PM
Conversation window. What are you doing?
Don't say something crazy - I'm going to capture this.
B :
AQ

Set-up Voice Mail Using Your Soft Phone

To set-up voice mail:

e ?© £ F |
1. Click the Keypad icon. ys
2. Click the Voice Mail drop-down menu located under S o e | e
the keypad. |
3. Select Set-Up Voice Mail from the menu. AW _E= | G
7 PQRS 8 TUV 9 WXYZ
* o * #
| REDIAL R, Al |
l PIN | R Check M
Voice Mail @3'



Listen to Voice Mail in Outlook

To listen to your voice mail in Outlook:

{1 Thiemy, Zachary 957AM
Vaice Mail from Thierry, Zachary (15 seconds) 0

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

There are two ways to listen to your voice mail: | oG e |
. . . . oice Mai By

1. Inthe Lync window, click ﬁ . Your voice mail appears o

at the bottom of the window. Hover over the desired @ R el 8 can |

message. Click the play button. e =

View More in Outlook

C3- % - Call forwarding is off

- Voice Mail @'
2. Click & . Click the Voice Mail drop-down menu. N T
Select Call Voice Mail from the menu. [‘g e Call Cnange Grestings
View Maore in Outlook
Ld~ @ - Call forwarding is off
| L] Micrasoft Lync [E=5Eoh ==
i . I]‘.N"hal's happening today? ’I
3. Type 713-743-6111 in the Search field, press <return>. e — @ -
Lync dials into the Voice Mail system. | Apeble
& ¥ P T
7137436111 22
1 o ~ ARC 2 DFF

View Missed Calls in Outlook

To view missed calls in Outlook: L :
=) Davis, Ivey § Wed 9:01 AM

1. Go to your Outlook Inbox. Missed call from Davis, lvey 5

2. Double-click any email from Lync with

Missed Call as the subject. You missed a call from Davis, Ivey § at isdavis@central.uh.edu

Caller-1d: isdavis@central.uh.edu
Job Title: Lead, User Services Spec
Company: University of Houston
Work: 713-743-1411
E-mail: 1SDavis@Central. UH.edu
IM Address: 15Davis@Central. UH.edu



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 toolba/

= EB 848 R EEG.
2 = E month ~
MNew MNew MNew Mew Cnline Today Mext? Day | Work | — i
Appointment Meeting Items = Meeting Days Week ESChEdL”E View
MNew Online Meeting Go To u Arrange "

3. Set the meeting date and time, and send the meeting invitation.

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 £ .. =S /

. . . If‘.'\."hat's happening today? 1
in the Options window. i A —— J%
I Available ©

1. Turn off call forwarding — calls will ring in =

Lync and your work phone. ® Ky -0 o

2. Forward my calls to — sends calls directly to e Ortees =)
Voice Mail, another number, a Contract, or a — 1 e brring
Delegate. (1, % Tom off call frwardng

Calls Wil g o 3t wark and ot be forwarded.

Q2¥ & orward mry colls b

Call vl be forwarded immedately and rat ing you werknumber.
‘Calls will ing you it wark and alsa ring anather phone or persan.

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

Vour survenit call ormardng sebings:

Calle will rng you % work +1 (832) $42-9761 K24761.

u guu vgfacis, uray wom anuwer yroup or gu.

Note: All Call Forwarding options can be accessed by L4~ (% -] cal omarding i< o

il
clicking the Call Forward button at the bottom of the T
Lync window. Select the desired option from the drop- ;’é pononen s
down menu. o Smutaeoshiig >

Call Forwarding Settings



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:

1. Inthe main Lync window, click the Options b
button. 1 vt
. . - address: ey Goentraluh.edu Fr—
2. Click Personal and select the desired e e '
SettlngS. V] Show Lme in fareground when it starts
Personal Nfrmation mansger
(Marosoft Exchange o Mcrosoft Ousook
' Update my presence based on my calendsr nformaton
o W L] and locaten lacis nmy relatorshe

| Desplay my Out of Office information 1o contacts in my Friends and Family, Workgroup, and
Colleagues privacy relatiorshins

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 or Flickr),
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.

ONoUR~WNE

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



Setting Audio/Video Devices

The Options dialog box is used to adjust audio settings

and check audio quality.

To access Audio Device options:

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

menu.

uu coiaces, way nun auumE givsp o au.
+ Call forwarding is off

Select Your Primary Device
[ PCMicand Speakers
Your computer's default setup

Audio Device Settings

Check Call Quality

Fingtanes and Sounds

| Audic Device

Access Video settings  =———=p- oo

To access Video Device options:

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

menu.

2. Inthe Options dialog box, click Video

Device.

Call Ferwarding
File Saving

==
Audio device
Select the device youa wan to use for sucko cale: e
PC Mic and Speakers
% Tour computer's dell wehg -
Customize your devie
I';]:i Spasker [ Speskons {Hesdphones (IDT High Defirvton Auda CODEE)
Y >
2 crogons | Maushons Amay (DT tigh Definton Aua GO0EG)
| ]
L anger Soeskers [ Headshones (IDT Hgh Defintion Auda CODEC)
o =
ool g acal tohuw
Check Call Qualy.
Secondary e
o [ conce e

Set Your Presence

To indicate your presence:

1. Click the Location field.
2. Type your location.
3. Press Enter.

-10-

|:| Microsoft Lync E-@

I[’\.hatshappemngtnday 1'
Th\errj,/I Zachary @~
Awa\lab\e =
Set Your Locatil

23




Change Your Personal Options

To change your Personal options:

1. Click the Options button.

2. Inthe Options dialog box, select the
personal options that you want to change.
3. Click Ok.

|E| Microseft Lync EI@ /

I]\Mhat's happening today?

Thierry, Zachary h
| Available ~
Home =
a 7D -8 Lo ]
Lymc - Options =]
Trntant messages
Pericrul | Show emotcons in nstant nessages
Status ] Shew o messeges in e
My Bictun - -
nones | Ghange Font...
Al
Fungtones and Sounds Language
Sz Devvace Lyme Language: lingheh =
Video
Call Formarding Cualty
File Saving s o relaity, and
performance of Mcrasaft saftane and services.
Alow Mcrosoft to colect informaiton sbout haw | use Lyne
ksirn Marg
Legang
Tuam o ogegng i Ly
Turn on Windkwes Event loggg for Lyme
o0 Mars
el nton Wirdcm

e 1o the renfaten en nstasd of the ek bar

Self Help

To access Lync Help, choose one of two options:

1. Select Lync Help from the Help menu.

2. Select Help from the Options drop-down
menu, then select Lync Help from the sub-
menu.

-11-

|£| Micresoft Lync

[ lmeS]
Meet Now  Tools | Help|
F1

FEile
W\Mhat‘s happening today? Lync Help
Thierry, Zach; Welcome to Lync
I Available - .
Home = Ahout Microsoft Lync
[ ] (AN -8 o> 1
L Microsoft Lync =8 e =0
File  MeetMow Tools Help
IWhat‘s happening today?
- =
Thierry, Zachary @ -
I Available ~ File N
Home ~
Meet Now
& A .
Lync Help FL|@ Help I} >
Welcome to Lync | Show Menu Bar
About Microsoft Lync " o=
[ | -
P |




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

Share Your Desktop or a Program
Send an Attachment

Record Video

Use a Federated Contact List
Assign a Delegate

Response Group

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:

1. During a call, in the Conversation window,
click the People Options button.

2. From the drop-down menu that appears,
select Invite by Name or Phone Number.

3. Inthe Invite by Name or Phone Number
dialog box, select a Contact.
4. Click Ok.

-12-

¥ Baptiste, Lannette L [r=e =]
E Baptiste, Lannette L - In a call r
| User Services Spec 3

m EAl . Video + Share~ @v lm »

#[3- Show Participant List Ctri=R

& Invite by Name or Phone Number.. %
Connected to B
(lIbaptiste@cent fd  Invite by Email

Invite by Mame or Phone Number @

Select a contact or type a name or phone
number,

Find a contact or dial a number ,';'

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

[ | Bradshaw, Faye M - Offline 1
¢ S| ©F00 Training Manuals

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

. [ | Davis, Ivey 5 - In a meeting




Start a Video Call

To make a video call: e =
. . . . ll‘ Dotson, Wanda vailable
1. Inthe Conversation window, click Video. asst, acmiisyapfl erec
2. To end a Video Call, close the Conversation window. et - g e £ 0 ”
Start video call i
A@

Share Your Desktop or a Program

To share your desktop or an application:

. . . . ) Bapti: nnette
1. During a call, in the Conversation window,  Bartite Lamnetel SRR
. Baptiste, L tte L - Avall
click Share. [ bty
2. Select Desktop or Program from the drop- W - vieo - e PRI
down menu. B Desktop
3. When you are done sharing your desktop, B Erogram.
CI'Ck Stop Sharlng, PowerPoint Presentation..
Mew Whiteboard
Mew Pall
Show Stage

Send an Attachment

37 Thomas, Brian K = B %

To send an attachment in Instant Message, choose one
of two OptiOﬂS' I:I Thomas, Brian K - Available
r

* | user services spec 3

M| Call - Video * Share- ®- 0>

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

Cisco Phone instructions (108 KB)
Send Complete

[ Transfer of "Cisco Phone instructions.pdf" is complete,
2. While in the IM Conversation window, click the
paperclip and select the desired file. Click Ok. A©

13-



Make a Video Recording of a Meeting

Note: You must be a Presenter to record meetings.

‘i‘"”‘l Group Conversation (3 Participants) EI@

To start recording in a meeting or Conversation e &
window: M Gal v video * Share - ®&- >
e - Always on Top
1. Click the More Options button, and Presenters | ShowMenu Sar
select Start Recording from the drop-down E _ :“Z“R“”—:g s
menu. Thierry} = Take Notes Using Onehote ctri=N
[E Conneq
(Ibapti
@ LncHelp F1
I
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. —— K2
Stop Recording (3w

Recording fitke:
Baptiste, Lannette L, Dotson, Wanda L, Thierry, Zachar:

4. Select the directory Where yOU Want tO save Your recording is automatically saved ta your computer in Lync recording format. Learn More
the recording and click OK.

Publsh
Also create a version that you can publish to others (,wmv)
Save to:

C:\Users\zthierry, COUGARMET'ync Recordings

You can enter a web address such as a SharePaint 2010 asset library.

A one-hour meeting might take a few hours to process:

Manage Recordings { oK ][ conee
5. To view the saved recording, either go to the T —
directory you saved it in or click on Start > gy S -
All Programs > Microsoft Lync > " s - L O
Mlcrosoft Lync Recordlng Manager. Beciste, Larnetie L Dotson, Wanda L Thier, Compieted TOPM A0 TME  O0:I0 [ET—— &wu:

-14-



Federated Contact Lists

The Lync federation lets you communicate faster and more effectively with others outside 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.

agrONE

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

-15-



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.

-16-



