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Sign-in to Lync

To open Lync:

Click Start.

Select All Programs.

Select Microsoft Office 2013.
Select Lync 2013.

il S

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 ends with central.uh.edu.

2. Click Sign In.

If someone other than you is logged

into the computer you are using,

Lync requests your CougarNet password for verification.

Lyne - o x

Lync

Signin

Sagn-in address:
sthirmp@enteal uhedu

Delete my sign-in info

Signin as:
W Auailable =

shgnin

& Microsoft Carparatian. Al Fights reserves,

The Lync Window

The Lync window is your gateway to all of the communication tools that are available.

One week of
conversation history
Status/presence ,
®» Lync - B8 X
hat's happening today? Dial pad
Thierry, Zghary ~
Available
Location s Generalffervices Bldg ~
° P 2 € Options
8 -'J 2 P
Search field > Find someone or dial a number yel
Sort by group ==————=p GROUPS STATUS RELATIONSHIPS = NEW o
gu—— N N N -
Baptiste, Lannette L - Inactive 15 mins
Rodriguez, Maricela - Away 8 hours...
4 (Other Contacts (5/19)
I Bhakta, Anita - Available - Video Capa...
Birkline, Robert D - Away 1 hour
Contacts e
Bradshaw, Faye M - Away 25 mins
Burkholder, Catherine - Offline 83 d...
! Castillo, Matthew - Offline & hours
Creighton, George B - Away 45 mins
. — -
Selgct audio Call forwarding options
device
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Add a Contact

Create a Contact entry for people that you communicate with
often; it makes communicating easy. For example, a call can
be placed to a Contact with one click of a mouse.

To add a Contact:

1. Type a name in the Search field.

The person’s contact information appears in the area below
the Search field.

2. Right-click the name of the person you want to
add as a Contact.

3. From the menu that appears, select Add to
Contacts List.

4. Select the desired Contact group.

®

What's happening today?

£

dm]l|

NAME

Dooling, Brian J - Available
Analyst, Telecom 3, Technology Services 8.

Dooley, Der

L ) o> o

Lync - 0 X

Thierry, Zachary
Available »
General Services Bldg ~

B SendanIM

Student Worke| €, Call '

Dooling. Ste M Start a Video Call

B Send an Email Message
E Schedule a Meeting
Copy

ﬁ Find Previous Conversations

Add to Favorites
Add to Contacts List
Tag for Status Change Alerts
Change Privacy Relationship »

|85 See Contact Card

Create a Contact Group

Create groups to help you organize your Contacts. Create as
many groups as you need for college, department, project
team, students, family or friends.

To create a Contact Group:

1. Click the Add a Contact icon.

2. From the menu that appears, select Create a
New Group.

A New Group heading appears at the bottom of the window.

3. Click on New Group then type the desired name
for the new group.

To move or copy a Contact to a group:

1. From the menu that appears, right-click a
Contact and select Move or Copy.

®

What's happening today?

£

Lync - 0 X

Thierry, Zachary
Available *
General Services Bldg ~

° Lo ] G-

[ ] -k;l B4

Find someone or dial a number Fe
GROUPS | STATUS = RELATIONSHIPS = NEW 4.{;‘

ﬂ Rodriguez, Maricel

4 Other Contacts (5/19)

-

Baptiste, Lannette |~
Add a Contact in My Organization

Create a Mew Group
Display Options
Bhakta, Anita - Available - Video Capa...

HE Pirlline Rohart T Awea b

Lyncirdin, £suug - Uttline > day's
Beast!

LyncTrai 8005 - Offline 6 days

4 Mew Group

- CALL FORWARDING OFF
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One-click Calling

To call a Contact with one click: | gy pnan 2 e
1. Hover your mouse over a Contact’s picture. a @ @
2. Click the Handset button that appears. I Garcia, Guadalupe - Available

Answer a Call

When you receive a phone call, a Call Invitation alert appears in the
lower right corner of your screen. @

Choose an answering option:

Docling, Brian J

1. Click anywhere on the alert. Anslyst, Telecom 3
2. Click Ignore to send the call to voice mail. B voice Mail Options ~  Ignore
3. Click Options to send the call to voice mail, to your mobile [ Mobile +1 (713) 777-9311

phone, reply with instant message (IM) or set status to Do B Reply byIM

Not Disturb. :ﬂ Set to Do Mot Disturb

Send an Instant Message (IM)

oy, an g - Mvdlaoie

I
- [ JONORC)
1. Hover your mouse over a Contact’s picture.

Click the IM button that appears. O Garcia. Guadalupe - Avaitsbic
3. Enter the desired message in the message input

To send an Instant Message (IM):

N

W Fogle, Rushad @ - o ®
area of the IM window that appears. r,..,.i I
4. Press <ENTER> to send the message. ’ e, T
Click the ‘A’ in the message input area to change the font style,
size or color. Click the emoticon (smiley face) to choose from an
array of emoticons that accurately conveys your emotional state. /

Set-up Voice Mail

To set-up voice mail: s W i
Find someone or dial a number o

1. Click the Keypad icon.

1o D ABC 3 DEF
2. Click the Voice Mail options icon. 4 6 5K 6 MNo

7 PQRS 8 Tuv 9 wxvz
3. Select Set-Up Voice Mail from the menu that * 0+ #

appears. Redial L can
E PN Q¥ Check / Call Voice Mail
K Change Greetings
VOICE MAIL o
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Listen to Voice Mail in Outlook

When you receive a voice mail message, the message appears in
your Outlook Inbox.

1 Thiemy, Zachary 957 AM
Voice Mail fram Thierry, Zachary (15 seconds) 0
To listen to your voice mail in Outlook: /
1. Go to your Outlook Inbox. | g
o - 4 —

2. Open any email with Voice Mail in the subject.

3. Click the blue play button to listen to a message.

Listen to Voice Mail in Lync

To listen to voice mail in Lync, choose one of two options:

Other /

I
1. Click %= . Your voice mail appears at the bottom of the @ ®'

window. Hover your mouse over the picture of the person Richard, Juanette L 8/13/2012
~
=3

who recorded the message. Click the Play button. Lyne Call =

View More in Outlook

T \PG’ - CALL FORWARDING OFF

L3 Lyne - 0 x
What's happening today?
m Thierry, Zachary
Available *
2. Type 713-743-6111 in the Search field, press <ENTER>. Lync General Services Bldg ~
dials the Voice Mail system. Follow the prompts. e /e G-
7137436111 *

View Missed Calls in Outlook

When you have a missed call, a missed call notification

=i Davi
appears in your Outlook Inbox. ) Davis. vey 5 e

Missed call from Davis, Ivey 5

To view missed calls in Outlook:

1. Goto your Outlook Inbox. You missed a call from Davis, Ivey § at isdavis@central.uh.edu
Caller-Id: isdavis@central.uh.edu
. . ) ) . Job Title: Lead, User Services Spec
2. Open any email with Missed Call in the subject. Company: University of Houston
Work: 713-743-1411
E-mail: 1SDavis@Central.UH.edu
IM Address: 1SDavis@Central.UH.edu
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View Missed Calls in Lync

Two view missed calls in Lync: ® Lyne - 8%
What's happening today?

1. Click the Conversations icon. 1 I“a'ﬁ;?l‘fa o
GenegajMervices Bldg =

[ o L~
ALL = MISSED CALLS
Dooling, Brian J 10/9/2013
Missed Call

Information for Lync Meetings and Conference Calls

There are four classifications for meeting participants:

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

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

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

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 (i.e., Rolm, Cisco, mobile or an off-campus
phone) 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 can be given access 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. The Conference ID is assigned by Lync and appears in a Meeting Invitation.
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

7 Using Lync 2013 for Windows


http://www.uh.edu/infotech/_documents/lync_documents/ConferencingWin2013-102713.pdf
http://dialin.central.uh.edu

Schedule a Phone Conference or Lync Meeting in Outlook

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

To schedule a phone conference or Lync meeting in Outlook:

1. Open your Outlook Calendar.
2. Click New Lync Meeting on the toolbar.

= ze e @D U O

Mew Mew  Mew MNew Lync  Today Mext7 Day  Work ) Open  Cale
Appointment Meeting ltems~  Meeting Days Week [=] Schedule View Calendar ~ Grot
New Lync Meeting Go To [F] Arrange m Manage Calenc

3. Set the meeting date and time.
4. Click Send.

All attendees will receive a phone number to dial-in and a web address. Non-Lync users may choose one of two
options to join a meeting: Lync Web App or Lync Attendee. For more information, see UIT document Usina anc

Web App or Using Lync Attendee.

Call Forwarding

There are three call forwarding options. To access all three options, )
click the Options button then click Call Forwarding in the Options What's happening today?

dialog box. Thierry, Zachary
Available *

1. Turn off call forwarding — calls will ring in Lync fenerl SenvcesBidg ™ 1’4
o] [ | -> fo R
and your desk phone. . e

Lync - 0O x

2. Forward my calls to — sends calls directly to
voice mail, another number, a Contact, or a

Gereral Call formardng
[ (1 Tumoff call forwarding e

Delegate. Gortacs s " ot vou st ok ad ot b fovrded,
My Pcture ({,’. f“ronnnl-vulﬂl: j.
ey /) o
»u-unr-am:m/ "\2; 1 Simuslancousy ring: ble 713

. . e o pevee P — S
3. Simultaneously ring — calls will ring in Lync and viso oever
. . . m ‘our current call forwardee settings:
your desk phone, while also ringing at another Fesm |
Cade vl ring youu o waork 41 (R3T) B4-4761.
location that you set. Simultaneous ring must A —

be selected to use the Lync Mobile App.

B SU L BILILULE

? Lync Call

Call Forwarding is Off

Note: All Call Forwarding options can be accessed by

Incoming Calls

clicking the Call Forward button at the bottom of the €| Tum Off Call Forwarding
Lync window. Select the desired option from the > Forward Calls To s
menu. t" Simultanecusly Ring 3

Call Forwarding Settings
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http://www.uh.edu/infotech/_documents/lync_documents/Web-AppWin2010-102313.pdf
http://www.uh.edu/infotech/_documents/lync_documents/Attendee2010-093013.pdf

Transfer a Call

To transfer a call:

!‘w Daooling, Brian J H - 0 x
1. Inthe Conversation Window, hover over the Call /A -
0ptions button. DIALPAD  DEVICES 'IRANSFERCAI%
. My Numbs ~
2. Click Transfer Call. T
EI Mobile +1 (713) 777-9311
3. Select Another Person or Number or Parking Lot. Other Options -

&5 Another Person or Number
€ parking Lot

f&

®0©e® -

Saved Conversations

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

Lync - Opticns.

To manage how your IM conversations and phone logs

are stored in Outlook: .<. L —
Status F nustomaticaly start Lync when Tlog on to Windows
. ) . . Hy Pilure JF showLync in the foreground when it starts

1. Inthe main Lync window, click the Options prse T

button. mh;;dhm [Mrcrasest Exchange o tacrossft Cutiook =

. i ) Vidro Devier ¥ Lipdate my [ ¥ Infrmation

2. In the Lync options dialog box, click Personal Cllrarwaiong P ; -

then select the desired settings. R R i NSRTR, S e
3. Click Ok. oo o

Set a Picture

Lync 2010 for Windows must be used to add a picture to your Lync contact card. See UIT document Usina anc
2010 for Windows for the steps required to add a picture. Lync 2013 can be used to hide a picture.

To hide your picture:

. . . . e - ODptions x|
1. Inthe main Lync window, click the Options e uoens =
button. s i
. . . . = 1= Show e
2. Inthe Options dialog box, click My Picture. Cortocta it xgﬂbﬁgﬂp.m"_mmmwwwm_m
; ; O TE— 552 B e one ht away.
3. Select Hide my picture. v R,
4. Click Ok. Rlingtones and Saunds Dt sharw my pictuee fn néhers.
:::::\:: Haite: Peapie might stll be able to see your picre oubside of Lyne. Lise Edit or Aemave Picune o
o ——— Ll completaly.
e Song Lt or Femave Pidurs
I
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http://www.uh.edu/infotech/_documents/lync_documents/client-windows-080713.pdf

Audio/Video Device Settings

The Options dialog box is used to adjust audio/video settings

and check audio quality.

To access audio/video device options:

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

2. In the Options dialog box, click Audio Device or
Video Device.

3. Select the desired settings.

4. Click Ok.

Lync - Options

General
Personal
Contacts List
Status

My Picture

Phones.

Alerts

Ringtones and ds
Audio Device

Video Device
Cal Forwarding
File Saving

Al

BAILE I, JUL L L

? Lync Call

B L3 L0LE

"‘:’ - CALL FORWARDING OFF
Select Your Primary Device
l!ﬂ Handset
Polycom CX600

EW PC Mic and Speakers

Your computer's default setup
Audio Device Settings

Check Call Quality

[ Audio device
Select the device you want to use for audio calls:

I Handset
Polycom CX600 -
Customize your devics

E(ﬂ’ﬂ) Speaker

—— B
& e
o~
é Ringer Polycom CX600 (Polycom CX600)
—_— |— >
Make a test call to hear how you sound Check call Quality

Learn More

[ Secondary ringer

™ Alsoring: [Speakers (Realtek High Definition Audio) |
I Unmute when my. phone rings
Stereo audio playback
|V I Allow stereo audio playback when available: |
oK Cancel Hep |

Set Your Presence

To change your status:

1. Click the Status field.
2. Select a Status from the menu.

To indicate your location:

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

m Lync

What's happening today?

Thierry, ary
Available
General Services Bldg

L I

10
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AR e ey

To change your Personal options:

1. Click the Options button.

2. Inthe Options dialog box, select the options you
want to change.

3. Click Ok.

L3 Lync - 0 x
What's happening today?

£

Thierry, Zachary
Available =

General Services Bldg ~

S W o B~
=]
[EEER | corersstn widow
Personal ¥ Shom smabitng i maseaget
Contacts Lo
L chrgeFont.,|
iy Penre 5
: Enatie tabbed comeraaton
P T Mkt cre i iy
Ringtones and Sounds r
e | I oo corversatons when g i 1 Ly
Videns Baiee:
Col Ferwordng [T
Fle sy Dffce can cobect stabites from ol of your Mirosalt Office acplcations sbout stabity problers, system
conpueasen, and “Thie nformater
mpoie Offe.
I S0t For th Cumtomar Expaseircn Imgrisumman! Presgram s More:
This infiz can help
8 merove Lyme.
17 dtamaticaly send Lyn ser o3 1o Microaft
el your suppont team help you
Loggeg nlmes [ |
L " Lo Morg.
[ pkcation mcios
r - Lok bar
Co ] on |0 |

To access Lync Help: B

1. Click the arrow next to the Options
button.

2. Select Help -> Lync Help from the &
menu.

Lync - 0O =

What's happening today?

£

Thierry, Zachary
Available *

General Services Bldg =

L T ol
File 3
ym Meet Now
Tools 3
Help 3

Lync Help
Show Menu Bar Give Feedback
Privacy Statement

About Microsoft Lync
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Advanced Lync

Features

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

e Start a Conference Call

e Start a Video Call

e Share Your Desktop or a Program
Transfer a File

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 person to whom you
are speaking and additional participants, this can be done in the Conversation window of the current call.

To escalate a call to a conference call:

¥ Doaling, Brian ) H o= A 0%
1. During a call, in the Conversation window, click
the People button. L @
a xX
2. Inthe box that appears, select Invite More PARTICIPANTS
People. # Dooling, Brian ) L %m
B Thierry, Zachary L °m
3. Inthe Invite by Name or Phone Number dialog
box that appears, select a Contact or enter a
phone number.
4, Click Ok.
Dooling, Brian Ingite%up\a
1

PO0O®O®  =-

Note: Drag and drop a Contact from the Lync window
to the Conversation window is another way to
create a conference call.

12 Using Lync 2013 for Windows



Dial a Long Distance Number

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

¥¥ 41 (989) 555-6060 2 - 0 %

Calling +1 (989) 555-6969... @

1. Inthe Search field, using your keyboard, enter a AL PAD x
domestic long distance number or 011 followed
by an international long distance number. !

2. Press <ENTER>. 1 2 ABC 3 DEF

3. Inthe Conversation window of the long distance
call, click the Call Options button.

To dial a long distance number:

4 GH 5 KL 6 MNO

4. After the long distance number is dialed, one or Jras | 8TW 9wz
two beeps can be heard. After hearing the * 0 #
beep(s), enter your long distance authorization /
code using the keypad. If you enter your long /A
distance code too soon, the call will fail. @ @ @ g -

Add a Long Distance Number to a Conference Call

Adding a person with a long distance number to a conference call must be done by making a separate call, and
merging the two conversations together. .
1

To add a long distance number to a conference call: 041 @

1. Follow the steps in the previous section to dial a
long distance number. The conference call is
automatically put on hold.

2. Inthe Conversation window of the long distance
call, click More Options (ellipsis).

3. From the menu that appears, select Merge This
Call Into -> the desired call.

Manage Regprdings
Baptiste, Lannette L Merge J#is CallInto » = Merge This Call Into
@ pAfaer B Dooling Brian) |

OX = JORONC) i

Start a Video Call

. Lync - 0O %
To start a video call: ® ’
What's happening today?
Thierry, Zachary
1. Hover over the picture of a Contact. felber
2. From the icons that appear, click on Video. PO T .
Find someone or dial a number pel
GROUPS | STATUS | RELATIONSHIPS = NEW .'o

4 Favorites
ﬁﬁ Baptiste, Lannette L%/
®O®
. >
Doaling, Brian J - Available
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Share Your DesktoporaProgram

To share your desktop or a specific program:

1. During a call, in the Conversation window, hover
over the Share button.

2. From the box that appears, select Desktop or
Program.

3.  When you are done sharing, click Stop
Presenting.

¥ Dooling, Brian J 2 - 0 x

PRESENT ONENOTE ATTACHMENTS )
No one is presenting,
LA B
Deslctop ngram PowerPoint Whiteboard
Poll
ManagEPrEsEntahIE ntent

@@

Transfer a File

To transfer a file, choose one of two options:

1. Using your mouse, drag and drop a file onto the
Conversation window. The file is sent to everyone in the
conversation.

2. Inthe Conversation window, hover over the Share

button and in the box that appears click Attachments.

Click the Paper Clip and select a file from your hard

drive. Click Open. The file is sent to everyone in the

conversation.

bw Dooling, Brian ) - 0O x
Dooling, Brian J
Avd x

A3 pRESENT

b

Add
Attachml%t

OMENOTE ~ ATTACHMENTS

Get a file to everyone in the meeting

CO®®®

Make a Video Recording of a Meeting

Recording a Lync Meeting captures audio, video, and everything that is shared. Any Presenter can record a

meeting. The recording is saved to their computer.
Note: You must be a Presenter to a record meeting.
To start recording an active meeting:

1. Click More Options and select Start Recording

from the menu.

PARTICIPANTS

Presenters (1)

 Thierry, Zachary

® Start Recording
Manage Recordings
Mecting Entry Info

Lync Meeting Option
Invite More People

®0®® 06

End Meeting
@ LyncHelp

v
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2. While recording, controls appear at the bottom
of the window to pause, resume or stop @ @ @ @ e 2
recording.

3. Click the Stop button at the bottom of the

window to end recording. @ @ @ @ 9 BN

Lync Recording Manager appears after recording ends. Lync Recording Manager is used to play your Lync
recordings or to publish recordings in MP4 format to share with others.

L3 Microsoft Lync Recording Manager o [wf ]

File Help

1243PM 10711/ 2MB C\Us VWi =L

Browse.

Publish...

Rename

Delete

o Lync - 0 x
What's happening today?

any time: Thierry, Zachary
Available »
1 General Services Bldg *

Click the arrow next to the Options

To access the Lync Recording Manager at

Ly L R
button. o ", o X
2. From the menu, select Tools -> B Mect How P
Recording Manager. Tools b RecodngManeger [y

Audio Device Settings

Help
Video Device Settings
Show Menu Bar
Call Farwarding Settings
Dial-in Conferencing Settings
Report a Call...
Response Group Settings

Options

Federated Contact List

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

Being federated allows you to:

Add a user from another organization as a Lync Contact.

Send instant messages to federated contacts.

Exchange presence information.

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

PwnR

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 supports federation with Microsoft Messenger public instant
messaging (IM). The federation makes audio calling and instant messaging possible between Lync and Skype users.

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 Using Lync 2013 for Windows



Administrative Work

Group

Assign a Delegate

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

To set-up a Delegate:

x

1. Inthe Lync window, click the Options button. — s
2. Inthe Options dialog box, click Call Forwarding. i (G © oo wom s
3. Near the bottom of the dialog box, click Edit my Fiypesae O eyt [

delegate members. ;L;:mwmm QE  smtamrntrine
4. Inthe Delegates dialog box, click Add. WcoDevee ok MR T st
5. Select the person(s) you want to assign to be a [EETETI o oot g st

Delegate. :K:::z..:mm:: f:m
6. Click Ok. e

Bty chebeaate mambers

To rescind Delegate permission:
i

ks ol e b s chocked) "

1. Use the steps listed above to access the
Delegates dialog box.

2. Check the box next to the Delegate you no
longer want to be a Delegate.

Click Remove. i
4. Click Ok. Ring your delegatss Ml g ey saconds: [0 mresaetme ]

) |

Aeceive Cals | Delegate

w
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http://www.uh.edu/infotech/_documents/lync_documents/delegatesWin2013-102713.pdf

Response Group

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

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

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

To view which Response Group you are in: S - ——
‘What's happening today?
1. Inthe Lync window, click the arrow next to the Options - /
button. L "

2. Select Tools -> Response Group Settings.
3. Sign-in with your CougarNet username and password.

Response Group Settings

B

| ¥ Rhakta Anita -1

Dialing 911 with Lync

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.

17 Using Lync 2013 for Windows



