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Getting Started

Lync for Mac 2011 is the new rich
client for Lync users on the Mac
platform. It offers integrated
functionality for instant messaging,
presence, conferencing and voice.

Voice Capabilities

Lync for Mac makes it easy for users to
make calls and access features during
calls that streamline workflow for
everyone.

Instant Messaging & Presence

By simply looking at a contact name
and the presence icon associated with
that person, you can see whether a
person is available, in a meeting, or out
of the office so you can determine the
best way to communicate with them.

Audio & Video Conferencing

Users can make computer-to-computer
audio and video calls. They can also
conduct conference calls by inviting
multiple contacts to join the
conversation or initiating a meeting
from within Outlook for Mac 2011 or
Lync for Mac 2011.




Lync Basics

Starting Lync 2011 [ Exercise

Start the Lync 2011 program.
Start Lync 2011 and Sign In

First, you must log on to the network.

1. Launch Microsoft Lync 2011.
The first time you are prompted to sign in.
2. Complete the information in the Email
Address box. The email address should be

@illinois.edu rather than a department
specific domain.

3. Leave the Sign in as: box at Automatic.

4. Enter your netid and Active Directory
password and click Sign In.

. Figure 1-1: Signing into Lync 2011 for the first time.
Sign Out of Lync

You should leave Lync running in the

background during your workday. Click the red _ Microseftbvae
close button at the top left corner of Lync to ﬂi p
remove the window from your desktop and Ccme] B alable E
place it at the bottom of the screen. < § 0o ;;;to;?km :
. A @l | Off Work -
To quit (sign out of) Lync, choose one of these: — Appear Away -
H S atus
+  Click the Lync menu and choose Quit Lync. " omer m H.

» Click Status on the Lync menu and choose

. Figure 1-2: Signing out of Lync 2011.
Sign Out.

» Click the presence menu arrow under your
name in the top section of the Lync 2011
program window and choose Sign Out.

Services

Hide Lync
Hide Others
Show All

Quit Lync

Figure 1-3: Exiting Lync 2011.
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Lync Basics

Understanding the Lync 2011
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
how available you are, whether in a
meeting, a call, or away from your desk.
Your contacts will be able to see your
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. Click the status drop-down
menu below your hame to change or
reset your status.

e Type a personal note. Display your
status at a glance, whether business-
related or just for fun.

Account Settings

You can change the default settings for
availability and integration with Outlook.

To make changes to your status:
1. Inthe Lync menu, click Preferences.

2. Inthe Preferences dialog box, click the
Account tab.

3. Select the Show me as away when | am
inactive for this many minutes checkbox and
set the amount of time desired.

To change Microsoft Exchange and Outlook
settings deselect checkboxes as desired.

O Exercise

Explore the different parts of the Microsoft
Lync 2011 screen.

SNO Contact List

‘ﬂ“ Anne Beebe

t

L Contacts L. Phone (4)

Figure 1-4: Section containing personal information (Me Area).

Status Icon Description
Ayailable "| E fou are online and can participate in conversations.
Busy ‘ﬂ E You are onling but might be unable to communicate.
Ina
Conference
In a call
Appear E ou are onling but might be unable to communic ate.
Augay
Be Right
Back
Off Woark
Do Mot ﬁ ¥ou are online, but contacts that send you a message
Disturb receive an alert saying that the message was not
delivered.
Offline ﬁ You have signed out of your account
out of office * You are displaying Qut of Office information to your
CONTACTS.
status

|Or Account =
NSRS IEN = [ <NIEN
Account

Appearance Ceneral Phone Calls Alerts  History Photos

Account Settings

Sign In Address:

Show me as away when | am Inactive for this many ™
— minutes: -

Microsoft Exchange and Outlook Settings

# Use Microsoft Exchange for managing personal information
@Update my presence based on calendar information.
E Display my Qut of Office information to my contacts

Server Settings

.  rae N
Advanced Server Settings: Edit.. )

Figure 1-6: Description of presence status




|Ne Contact List
‘ﬂ“ Anne Beebe

L Contacts & Phone (4)

Q s v

Contacts List

Search

The Contact tab displays a listing of contacts. box

You can add to the list by looking names up in

the search box--search by name or phone

number. After typing in the search box, the

results will appear below the box. You can add

the name to the contact list by clicking the plus

button next to the contact.

Fabrikam Tean

E Lisa Andrews
i& Luca Argentiero
' Rajesh Ramanathan A

; Stefan Hesse §

.

Litware, Ir
'm Jamie Reding . "
» Ad tur

Work

The Lync contact card provides details about the
contact’s online status and availability based on
their calendar information. Icons at the bottom
of the card provide a launch point for
connecting with a contact (email, instant
message, call, video call, schedule a meeting,
and more). To view a Contact Card, click the Figure 1-7: Contacts list section of Lync window.
photo next to the contact's name.

P, B B OE O

You can also connect with the selected contact
by clicking one of the icons in the Contact
Menu at the bottom of the Lync window.

Geistlinger, Judith R...
Offline. Currently Busy. ...

/:‘-

Alternately, you can control-click (right-click) Title TRAINING SPEC
the contact result and choose options such as N U S s
placing a call, adding them to your contact list @ N

or to a group of contacts in your list, or pin the
contact to your frequent contacts group.

Figure 1-8: Contact Card

To set up a new group of contacts:
1. Control-click an existing group name. [ W 7 £ -

2. Choose Create New Group.

Figure 1-9: Contact Menu

To populate the new group, drag a contact into
the group or in a search result, choose Add to

Contacts List, and click the new group name. - "
Control-click to remove a contact or a group.
1 2 3
A (i) (a8
7 8 9
Phone (o s
Ccal |

Above the search box is the Phone tab. When
this tab is selected, a dial pad is displayed. This
area of Lync will be explored more closely in
the next chapter.

1% Simultaneously Ring My ... +

Figure 1-10: Dial Pad
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Lync Basics

Using He|p [ Exercise

L. Browse topics on Customizing Lync.
When you don’t know how to do something in P S

Lync 2011, look up your question in the Lync
2011 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 Help on the Lync menu.

«  Click the category that you want to
browse.
The topics within the selected category
appear.

- Type in a key word search.

Office:mac

Help & How To
» Lync Help

Getting Started Communicating with Contacts
Conducting Online Meetings Organizing Contacts
Customizing Lync Call Forwarding

Sharing and Collaboration Security and Privacy

Troubleshooting

Figure 1-11: The Lync Help window.







Voice and Video

|

" Jap

. Japheth - Available &2 {;
M sl > Wideo' ~ &%v N »

A ] i 318 o /Y

@ 'Pause‘y Video

@msn.com).
Matt Landis

yes

hi

there

/ i

S) NI IR LU SO ISR U ISR U TSNS My [
11 E ARA
10:16 AM

Japheth 10:18 AM
Emo*3

V)

o
4 >

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

Microsoft Lync 2011 works with
Microsoft Lync 2010 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 2011 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).



http://www.go.illinois.edu/myuc

Lync Basics

Make a Phone Call

You can use Lync 2011 to talk to contacts. You
can also conduct conference calls by inviting
multiple contacts to join the conversation.

Place a call

There are several ways to place a call using
Lync 2011.

1. On the Contacts tab, select a contact

2. On the Contact menu at the bottom of the
Lync window, click Call

3. Click the number that you want to call.

You can also select a contact from the contact

list and click Contact, Call from the Lync menu.

You can place a call from a contact card by
clicking the call icon at the bottom of the card.

You can also make a call from the Phone tab, in
the Dial a phone number box, by entering a
phone number or an alphanumeric number on
the keypad and then click Call.

Answer a Call

When a call notification window appears
(indicating that you are receiving an incoming
call):

e Click the Accept icon to answer
e Decline the call to send to voicemail
e Redirect the call to send to another number.

To mute or unmute your microphone, click .

To adjust the volume, drag the volume slider

To end the call, click =

O Exercise

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

I ﬂ;rﬂﬁﬁ- ;,I

Figure 2-1: Make a call using the Contact Menu

Conversation Window Help
Send an Instant Message

@ Lync Edit View Status :

Work: +1 217 :
Start a Video Call

Share Desktop

Send a File...

Send an Email Message...
Schedule a Meeting...

Lync Call

New Number...
" '

Figure 2-2: Make a call from the Lync Menu

Figure 2-3: Options at bottom of Contact Card

Judith Rose

Redirect v

Figure 2-4: Call notification window

CITES Training Services — University of lllinois
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Lync Basics

Manage Calls [ Exercise
Initiate a conference call. Call someone in

While in an active conversation window, you class and put the call on hold. Remove the

can use many call features as well as set hold. Transfer a call to another number.

controls for your calls.

e NO Geistlinger, Judith Rose -

Conference Calls ‘

=
n screen.JPG .,%’ic'lures
.

‘ mﬂ Geistlinger, Judith Rose - Available
LR

You can conduct conference calls by inviting “w. P P :
multiple contacts to join a conversation. To ol Rl 0 e oY Name or Phone Number...
invite other contacts to a call: :

1. In the conversation window, click %~ and

then choose Invite by Name or Phone Figure 2-5: Invite another caller to an existing conversation.
Number.

2. Next, select a contact from the contact list,
or in the search box enter a phone number or
email address.

To show (or hide) all participants or yourself

during a conversation, click a2
A no Geistlinger, Judith Rose

Ae Geistlinger, Judith Rose - In a Call

Put calls on hold ‘”

~.

x|
T

During a conversation you can put the call on » \. o wm. 2 M2 .
hold by clicking the #4 button near the lower

left corner of the conversation window. To $ onhold...
resume the call, click the Resume button in the #,

lower right corner of the conversation window.
Figure 2-6: Call placed on hold.

Transfer a call

To transfer a call to another contact or number,

(o NN l Géistlinger, Judith Rose

Geistlinger, Judith Rose - In a Call

1. Click the €% button

2. Click Other Person or Number | QRSN AL, 3%,

Transferring Call to Sandra Gorman

3. Select a contact from the contact list, or in
the search box enter a phone number or
email address. Figure 2-7: Call being transferred.

The call will be transferred.

10



Lync Basics

Forward a call

You can set up call forwarding and simultaneous
ring so your calls don’t get missed.

Do any of the following:

1. On the Lync menu, click Preferences. =

2. On the Phone Calls tab, under Call
Forwarding, do one of the following:

Forward calls without ringing your office phone  Select Forward my calls to, and then choose an
option from the pop-up menu.

Simultaneously ring another phone when your  Select Simultaneously ring, and then choose a

office phone receives a call number from the pop-up menu.

Only apply call forwarding options during Select the Only forward or simultaneously ring
working hours during work hours check box.

Handle unanswered calls Select Redirect unanswered calls to a phone

number of your choice.
Determine how long to allow call to ring before  Select the number of seconds in Redirect calls after

redirection. how many seconds.
enr Phone Calls ()
AN 1= Nl <SIEN
Phone Calls

Appearance General Account Alerts History Photos

Call Forwarding
@ Turn off call forwarding
Calls will ring at your work number and not be forwarded.

\:, Forward my calls to:  Work +1 217 3... »
Calls will be forwarded immediately and not ring at your work number.

(O Simultaneously ring: | My Call Recipients 2
Calls will ring at your work number and also ring at another phone.

working hours are de

Unanswered Calls
Redirect unanswered calls to: | Work +1 217 3... |5

Redirect calls after how many seconds: | 20 |5
il

Figure 2-8: Call forwarding settings.

CITES Training Services — University of lllinois 11



Lync Basics

Voicemail and Missed Calls

Missed Calls
A missed call is created when someone calls and

dOES not |eave a voicemail message_ \._n’oice Mail from Moore, Ginna (8 seconds)
M Moore, Ginna sent by [JMicrosoft Qutlook
You will be notified of a missed call or if e
someone leaves a voice mail message for you as (e ggmoore@illinois.edu (8 seconds) Vaice Mail.mp3 (44.1 KB) ) ( Preview
an email in Outlook 2011. Voloe Mall Provisw:

Ginna Moore 333-6285 I need peanut admin and goodbye.

NOTE: Voicemail messages are emailed to your Oreotsd by MkrowatSosash Toutmology. Laam o~
Outlook 2011 emall |nb0X as an mp3 attachment You received a voice mail from Moore, Ginna at aggmoore@illinois.edu

Figure 2-9: Email notification of a voice mail message in Outlook 2011.

Listen to Voicemail

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

Voice Options

Notifications and Alerts CYele Alerts =)
To make changes to your alerts: & . = ﬁ = I
Appearance General Phone Calls Account Alerts History Photos
4. Inthe Lync menu, click Preferences.
Motifications and Alerts
5. In the Preferences dla|Og bOX, click the Customize the behavior when receiving notifications and alerts
Alel’tS tab @ Bounce application icon for new IMs: | Once =
6. Select the notifications and alerts desired for N 2 e 2 A L S
new a|ertS, new instant messages and @Do not display alerts when my status is Do Not Disturb
incoming and outgoing calls. (] Do not display alerts when 'm running programs full screen
E Play sounds for alerts and calls:
New Alerts: | New Alert 1 v ] >
New IMs: | New Message 1 % ] »
Incoming Calls: | Incoming Call 1 % ] »
Outgoing Calls: | Outgoing Call 1 I3 ] >

Figure 2-10: Alerts options.

12



Lync Basics

Video Calls

You can use Lync 2011 to make video calls to
contacts in your network. You can also conduct
video conference calls by inviting multiple
contacts to join the conversation. During the
video call, you can use Lync to send files and
text messages.

To use video calling for a face to face
conversation, both you and your contact must
have a webcam, a microphone, and either
speakers or headphones.

1. On the Contacts tab, select a contact, and on
the Contact menu, click Start a Video Call.

2. After your contact accepts the call, begin
speaking to start your video conversation.

To invite other contacts to join the video call

On the ¥~ pop-up menu, click Invite by Name
or Phone Number, and then either select the
contact you want, or in the search box, enter a
phone number or e-mail address.

To change the video to full-screen mode or back
to regular size, click .

To change to an audio-only call, click N

O Exercis

E

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

Q

¥ Pinned Contacts (1/1)

1]
4

o - I
'“ . Send an Instant Message

p Fam

ily w4 Call

>

v Other Cont iR WA R e e ]

Share Desktop

+1

Figure 2-11: Initiating video call in from contacts list by
control-clicking.

L laNe) Geistlinger, Judith Rose

w Geistlinger, Judith Rose - In a Call

IR B

E
|
|

Az -

Figure 2-12: Video call

CITES Training Services — University of lllinois
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Instant
Messaging

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.

14
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Lync Basics

Create and Send Instant
Messages

Send an Instant Message

1. On the Contacts tab double-click the
contact.

2. In the bottom of the conversation window,
type your message, and then RETURN.

Note: You can add contacts to a
conversation. However, you must start the
conversation with a single contact.

Each message can be up to 8,000 characters
in length.

To add more people to the conversation:

1. Onthe - pop-up menu, click Invite by
Name or Phone Number.

2. Select the contact who you want to invite,
and then click OK.

A total of 100 people, including you, can
take part in an instant message conversation.

Receive an Instant Message

When someone sends you an instant message,
an instant message alert appears in the bottom-
right corner of your computer screen.

1. Click Accept in the invitation alert.

2. In the conversation window, type response
in the message area, and then RETURN.

End a 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.

Lna|
{
BL-mm. P a2 3t
Hi there! | have a quick guestion

Figure 3-1: Message typed in the message area

Redirect ¥

Figure 3-2: Notification of incoming instant
message.

CITES Training Services — University of lllinois
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Escalate to an Audio or Video Call

If you are in a text conversation with a contact,
you can easily add audio and video to the
conversation.

e In the conversation window, click . for
an audio call, or

e click ™ foravideo call.

Note: When you save a conversation in
Conversation History, only the text portion is
saved. Audio and video are not saved.

16
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Desktop and
File Sharing

ann Group Conversation (3 Participants)

B Group Conver sation T
L IR L B t] ~
Presemters

# Serdl Koder L
# Const Trows L
Loty % A AR © Dewy A3
# Serdl Loden °
# Covet Troe °
Anerbees

# Ykl Wang

—

FMed B«—— ams &

Bring work and people together

With Lync 2011, you can connect and
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.

In the conversation window, click .- , and
then click Desktop.

The desktop sharing window opens, and a
highlighted frame appears around your entire
desktop to indicate that the desktop is currently
visible to other participants.

To invite other contacts to the desktop sharing

session, click - , click Invite by Name or
Phone Number, and then select a contact.

In the participant's conversation window, the
Desktop sharing invitation message appears.

The participant clicks either Accept to join the
desktop sharing session or Decline to decline
the desktop sharing invitation.

To stop sharing, in the desktop sharing window,
click the pop-up menu, point to the desktop that
you want to stop sharing, and then click Stop
Sharing.

O Exercise

Practice sharing your desktop and an open
program (ex. Word 2011) with someone in
class.

' |?_I Desktop - Kelly Krout
e Currently Shared

Figure 4-1: Control bar for desktop sharing.

CITES Training Services — University of lllinois
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Lync Basics

Share Files

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

Send a file

In the conversation window, click g , locate
the file that you want, and then click Send.

or

Drag a file into the conversation 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.

aNnon Geistlinger, Judith Rose

‘” Geistlinger, Judith Rose - Available
T

L. w7 a2 TE-

34 Waiting for Geistlinger, Judith Rose to accept the file
"Course Description for Lync for FAST3 web....” (15 Kb).

DOCX

Cancel (Ctrl+C)

Moore, Ginna: (11:41 AM)

take a look at this course description and tell me what you
think.... oh, and don't forget your umbrella at lunch...it's

raining! .

Figure 4-2: Sending a file as part of an instant message

20
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Integration with
Microsoft
Outiook 2011

With richer integration of Lync 2011 than
was available in earlier versions, you can
start live conversations from Outlook
2011. Hover over a name, see a person’s
availability and then easily start a
conversation directly through instant
messaging, voice call, or video.

22



Outlook integration

Outlook 2011 interoperability

We spend a lot of time in e-mail. With the
integration between Outlook 2011 and Lync
2011 the first thing you should notice is
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 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 2011 features while
in Outlook:

1. Hover over the contact name to view the
contact card.

2. Launch a communication method from
the icons at the bottom of the contact card
(including calling the contact).

Respond Area in Outlook 2011 Contact
Window

Another way to make use of Lync’s features is
on the contact card (when hovering) by clicking
the Open Outlook Contacts option. This will
display additional tools for communicating from
the Outlook 2011 contact window (even if the
contact is not in your Outlook 2011 contact list).

Exercise:

Call a contact from the icons on the
contact card displayed when
hovering in an email message in
Outlook 2011. Send an instant
message.

# Stevenson, Regina Mosley

L

Available. Free until 1:00 PM Q
I
Title ASST. DIRECTOR, HUMAN CAPITAL
:Mee!mg =, @>I Work +1,217.244 4598 Fir ntact R
Attach 3! ) el ] Contacts Search
i Attachment | Y € L \ |L_] Contacts Searc] i
- Move L@ & @ @ O EEirElC Send/Receive

L cynmerrammygreéedback Form

Sent: Tuesday, January 10, 2012 2:20 PM
To: [ Moore, Ginna; [ Geistlinger, Judith Rose;
Jones, Janet; Arnold, Diane Kay;

Yesterday

Battleson, Bobbi Lee
MacGregor, Jake

Good Afternoon Everyone!

Would you please take the time to test this form? Simply click the link ar]
then submit.

Figure 5-1: Email message displaying contact card.

H= Db @6

| | Contact

] &

B % ™ &

oward  Map | Categorize FollowUp  Private

m B ¢ (3

Save & Close © Delete  E-mail Meeting

Bobbi Battleson
USER SRVS SPEC
Office, CITES, Company

General Organization Details Notes Certificates

Phone &

Work ¢ +1217)

Internet

Other E-mail
IM address -

battleso@illinois.edu
battleso@illinois.edu

Address &
Work 3 1529 DCL,, 1304 W Springfield Ave, , 1304..
Urbana , IL 61801

Country

Figure 5-2: Outlook 2011 Contact window.

CITES Training Services — University of lllinois
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