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Getting Started

Microsoft Lync 2010 provides a single
interface that unites voice
communications, instant messaging,
and audio/video/Web conferencing all
at once.

Find and communicate with the right
person. Presence including pictures,
skill search, location information, and
more. It gives users the context they
need to make smart communication
choices including built-in instant
messaging capability.

Create a more fun work environment
by building social connections The
rich experience of Lync 2010 helps
workers make connections across time
and distance with picture-enhanced
presence, automatic frequent contacts
lists, and activity feeds for keeping up
with co-workers.

Make every interaction a near face-
to-face meeting Transform any
conversation to include high-resolution
video-, application-, and desktop-
sharing and be fully present in meetings
without making the physical trip.

Communicate with context from
Microsoft Office applications Lync
2010 is consistent throughout Microsoft
Office and other business applications,
including color-coded presence icons,
pictures, high-resolution video, and
desktop sharing.

Stay connected from virtually
anywhere A single experience across
the PC, phone, or Web means that users
have the choice to connect from many
devices.

CITES Training Services — University of lllinois
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Lync Basics

Starting Lync 2010

With Lync 2010, starting and signing in can be
done in just a couple of steps.

Start Lync 2010 and Sign In
First, you must log on to the network.

1. Click Start, All Programs, Microsoft
Lync, and Microsoft Lync 2010.

The first time you are prompted to sign in.

2. Inthe Sign-in address box, enter your email
address. The email address should be
@illinois.edu rather than a department
specific domain.

3. Click Sign In.

To set up Lync 2010 to start automatically
Click the Options button, Personal.

Under My account, enter your email address

Click the Automatically start Lync when |
log on to Windows check box. Click OK.

Sign Out of Lync

You should leave Lync running in the
background during your workday. Click the red
X in the top right corner of the Lync window to
remove the window from your desktop and
place it on the taskbar at the bottom of the
screen.

To exit (sign out of) Lync, choose one of these:

» Click File, Sign out on the menu bar at the
top of the Lync program window.

» Click the availability menu directly under
your name at the top of the Lync window
and click Sign out.

» Inthe notification area of the taskbar, right-
click the Lync icon and click Exit.

O Exercise

Start the Lync 2010 program.

Microsoft Lync Q@@
@ v
if(rosofl'
Sign-in address: Change
|
User name:
|
Exa main ne
neone@ npl
Password:
[
Signinas: @ Available ~
=aOffice

Figure 1-1: Signing into Lync 2010 for the first time.

Microsoft Lync

File Meet Mow Tools Help

|'What's happening today?

Moore, Ginna &)~
Busy ~ k
\| SetYourLocation ~ Jption

Figure 1-2: Changing Sign in Options.

My accounk
ign-Mwaddress: Advancec
aticaly skart Lync when I log on ko Windows
by Lynic in Foreground when it starts

Figure 1-3: Lync start-up options.

Don’t see the menu bar in the Lync window?

Click the arrow to the right of the Options button and
choose Show Menu Bar.

Note: this setting is stored locally on your computer. If
you use a different computer you will need to reset.




Lync Basics

Understanding the Lync 2010 [ Exercise

Explore the different parts of the Microsoft
Lync 2010 screen.

Program Screen

Me Area

At the top of the Lync window is an area where
you can see and modify the information about
yourself that your contacts will see. Use the

“Me Area” to:

e Show your status. Lync keeps track of

File Meet Mow Tools Help

[T—:'a-:hin-;| Lyne 2014! 1

Moore, Ginna {5 -
4 Busy -
| 23 0ini Hall -+

how available you are, whether in a

meeting, a call, or away from your desk.

Figure 1-4: Section in Lync main window containing

Your contacts will be able to see your personal information (Me Area).
presence status at a glance with red,

yellow, and green indicators, as outlined

in the table below. These presence

indicators will also be visible in

Outlook.

e Type a personal note. Display your
status at a glance, whether business-

related or just for fun.

e Customize your pgrsonal plcture. You Figure 1-5: View tabs for Contacts, Activity Feeds,
can change your picture from the default Conversations, and Phone.

photo by choosing one of your own. Go
to Lync Options, My Picture to set.

FRESEMCE
STATUIS

DESCRIPTION

Table 1-1: Presence Definitions

o Availahle

Busy

= Do not disturk

Be Right Back

Aay

Off Wyiork
Offline

Unknowen

Youare ina Lync call, or, according to yvour Outlook Calendar,
wou are in a meeting, and you shouldn't be interrupted.

You dont weant to be disturbed and will see conversation
natifications only if they are sent by someone in your Workgroup.

You are stepping away from the computer far a fewy moments.

Your computer has been idle for a period of time (15 minutes by
default).

“ou are not working and are not available to contact.

You are not zigned in. If you have blocked individuals from seeing
wvour prezence, vou'll appear offline to them.

Your prezence iz not knowen. If others are not using Lync as their
instart messaging (M) program, then your presence might appear
unknowyn ta them.

CITES Training Services — University of lllinois



Contacts List

The easiest way to find people is to look them
up in the search box. You can search by name or geamh
phone number. X

Start typing a name in the search box. The
results will appear below the box. You can
hover over the results and choose many options
such as placing a call or adding them to your
contact list or to a group of contacts in your list.
You can also pin the contact name to your
frequent contacts group.

Lync automatically populates your Frequent
Contacts, based on the ten (10) contacts with
which you most often have conversations.

You can set up a group for each team you work
with so that you can see who is available at any
given time or contact the entire team.

To set up a new group:

1. Right-click on a displayed group (such as
Frequent Contacts),

2. Choose Create New Group.

To populate the new group, drag a contact into a
group, or search for a contact, and, in the search
results, right-click the person, click Add to
Contacts List, and then click the new group
name. If you wish to store a contact in more
than one group, Ctrl-drag the contact name.

While hovering over a contact, a contact card
will appear to the side of the program window.
In the contact card, you can initiate an email or
a chat session, place a call, or choose from a list
of additional communication methods (such as
place a video call, or schedule a face-to-face
meeting), as well as share your desktop. To see
more information about the contact, click the
expand button at the bottom right corner of the
contact card.

\ Find a contact or dial a number /':'

e
._\ rf\

-
L")

P

Groups Status Relationship gz -

4 All Contacts [4/11)

Arncld, Diane Kay - Available
Iwill be out of the office Tuesday, June 7. 2., ~

Figure 1-6: Contacts list section of Lync window.

Battleson, Bobbi Lee - Available
I am out of the office from Monday 613 un... =~

Note: you do not need to add a name to the
contact list in order to communicate with them.
Only add names to the list if you plan to
communicate with them fairly regularly.

Note: if duplicate listings appear in the Search
results, it may be displaying a contact you have
stored in Outlook contacts along with from the
Electronic Directory for campus.

7R
)

P

| L
-

diane
Arnold, Diane Kay

+H X
Busy  Busy for next & hours
SPECIALIST I, COMMUNICATIONS, CITES =
e o a[]

s
In=

Twill be out of the office

[

Tuesday, June 7, 2011, Twill

Arnold, Diane Kay (Contacts) - Busy
SPECIALIST I, COMMUNICATIONS, CITES

Baker, Diane M
EXT EDUCA-H YOUTH DEV I, Cooperative Extensi..

Beck, Diane M
ASST PROF, Psychology

Burdett, Diane N
XH HEAD LATE MIGHT, Division of Campus Recreat...

Clark, Diane G
WORKER,BUILDING SERVICE, Willard Airport Com...

Corsaro, Dizne Lynn
COORD INSTR. DEVLP, Surgery

Daly, Diane E
CASHIER IV. OBFS - Stu Fin Serv and Cash Ops ...

Figure 1-7: Contact communication options, including
expanded contact card.




If you wish to be notified when someone’s
status has changed (out of a meeting or off the
phone, for example), choose Tag for Status
Change Alerts. Once set, a checkmark will
appear next to this option until you deselect it.
When the person being tagged becomes
available, an alert window will appear in the
lower right corner of your screen.

Find arecent or missed conversation

In the View Bar above the search box, click the 2
Conversations icon.

Your recent incoming and outgoing instant
messages and meetings, including ones you
might have missed, appear in chronological
order, with the most recent at the top. Recent
phone calls you’ve had also appear on the
Conversations list.

There are three filters at the top of the
Conversation window:

o All: Shows 100 most recent conversations

e Missed: Shows any missed conversation
during that timeframe (100 most recent)

e Calls: Shows any calls during that
timeframe (100 most recent)

A complete list is maintained in the Outlook
Inbox folder, Conversation History.

To change the settings for this option go to Lync
options, Personal, and uncheck

For missed calls that resulted in voice mail,
click the Phone icon on the View Bar.

Geistlinger, Judith Rose - | @ call -

H

! Send annstant Message
% call 3
T @ starta Video Call
'_ & Share »
Send an Email Message
|: &  schedule a Meeting
Copy Cirl+C
ii & Find Previous Conversations
dar
Copy Contact To 3

¥ Unpin from Frequent Contacts Delete

Rermove from Contacts List Shift+Delete
=1 Open Outlook Contact

Tag for Status Change Alerts

Change Privacy Relationship 3
3 view Contact Card Alt+Enter

Figure 1-8: Tag for Status Change Alert.

[v]Save instant message conversations in my ermail Conversation History folder

[W]Sawe call lngs iy ermail Corwersation Histary folder

Figure 1-9: Lync Options, Personal to change settings
for storing conversations and call logs.

CITES Training Services — University of lllinois



View Activity Feeds (L Microsoft Lync ==
§ What's happening today? | |
Activity Feeds lets you display to others your | g’! s -
most recent personal notes, changes to your <k | 3UEastwing -
picture, to your title or office location. X ) L o
. .. - All Frequent My Activities
1. Click the Activity Feeds icon. .
2. Scroll through available feeds. @ | KenCireo
-
i * i Vi Ken Circec
An asterisk (*) will appear on the Activity Feeds i Jle—
icon when there is an updated activity for one of 1019/2010
the contacts in your contacts list. Once viewed, @ || KenCiceo .
. . ﬂ : udgef n_hae ing all afternoon ... ugh!
the * will disappear. 101972010
| ﬂ Peter Krebs
. . || | talking to customers now
You can control whether the above information 107192010

Is shared by domg the fO”OWIng' Figure 1-10: Activity Feed view showing updates from

. . your Contacts list.
1. From the Tools menu, click Options.

2. On the Personal tab, under Activity Feed,
switch the sharing of these updates on or off.

Note: Your current Out-of-Office note from

Outlook will appear in the Activity Feed, if they S 8 ¢ W
are set. Find a contact or dial a number ol
1 %P 2 asc 3 DEF
3' CIiCk OK' &4 GHI L 6 MNOD
7 PQRS 8 UV 9 Wxyz
Follow up on Voice Mail X N
Besides using the dial pad or the search box to 0 #
enter a phone number to call, you can check for i o
voice mail messages in the Phone view. It is HE AN QY Check
here that you can play back voice mail; and Voice i @i
reply by using chat or voice. A small circle will
appear over the Phone icon containing the s Sentley oy, ect-
number of new voice mail messages left for - =
you.

To listen to voice mail

1. Point to the voice mail listed, and then click
the green arrow to listen to the message.

Options for voice mail settings are available by
clicking the Voice Mail Options button at the
bottom right corner of the dial pad.

£
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Lync Basics

Using Help

When you don’t know how to do something in
Lync, look up your question in the Lync 2010
Help files. The Lync Help files can answer your
questions, offer tips, and provide help for all of
its features.

Browse for help
1. Click the Help menu at the top of the Lync
program window.
Other Ways to Open the Help Window:
Press <F1>.
2. Click the category that you want to browse.

The topics within the selected category
appear.

@ Tip: Click see all for a list of all help
categories.

3. Click the topic that best matches what you
are looking for.

For help with error messages or system-related
issues, contact your IT Support staff or call
CITES Help Desk at 217-244-7000 (or email
consult@illinois.edu).

O Exercise

Browse topics in the “How to videos™ category

of Help.

Getting started with Lync 2010

Browse Lync 2010 support

Accessibility Schedule a meeting

Make a phone call Conduct or attend a

Start a conference meeting
call Join a meeting
Recording and

playback

Figure 1-11: The Lync Help window.

CITES Training Services — University of lllinois
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Voice and Video

| ——

L L[ sapheth- Available & Vo
S p— e
A ] i 318 gl | &Y

'

[ ]

_ "

==

| @msn.com).

Matt Landis
yes
hi

there

S ) i

B L R Y T S L T P T R T P IR t
1016 AM
10:16 AM

Japheth 10:18 AM
Emo*3

V)

=/ =
Last message received on 4/22/2011 at 10:18 AM

The Microsoft Lync 2010 client works
with Microsoft Lync Server, providing
a software-powered telephone.

Users can contact anyone inside or
outside of their company. It is as
comfortable as your old phone but a
richer and more sophisticated
experience.

Lync 2010 makes it easy to add video
to a standard phone call in just one
click. With enhanced support for audio
and video devices, users can set up a
video call in minutes. This is a simple
way to improve collaboration among
coworkers and customers.

Lync Enterprise Voice* supports the
following types of calls:

Computer to computer
Computer to telephone
Telephone to computer
Computer to audio conference
Video calls and conferencing

*Visit www.go.illinois.edu/myuc to
view your account information (after
logging in at the prompt).

CITES Training Services — University of lllinois
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Lync Basics

Make a Phone Call

First let’s test the sound quality on your device:

1. Click Audio Device menu, Audio Device
Settings.

2. Under Audio device, adjust the speaker,
microphone and ringer.

3. Click the Check Call Quality button and
verify the quality of the call by following the
prompts to record and play back a test call
quality check.

4. Set an additional ringer if you want more
than one device to ring when you get an
incoming call.

5. Click the OK button when finished.

Place a call

There are different methods for placing a call:

¢ Inthe Lync contacts list, click Call to
place a computer to computer (Lync )
call, or click the down arrow next to the
Call button to choose a different call
option (enter a new number, leave

voicemail, etc.). You can also right-click

the contact name and choose Call.

e Type in a telephone number in the search

box under the View buttons.

e Enter a phone number by clicking the

Phone icon on the view bar, and clicking

the numbers on the dial pad. Finish by
selecting Call (Figure 2-2).

e |n Outlook 2010, hover over a name and
click the call icon on the Contact Card.

Answer a Call

When a call notification window appears:
e Click the window to answer

e Decline the call to send to voicemail

e Redirect the call to send to another number.

O Exercise

Adjust sound quality.

Make a Lync call (search their name). Use
the Dial Pad to call a different phone
number (i.e., cell phone). Answer
incoming call.

-~ | KraDDe, Anare - Away
.| DcL cITES Staff Net Urbana
| | Sandra Gorman - Available

&~ %4 - Call forwarding is off

#4 Custom Device

Configured in Audio Device Settings
Audio Device Settings

Check Call Quality

Figure 2-1: Audio Device Settings

1 2 ABC 3 DEF
4 GHI 5 JKL 6 MNO
7 PQRS 8 Tuv 9 WXYzZ
2 0ot
REDIAL CALL

PN | Y Check

Figure 2-2: Use the Dial Pad to enter a phone number.

[ l Message o @
L T T e—]
3 Reply Al Geistlinger, Judith Rose 4 xRl
& - Delete ) A I Available - Free until 1:.00 PM nd to
= Forward TRAINING SPEC, CITES eNote
Delete Respond = W’l .1\’ - J - v |eNc-t—:

From: # Geistlinger, Judith Rose Sent: Mon 10/24/2011 9:08 AM
To: Moore, Ginna

e

Subject: lync

1

Figure 2-3: Calling from Outlook 2010.

Geistlinger, Judith Rose
I TRAINING SPEC
is calling you

Redirect - Decline

Figure 2-4: Call notification window

14



Lync Basics

Manage Calls

Conference Calls

Initiate a conference call or bring additional
callers into an existing conversation.

1. To initiate a conference call from a contact
list, single-click the first invitee and ctrl-
click all additional invitees. Right-click one
of the selected contacts and choose Start a
Conference Call.

2. To invite another caller to an existing phone
conversation, click the People Options
button, Invite by Name or Phone Number.

Take Notes during a Conversation

You can take notes during a conversation using
Microsoft OneNote and then send the notes to
an email or another application such as Word.

1. In the conversation window, click the >>
symbol to the right of the paper clip icon
and choose take notes using OneNote.

2. OneNote will launch with the phone
conversation as the note subject. Click in
the note area, and type your notes.

3. To send notes, click File, Send and select
the method you wish (email, Word, etc.)

During a call you can place it on hold or transfer
the call to another number.

Put a call on hold

1. Inthe conversation window, click the hold
button at the bottom right corner.

2. Click the Resume Call button on the yellow
banner in the conversation window when
you are ready to continue the conversation.

O Exercise

Initiate a conference call. Call someone in
class and put the call on hold. Remove the
hold. Transfer a call to another number.

oo
[X]

Groups  Status  Relationship

_? Fahey, Amy E - Away 15 mins
Finally Friday

Flaningam, Shawn P- Available
. DCL CITES Staff Net Urbana

-~ 1 qial P Send anInstant Message
Start Conference Call Now Using Q, Starta Conference Call »

@ Lync @ start a Video Call
| start Conference Call by Calling Me At k & Share » r

| Q4 New Number... 62 Send an Email Message
3 @ Schedule a Meeting

Copy. cul+c
¥ Find Previoug Conversations
Pin to Frequent Contacts
Move Contacts To
Remove from Group Delete
Remove from Contacts List Shift+Delete
Tag for Status Change Alerts

ntegrat... Change Privacy Relationship

¥ Geistlinger, Judith Rase

[ | Geistlinger, Judith Rose - In a call
|| TRAINING SPEC

= Video - Share - & ) >

Show Participant List Cirl+R

& Invite by Name or Phone Number.., %
B4 Inwite by Email

Figure 2-5: Invite another caller to existing
conversation.

P Geistlinger, Judith Ros: S
¢ Geistlinger, Judith Rose - In a call r
» 4| TRAINING SPEC X

el o - - s @] ”
‘ © Thiscallisonhold. | Resume Call x

A Hold 0:14| R4 s -

Figure 2-6: Placing a call on hold in Conversation Window

CITES Training Services — University of lllinois 15



Lync Basics

Transfer a call
To transfer to another person or number:

1. Click the drop down arrow next to the
Transfer button at the bottom right > -

corner of the conversation window. e

2. Select the name or number to transfer to.

To transfer a call (announced) to another person:

1. Call the person getting the transferred call
and announce the call (the original call will
automatically be placed on hold).

2. Back in the call on hold window, click the
Transfer button arrow, select Current
Conversations, and click the conversation
you wish to merge with this call.

Forward a call

You can send callers straight to voicemail or to
another number or person to handle the call.

1. Click the phone icon at the bottom left
corner of the Lync window.

2. Hover over Forward calls to and select a
number (or type in a new number).

More call forwarding options can be set:
o Turning off call forwarding

o Forwarding calls to voice mail, a
mobile phone, or other number

o Set simultaneous ring.

Team Calling

Ateam call group is a defined set of people who
can answer your work calls. You can set this
feature to ring you and your call group at the
same time or at delayed intervals of 5 seconds,
10 seconds, or 15 seconds.

When a team member answers the call, the
phones of all other members stop ringing. This
feature is set in Lync Options, Call Forwarding.

Ly

Geistlinger, Judith Rose - In a call
TRAINING SPEC

™ > ~ Share ~

@ This call is on hold. Resume Call |

| -

Sandra Gorman - Offline 10 mins
I~ S| orfice ManaGER

*| Video ~ Share -

Figure 2-7: Transferring a call to another person.

4 UC-30 (3/5)

Geistlinger, Judith Rose - Available

—
= ‘ % ‘

Lyons, Kathryn M - Offline 3 days

McKinney, Anne M- Available
DCL CITES Staff Met Urbana

:-u.‘

—
T
]

Venatta, Gabrielle Justine - Cffline

5

lm Yun, Joseph Tek - In a meeting _

& - By ,r Call forwarding is off

Cakll Forwarding Is Off

Incoming Calls

Q. Turn Off Call Forwarding

@2 Eorward Calls To

@} simultaneously Ring

Call Forwarding Settings

Figure 2-8: Forwarding a call.
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Voice Options

Ringtones

To make changes to your ringtones:

1. In Lync, click the Options button and

select Ringtones and Sounds.

2. In the Ringtone list, click the ringtone that
you want. Lync will play a test tone for you.
The volume of the ringtone should be
adjusted on the device as applicable.

3. Select the ringtone desired for your own
phone, or for other calling scenarios, as
listed.

4. Click OK to save changes.

Sounds (Windows 7 only)
1. Click the Sound Settings button.
2. Click the Communications tab.

3. Set the sound (80% reduced is default) from
speakers (music, etc.) that will be heard in
incoming and outgoing calls.

Set an secondary ringer

You can select an additional ringer, if you want
more than one device to ring when you get an
incoming call. For example, you may want your
computer speakers as well as your device to ring
on an incoming call.

1. In Lync Options, click Audio Device. (or in
the lower-left corner of the Lync window,
click the audio device menu, and then click
Audio Device Settings.)

2. Under Audio Device, select the Also ring
check box, and then, from the drop-down
list, select an additional device. You can also
select the Unmute when my phone rings
checkbox. Lync will then automatically
unmute your speakers if there is an
incoming call.

General
Personal
Stats

My PictLre
Phones

Alerts
Ringtones and Sounds
Audio Device
Video Device
cal Forwarding
Fie Saving

Ringtones
Click 1o hear each ringtone play through your audio device.

LowKeywave
PLreTe

x|

Sound Settings

Windaws Merdia Player

[]Pause Windows Media Player for calks and online meetings

o« [ cacel J[ rep

Figure 2-9: Ringtones and Sounds options.

Secondary ringer

| Alsa ring:

|5peakers {Realtek High Definition Audia)

Unmute when my phone rings

Figure 2-10: Secondary ring settings.

CITES Training Services — University of lllinois
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Lync Basics

Voicemail and Missed Calls

Voicemail Options

1. To set options for your voicemail, click the
Phone icon.

2. Below the dial pad, click the Display voicemail
options menu.

3. Click Set up Voicemail. You will be taken to
Outlook Web App where you will log in using
your net id and AD password.

4. In the Web App screen that appears there are
several different options you can set including
call answering rules, greetings, Outlook voice
access, resetting your PIN, notification settings
(to send an email to your inbox or send a text
message when you’ve missed a call).

Forward calls to Voicemail

1. Click the Call Forwarding button on bottom left
corner of Lync window and then Call
Forwarding Settings.

2. Click the option for Unanswered calls will go
to, and change how many seconds to wait before
sending incoming calls to voicemail.

Listen to Voicemail
1. Click the Phone icon in Lync and click Play.

2. From another phone device you can call
217-333-MAIL (6245) followed by your 10-
digit campus number and PIN.

NOTE: Voicemail messages are emailed to your
email inbox as an mp3 attachment.

Missed Calls

A missed call is created when someone calls and
does not leave a voicemail message. Missed calls are
tracked in the Conversations Menu in Lync.

You can also view your missed calls, voicemails,
and instant message conversations directly from
Outlook in the Conversation History folder in the
inbox. This option can be disabled in Lync options,
under the Personal settings, if desired.

It is also possible to be notified of a missed call by
email or a text message if your Voicemail is set up
for this option.

Figure 2-11: Display Voicemail Options Menu

(o] LA >
- [} EH
A=
All Missed Calls
&o Geistlinger, Judith Rose 6/14/2011 =
Phane Call
= #| Stevenson, Regina Mosley 6/14/2011
Did you get anyone to sign up for the Lync preview?
&) Arncld, Diane Kay 6/14/2011
%D - still plugging along. haven't talked to Regina so for.
% Geistlinger, Judith Rose 6/14,/2011
Phaone Call
Scott Katelyn 6/14/2011
E tell judi hi /will do
= Scott Katelyn 6/14/2011

hey, girl  you're doing lync training now? cool

G Mare Tn Outlook
View Mare In Outlook

g~ R - Call forwarding is off

Figure 2-12: Conversations Menu

ZJ Voice Mail from Peler Krebs 18 sec..

ted ta check with you on the preg
an you call me back when you have)

Figure 2-13: Missed call notification and voicemail as displayed in
Outlook 2010 Email.
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Lync Basics

Video Calls

For the closest thing to a face-to-face conversation,
use the Video Call feature in Lync.

If you have a webcam set up, you can choose to
allow your contact to see you during your
conversation.

Plug in a Webcam

In order to communicate in a video call you must
first connect a webcam to your computer. Lync will
automatically detect the webcam and use it for your
next video call.

1. In Lync, click the Options button.
2. Click Video Device.

3. If your camera is correctly connected to your
computer, the video picture is displayed. If you
have another program open, such as your
webcam program, you won’t see the video
picture until you close that program.

4. If you have more than one video device and
want to switch, select it from the drop-down list.
If you have only one device connected, that is all
that is displayed in the drop-down list.

5. To adjust any settings, including color balance,
contrast, and brightness, and black-and-white
mode, click the Webcam Settings button. Click
OK when complete.

Now you’re ready to...

Add video to a conversation

In the Conversation window, click the Video
button to start your webcam and initiate the

video feature. The video call starts. You can

continue to send instant messages to the call
recipient and also to other contacts.

If you accept someone’s incoming
video call, they will not see you unless
you add video from your side of the
conversation.

O Exercise

Check video device settings. Initiate a
conversation with someone in class and then
start a video call. End conversation.

- v oo

Figure 2-14: Video Device Options

L, Kim Akers, Heidi Steen, Carlos Carvalio 88 [ESNIEE R

Group Conversation (;
Kim Akers, Heidi Steen, Carlos Carvallo
™ *  Video e~ 0 >
‘ i A "I &t [ri - Starting video conference.. w
= 1

Figure 2-15: Video button in Conversation Window.
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Lync Basics

Accept a Video Call [ Exercise

Practice accepting a video call from someone

If you don’t have a webcam you can view the in class.

caller’s video feed and the caller will see a
video icon placeholder for your feed. The caller
won’t see you unless you add your own video

feed to the conversation. r‘-f}' Kim Akers, Heidi Steen, Carlos Carvallo E@li—hf
1. Inan open conversation window, caller — ,
e . . . i Group Conversation (’
initiates video. Lync will automatically P & kim Akers, Heidi Steen, Carlos Carvalio %
display caller video in conversation window.

M Phonelr Video 3hare People(3) ~ >

2. To display your webcam, click Start my | - St Wiico condstence | A8
video. :

3. Click View to show a preview window or
change webcam settings.

Figure 2-16: Initiating video call in a conversation

M * Video ~| Share~ &0
A b i Ay 24 g [0 A -
Moore, Ginna ) @8

|@ start My Video _|

Turn on my webcam

Figure 2-17: Start my video button to display webcam to caller
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Instant
Messaging

[ Bharat Suneja = |-

x Bharat Suneja - In a call
: PRODUCT DESIGNER
M Gall ~ Video - Share ~ - |
2 W i (- wooe oll | W&
Paul Koch B4

Hi Bharat, let me give you a call..,

Bharat Suneja 8:48 AM

Did you get my report about next year's budget?
= Connected to Paul Kech (paul@fabnkam.com).

The Internet has revolutionized the
way we communicate. E-mail has
been the most rapidly adopted form of
communication ever known. Less than
two decades ago, not many people had
heard of it. Now, many of us e-mail
instead of writing letters or even
calling people on the phone. People
around the world send out billions of
e-mail messages every day.

But sometimes even e-mail isn't fast
enough. You might not know if a
person you want to e-mail is online at
that moment. Also, if you're e-mailing
back and forth with someone, you
usually have to click through a few
steps. This is why instant messaging
(IM) has become so popular.

CITES Training Services — University of lllinois
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Lync Basics

Create and Send Instant
Messages

You can have instant messaging (IM)
conversations with one or more contacts in
Lync. You can also carry one more than one
conversation at a time. You can choose the font
type and characteristics, such as bold, underline,
italics, and color for your message text. You can
also insert emoticons and paste text and tables
that you copied from other Microsoft Office
programs, such as Word and Excel. You can
escalate the conversation quickly into a phone
call by clicking the Call button, or a Video call
by clicking the Video button. You can attach a
file by clicking the paper clip icon.

Send an Instant Message

To send an instant message to one person:

1. Inthe Lync program window, in your
Contacts list or search results, double-click
the person you want to get in touch with.

2. In the message input area, type a message,
and then press Enter. You can tell when the
other person is responding when an icon
appears above the message input area
showing that the person is typing a message.

To send separate instant messages to different
people (at the same time):

1. Start an instant message conversation using
steps 1-2 above.

2. Without closing the existing conversation,
start a completely new conversation with
another contact, number, or group.

End a Conversation

When you’re done with an IM conversation,
click the Close button (X) in the upper-right
corner of the Conversation window.

O Exercise

Practice sending an instant message to
someone in class. Make some format changes
to your instant messages. Try out some
emoticons.

EEX

W Philip Nyman

Fhilip Myman - Available
' ~| CLENT RELATIOMSHIP COMSULTANT
M Call ~ Video - Share~ @~ 0 *®
Hi Phill Are you working today too?| A @

Figure 3-1: Message typed in the message area
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Format an Instant Message

You can bold, italicize, underline, or change the
font type, color, or size of a selection of text in
the message input area of a current IM. You can
also set options for all future instant messages.

Format message text for the current
message

In the Conversation window, in the message
input area, select the text that you want to
format and do one of the following:

e Click the Formatting button (A) in the
message input area, make the changes that
you want, and then click the message area to
accept the changes.

¢ Right-click the selected text, click Change
IM Font, make the changes that you want,
and then click OK.

Set text format for all future messages

1. Inthe Lync program window, click the
Options button.

2. In Lync Options, click General.

3. Under Instant messages, click the Change
Font button.

4. In the Change Your Font dialog box, select
the options that you want, and click OK.

Add emoticons to instant messages

1. Inthe Conversation window, in the message
input area, click where you want to add an
emotion.

2. Click the Emoticon button (happy face), and
then click the emoticon that you wish to add
to the message.

* Philip Nyman

Philip Myman - Available

g “'-, CLENT RELATIOMNSHIP CONSULTANT

7| Styles~ L Seled
[ Editing

I p 0] Call - Video = Share~
x

’@ McKinney, Anne M - Offline 2 days
24

\ . | Venatta, Gabrielle Justine - Offline
2

é?u:l - % + Call forwarding is off

H Yun, Joseph Tek - Qut of Office 15 mins
o i | 1 Wl UL 0F the office from Friday, July Stht., -

Figure 3-2: Formatting applied to typed message.

Lync - Options

Instant messages

Persanal
Status
Iy Picture

Phanes
LY

Change ForL. ..

Figure 3-3: The Lync Options

| Shorw ematicens in instant messages
[+ Show an afternating badkground oolor for messages n the conversation

window, changing the font

for all future instant messages.

HiPhill Areyowworking _

today too? &

@G

y (| (32
= Surprised sml\ey:—O 'EJ = =

DOV wIDY e
BeEwo6e&de L
Ot @2 @ Eaw
FIF A= B D
Ao®L,rRJ XD &
SRACILIUILIE I

[ v
@

i
©F

Figure 3-4: Emoticon added to instant message
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£ Exercise

Receive an Instant Message : - :
Practice receiving an instant message from

someone in class. Accept some, redirect one

When someone sends you an IM, an alert 4 i i :
and decline one. Find a previous conversation.

window appears in the lower-right corner of
your computer screen. Do one of the following:

e Accept the invitation: click the alert ' ﬂ Diare ot s
" C T
! Hi Kevin Reply

e Redirect the invitation: click Redirect

. . . . . Redirect ~ Ignore
e Decline the invitation: click Ignore

Figure 3-5: Alert window

F|nd a preViOUS Instant Message @ Send an Instant Message
conversation R, Call .
Starta Video Call
Find a previous conversation with a specific o Share »
contact by doing the following. G2 SendanEmail Message
Schedule a Meeting
1. In your Contacts list, right-click the contact Copy cul+c
whose previous conversation you want to (¥ find Previous Conversations
VleW 44 Pinto Frequent Contacts
Move Contact To 3
2. Click Find Previous Conversations. remeiefom&ete | Do
Remove from Contacts List Shift+Delete

] CpenOutlook Contact

Outlook opens and displays that contact’s Lo for Status Change Alerts
conversations in the Conversation History Change Privacy Relationship \
folder. B View ContactCard Alt=Enter

Figure 3-6: Right-click on contact and choose Find Previous

Conversation
[§ All Mail tems - Microsoft Outlook - = x
i File Edit View Go Jools Adions Help Type aquestion for help |+
Padmnew ~ | dgn B X | ChReply GERepito Al 2 Forward | B W | Y send/Receive - [ % i [S]Enable Live Meeting -

: (1 online Mesting _

2] All Mail Items (Search Results) Conference call with Arnold, Diane Kay, Battleson, B

« Arnold, Diane Kay;  Battleson, Bobbi Lee; @ Moore, Ginna

| (dianeo@illinois. edu) [Message Class]: IPM.Note Mi| x|+ | ¥

Arranged By: Outlaok Data File Aontop |4 f| 0 Moore, Ginna
sent ‘Wed 6/22/2011 11:08 AM
(& Mailbox - Moare, Ginna odest ny HR
5D Mo a 6/22/2011 B
all with Arnold, Diane Kay, Battl... =
6/14/2011

Conference call with Arnold, Diane Kay,
Battleson, Bobbi Lee
Duration : 01 Minutes 08 Seconds

Arnold, Diane Kay
SPECTALIST IT, COMMUNICATIONS
* 333.1161

6/6/2011

6/6/2011

6/5/2011
with Amold, Diane Kay

6/2/2011
u, Arn

(3 Geistlinger, Judith Rose 5/26/2011 L L

22 Ttems All folders are up to date. {3 Connected to Microsoft Exchange ~
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A

DESk‘tOp and Bring work and people together

F-I Sh = With Lync 2010, you can connect and
i e arl ng share your work directly from within
Microsoft Office applications — send
your document through Lync or share
your desktop from Save & Send in the
File Menu.




Lync Basics

Share your desktop

Let everyone in a conversation view what is on
your desktop.

1. In Lync, double-click a contact that you
want to share with (or right-click the contact
and choose Share, Desktop).

2. In the conversation window, click Share. If
you have only one monitor, click Desktop.
Otherwise, click the monitor that you want
to share.

When you are actively sharing, a bar is
shown at the top of the window that reads
You are now sharing. The meeting stage,
in the right pane, shows a preview of what
attendees are seeing, and a glow appears
around the area being shared.

Choose an open program to share

1. In Lync, double-click a contact that you
want to share with.

2. In the conversation window, click Share.
Click Program.

3. In the Share Desktop or Applications
dialog box, under Select applications
you want to share, click the program that
you want to show, and then click Share.

Stop sharing desktop or open program

1. On the sharing bar at the top of the
screen, click Stop Sharing.

Give control to others

When you start sharing your desktop, a monitor,
or a program, you’re the only one in control.
You can also allow others to use their own
mouse and keyboard to navigate and make

O Exercise

Practice sharing your desktop and an open
program (ex. Word 2010) with someone in

class.

w philip Nyman M=

M

computer...

Philip Myman - Available
5| CUEMT RELATIOMNSHIP CONSULTAMNT
Call = Video ~ Share~ @ | *
@ Desktop %
@ Program..
Show wour deskkop 2
PowerPoint Presentation..
Mew Whiteboard
Mew Pall
Show Stage
Phil, I'm getting a strange message on my A ©

Figure 4-1: Sharing desktop in the conversation window
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Currently sharing Give Control = & Stop Sharing x

Figure 4-2: Sharing bar at top of screen in shared desktop

changes to whatever you’re sharing. You can
or program

take back control at any time.

On the sharing bar at the top of your screen,
click the Give Control button, and then do one
of the following:

e To allow anyone in the meeting to
automatically take control of your
computer, click Automatically accept
control requests.

e To give control only to an individual,
click the person’s name under
Attendees.

If you choose an individual, this person
can immediately control your mouse and
make edits using his or her keyboard. If you
choose the Automatically accept control
requests option, people will automatically
get control when they click Request
Control, on the sharing bar.

Take back control
To take back control, on the sharing bar at the

top of your screen, click Give Control, and then
click the selected option, either:

e Automatically accept control requests
or

e Take back control.
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Lync Basics

Share Files

There are a couple of ways in which to share
files using Lync.

Send afile
From within Lync, in a conversation window:

1. Click the paperclip icon in the top right-hand
corner of the window, navigate to where the file
is you wish to share and click Open.

2. Click and drag a file from a list of files on your
computer (or a desktop shortcut) to the open
instant message window.

From within a Microsoft application:

1. With a document open in the application, click
on the File tab on the Ribbon and choose Save
and Send.

2. Select Instant Message and complete the
information in the Send by Instant Message
dialog box.

3. Click Send IM.

Receive afile
1. Click on alert window for new instant message.

2. Double-click the long rectangular button to start
the file transfer.

3. After a few seconds the conversation window
will display a message notifying you of the
successful transfer of the file being shared. It
will also suggest that you scan the file with an
anti-virus program before opening it.

® INEEE

Philip Myman - Available
|| * 5| CLENT RELATIONSHIP COMSULTANT
M cal #0070 . —

[% Send a File to Philip Nyman
This conversation is saved in the Conversations tab in Lync
and in the Conversation History folder in Outlook.

* Video - Share~

Look. i ..:" My Documents

oY |) Camtasia Studic 3
\&ﬁ (L lvnc quick starts i
My Recert My Diaka Sources 4
Documents 53y Fragments @
7= ILIMy Meetings
La dMy Music
Desktap .ﬁMy Pickures

IC2)My Practice Files

|Z)My Received Files
.;‘ﬂMy shapes
Pty videos

Here's a draft of the proposal I was telling you AQ
about. Let me know what you think. - ‘

My Documents

@My teb Sikes

. |C)snaglt Catalog
:_‘jl-g | Tokal Training
ILTT Installer Logs

by Computer

Figure 4-3: Sending a file as part of an instant message

Send by Instant Message

Attaching this document to an instant message provides
the following:
Everyone receives separate copies of this document

Changes and feedback need to be incorporated
manually

To: @ Peter Krebs; B Marjinder Kaur; 8,

Subject:  Contoso Eastern Region Sales Report
Message:

Let's take a look at this before the meeting today.

&)

Send IM

Figure 4-4: Sending a file from within an application via
instant message

W Microsoft Outlook 2011May16 EEx
4 Geistlinger, Judith Rose - In a meeting
TRAIMING SPEC

™ Call ~ Video ~ Share~

8- 10 ”

to accept the file and begin the file transfer. R
[

Micrasaft Outlook 201 1May 16 (23311 KE)

[ Double-click here to start transfer ]

Accept (Alt+C) Save As..(Alt+5) Decline (Alt+D)

Last message received on 7/12/2011 at 2:54 PM.

Figure 4-5: Receiving a file via instant message

28



Integ l'atiOI'I With With richer integration of Microsoft Lync

2010 than was available in earlier
- versions of Outlook, you can start live
M ICI’OSOft conversations from Outlook 2010. Hover
over a name, see a person’s availability
and then easily start a conversation

outIOOK 201 o directly through instant messaging, voice

call, or video.

Home S5end / Receive Folder View
= EIIENEEE
Mew MNew New MNew Online Today MNext7 Day
Appaintment Meeting Items - Meeting Days
Mew Online Meeting Go To
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Outlook integration

Outlook 2010 interoperability

We spend a lot of time in e-mail. With the
integration between Outlook 2010 and Lync
2010, you should notice presence indicators
next to addressee names in Outlook contact lists,
received emails and calendar entries.

Presence indicators

Whether you are inviting someone to a meeting
using Outlook calendar or receiving an email in
your Inbox, the presence indicators that we first
noticed in the Lync program window and
contacts list are displayed.

To take advantage of Lync 2010 features while
in Outlook:

1. Right-click on the name of the contact.

2. Choose an option from the menu that
appears.

Notice that by right-clicking you can view
availability, send mail, add to Lync contacts,
send an IM, or tag for presence alerts.

Hovering over the name will display the
contact card for that person where you can
also choose various ways to communicate.

Respond Area

Another way to make use of Lync’s features is
on the Outlook Ribbon, Home tab, Respond.

With an email selected from the Inbox, click the
More command to call the addressee instead of
replying by email.

Lync Contacts list in the Outlook To-Do Bar

Phone calls, Video calls, instant messages, desktop
sharing and more can be initiated from within Outlook
2010 hovering over a contact in the Contacts list
displayed in the Outlook 2010 To-Do Bar.

Exercise: Initiate a phone call while
in Outlook. Try avideo call. Send
an instant message from Outlook.

SESESES G N FEEE_©

Reply Reply Forward Delete Move to Calendar Other Categorize |
to All Folder - Actions ~ i

Respond Actions OF

Received for tcentercourses.
Geistlinger, Judith Rose accepted.

From: Geigtlinger, Judith Rose
To # Moore, Ginna

Cc

Subject: Accepted: Projector change

Figure 5-1: Meeting invitation window with presence
indicators next to meeting owner and invitee names

4 January 2012 3
SuMao TuWe Th Fr Sa

1 2 3 4 5 6 7
s 9[10]11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30 31

Today

Lync 2010 Basics (early adopter)
1:00 PM - 4:00 PM
28 H r = 2; tcentercourses

Tomorrow
4 appointments

Arrange By: Flag: Start Date Today on top

4 ¥ No Date

4 Training Services
#| Geistlinger, Judith Rose
4 UC-30
Arnold, Diane Kay
Battleson, Bobbi Lee
#| Geistlinger, Judith Rose
Lyons, Kathryn M
MacGregor, Jake
McKinney, Anne M
@ Myhre, Theodare
#| Philip Myman
Strong, Dena L
#| Venatta, Gabrielle Justine
« Wolf, Ava R
@ vun, Joseph Tek
> Family
> Other Contacts

Figure 5-2: integration of Lync contacts list into To-Do Bar
in Outlook 2010.
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