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This document explains how to use the tools available in a Lync meeting. Information on scheduling or joining a
meeting can be found in the following UIT documents:

Using Lync for Windows

Lync 2010 Conference Quick Reference Guide

Using Lync Web App

Using Lync Attendee

Information for Online Meetings and Conference Calls

There are four classifications for meeting participants:

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

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 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 (Rolm, Cisco, or off-campus) must wait in the
lobby until a Leader dials-in. The first person to dial-in from a Lync phone becomes the Leader and anyone waiting
in the lobby is automatically connected to the meeting.

If you want to be a Leader or need to be (for instance, if all other participants are not affiliated with UH) and you

dial-in from a non-Lync phone, you must enter your Dial-in PIN to become the Leader. The Dial-in PIN is identical
to the Sign-in PIN for CX600 phones. If you can’t remember your Dial-in PIN or if you never received a Dial-in PIN,
go to dialin.central.uh.edu to reset your PIN or obtain your first PIN.

Before sending a Meeting Invitation, the Organizer can change the Meeting Options. Itis very important to change
Meeting Options before sending the Meeting Invitation because changing the options can potentially change the
meeting link and Conference ID. Meeting options include:

e Everyone waits in the lobby except the Organizer
e No one waits in the lobby
e Only the Organizer is a Presenter
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Participant List

The participant list indicates the permissions level of each participant: Presenter or Attendee. By default, every
faculty and staff member at UH is always a Presenter. Only Presenters can share their desktop, give PowerPoint
presentations, share a whiteboard and access other features, depending on how the meeting options are set. If
desired, the meeting Organizer can change the permissions level of any participant from Presenter to Attendee.

% Group Conversation (4 Participants) EI@
Group Conversation
5| loinlnformation and Meeting Options

™M call / video v Share~ ®&- 0 =
| Presenters

Doaoling, Brian J = el

Fogle, Rasha (IR

# Thierry, ZAchary =

Attendees

Garcia, Guadalupe E &,

The icons to the right of each name indicate (in this order) if the person is capable of participating in:

o Instant Messaging (IM) — If this icon is gray, this person might have joined the meeting using a smart
phone, a desk phone, or another device that is not capable of sending/receiving IMs.

e Meeting Audio — If this icon is gray, this person doesn’t have speakers to hear or a microphone to be
heard during the meeting. This person did not join the meeting using a telephone. If a participant puts
the meeting on Hold to take another call, the icon appears as shown above for the first participant. If a
participant’s phone is muted, the icon appears as shown above for the second participant. A yellow
icon designates the person who is speaking.

e Meeting Video — At the start of a meeting, this icon is gray for everyone. When someone starts their
video camera, a gray icon means that person can’t see the video image. An exclamation mark next to
this icon means this person is unable to send a video image to meeting participants.

e Content Sharing — At the start of a meeting, this icon is gray for everyone. When content is shared, a
gray icon means this person is unable to view content.

Change Meeting Audio Settings

If your phone is connected to a computer and the computer has a microphone and speakers, it is possible to
change the device used for meeting audio.

To change the audio device during a meeting:

1. Inthe Group Conversation windows, click the Handset icon.
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._i'"}l Group Cenversation (4 Participants)

Group Conversation r
Join Information apd Meeting Options x

M call v v = Share ~ e~ 0 >

E

20 M .
s 201 off [ R A
Presenters Change the Device for This Call -
=

Dooling, Handset - In Use
Fogle, Ra 3- Polycom CX600

FH
tHH

Thierry, i Eﬂ PC Mic and Speakers

Attendees Your computer's default setup

2. From the drop-down menu that appears, select Handset or PC Mic and Speakers.

If you are using your PC microphone and speakers, you can put the microphone on Mute which means no one can
hear sounds around you including your voice. It is also possible to temporarily turn off the meeting audio which
means you are unable to hear what is said in the meeting.

To mute your computer microphone:

1. Click the Microphone icon.

""” Group Conversation (4 Participants)

Group Conversation r
loipInformation and Meeting Options x

Call ~ Widea +| Share ~ e~ 0>

0

037 off |8 A -

i}

To unmute your computer microphone:
1. Click the Microphone icon.
To turn off your computer speakers:

1. Click the Speaker icon.

._i'"}l Group Conversation (4 Participants)

Group Conversation r
loin Infggmation and Meeting Options x

= Video ~| Share~ &- 0 >

7l [ A

L.

]

To turn on your computer speakers:

1. Click the Speaker icon.
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To put the meeting audio on Hold:

1. Click the Hold icon.

._i'"}l Group Conversation (4 Participants)

Group Conversation
Join Information and Meeting Options

M s+ Wideo < Share T &®-

TELS o7l &' -

N

To retrieve meeting audio from Hold:
1. Click the Hold icon.

If a computer microphone and speakers are used for meeting audio, it is possible to check the quality of your
network connection which can affect call quality.

To check the quality of your network connection:

1. Hover over the Network Connectivity icon.

._i'"}l Group Conversation (4 Participants)

] Calls - “VMideo " ~| Share -

Group Conversation r
loin Information and Meeting Options
- lm >

XETE o7 al | A -

Transfer Meeting Audio to Your Mobile Phone

If your mobile number is in Lync, it is possible to transfer meeting audio to your mobile phone. This is handy on
the occasion when you have to walk across campus during a meeting, but you would like to stay connected and
interact in the meeting.

To put your mobile number in Lync:

1. Inthe main Lync window, click the Options icon.

L Microsoft Lyne E=SEoR e
File  Meet Now Tools Help /
IT‘.'\."hat's happening today? J
[ Thierry, Zachary @
Ii Available -
G5B -
o FAINY _m L v
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2. Inthe Options dialog box, click Phones then click Mobile Phone.

Lync - Options

General

Personal
Status
My Pictu

Alerts

Ringtones and Sounds
Audio Device

Video Device

My phone numbers

Click a button below to add or change one of your numbers. To indude the number in your
contact card, select the chedk box.

Indude in my contact card

Mobile Phone. ..

Pithar Dhana

Indude in my contact card

Indude in my contact card

Trrlide in mv Fantact card

3. Inthe Edit Phone Number dialog box, enter your mobile number.

4. Click Ok.

Edit Phone Number @
Type the phone number below. For intemational numbers, include all
necessary country and region codes. For details and examples, click
Help.

Phone number: |

| [ cancel ][ Hep

To hide your mobile number so it doesn’t appear on your Contact Card:

1. Inthe Options dialog box, uncheck Include in my contact card.

Lync - Optiens

General

Personal

Status

My Picture

Phones

Alerts

Ringtones and Sounds
Audio Device

Video Device

2. Click Ok.

My phone numbers

Click & button below to add or change one of your numbers. To include the number in your
contact card, select the check box.

832-842-4761

Mabile Phone. .. 713

P

#1n

e in my contact card

-9311 nclude in my contact card

Include in my contact card

L S S |

To transfer meeting audio to your mobile phone:

1. Inthe Group Conversation window, click the Transfer icon.
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._‘;"!"I Group Conversation (1 Participant) EI@

Group Conversation r
f P S v| JoinInformation and Meeting Options X
(X} S8l = Video - Share @1* [m ”//

i3 - 58| gl ,-}E

Thierry, Zachary Transfer to Your Phone Numbers

Mobile

&7 Invite people from th +1(713) 777-9311 %

.

2.  From the drop-down menu, select your mobile number.

Add a Person to a Meeting

Presenters have permission to invite others to a meeting. By default, every faculty and staff member invited to a
Lync Online Meeting or Conference Call is a Presenter unless the Organizer made a change to the Meeting Options.
If you are a Presenter in a meeting, you can add others to the meeting.

To add a person to a meeting:

1. Inthe Group Conversation window, click the People button.
2. From the drop-down menu that appears, select Invite by E-mail.

@ Microsoft Lync Web App - Mozilla Firefox EI

‘ 8 University Of Houston (US) https://csweb.central.uh.edu/Rei i;é ‘|
Dooling, Brian J - Meeting
Join Information and Meeting Options

g m Phone .Shara' =2 ; 0 @ " ]

¥  Show Participant List

Presenters

. Invite by Phone
Dooling, Br 3

Thicrry, 2 Invite by Email
Make Everyone an Attendee

Remove Everyone and End Meeting

In the dialog box that appears, click Copy All Text.

Open Outlook.

Click New E-mail on the toolbar.

Enter the recipient’s name in the To: field.

Enter a subject in the Subject: field.

Click in the body of the message.

Hold down <CTRL> and press V to paste the meeting information.
10. Click Send.

W e NV EW
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Send an Instant Message

To send an instant message (IM) to all meeting participants:

1. Atthe bottom of the Group Conversation window, click in the message input area.

Last message regfived on 8/13/2013 at 10:27 AM.

2. Type a message in the input area.
3. If desired, click the A in the input area to format the text.

4. If desired, click the emoticon next to the A to choose an emoticon that accurately conveys your
emotion.

5. Press <ENTER>.

Your message is sent to all meeting participants.

Fogle, Rashad Q 10:23 AM

afjf:afa

Thierry, Zachary 10:27 AM
Here is the IM!

Dooling, Brian J 10:27 AM
ma?

Last message received on 8/13/2013 at 10:27 AM,

Distribute a File

If files are distributed in a meeting, the number of files waiting on you to save is shown next to the paperclip icon.

To distribute a file to all participants:

1. Inthe Group Conversation window, click the Add or View Attachments icon.
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._i'"}l Group Conversation (4 Participants)

Group Conversation ('
Join Information and Meeting Options x

IM - Video - Share~ 2- 0>

TELS o7l & -

2. At the bottom of the Attachments dialog box that appears, click Add Attachment.
3. Locate and double-click the file you want to distribute.
4. When the file appears in the Attachments dialog box, click Close.

Meeting participants are alerted of the file which they can save for later viewing.

Save a File Distributed to You

If files are distributed during a meeting, the number of files available for you to save is shown next to the paperclip
icon.

To save a file that someone distributes during a meeting:

1. Inthe Group Conversation window, click the Add or View Attachments button.

""” Group Conversation (4 Participants)

Group Conversation r
Join Information and Meeting Options x

IM il - Video - Share+ ®- 0

A i - 037 ol [ A -

2. Select the file you want to save.
3. Select a location.
4. Click Save.

Share Your Desktop

Sharing your desktop is used to allow all meeting participants to see what you see on your screen. Not only can
you share your desktop, it is possible to give control of your desktop to a meeting participant. Only Presenters can
share a desktop.

To share your desktop:

1. Inthe Group Conversation window, click Share.
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'&.’L‘ Group Cenversation (4 Participants)

Group Conversation / (’
Join Information and Meeting Opijfhs x

M ol - Video ~ Share e-

Your device is causing y B Desktop

A E I3~ B erogram..

Presenters [E PowerPoint Presentation..
Dooling, Brian J MNew Whiteboard

Fogle, Rashad Q Mew Poll

[LhoEryackary Recent Content »
jiftendees | Show Stage

2. From the drop-down menu that appears, select Desktop.

The Group Conversation window expands showing a stage for all participants to see the shared desktop. The
following image shows how your stage appears when someone other than you shares a desktop. Near the top of
the Group Conversation window is a Sharing drop-down menu. The item listed is the item currently displayed on
everyone’s Stage.

! Growp Comeersation H Pastiopants)

Group Comrsation

Iowiti petipla from tha Paogle Dptioht mas.

atjtata

e
Note: Participants will see all content that is surrounded by a yellow border.
The Sharing Control Bar appears at the top of your screen.
Currently sharing | Give Control + XK StopSharing | J

Giving control means a selected person gains control of your mouse.

To give control of your desktop:

1. Onthe Sharing Control Bar, click Give Control.
2. From the list of names that appears, select the person to whom you want to give control.
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The following dialog box appears.

()

& You are about to allow this participant to take control. To take back

! control, press Cirl+Alt+Space.

[ Do not show this message again

[ ok | [ cancd

3. Click Ok.

To regain control of your desktop:

1. Simultaneously press <CTRL> <ALT> <SPACE>.

To stop sharing your desktop:

1. Onthe Sharing Control Bar at the top of your screen, click Stop Sharing.

Share a Program

It is possible to share individual programs with participants instead of your entire desktop. Not only can you share

a program, it is possible to give control of a program to a meeting participant. Only Presenters can share a

program.

To share a program:

1. Inthe Group Conversation window, click Share.

.'f"}l Group Conversation (4 Participants)

ol

Group Conversation

Join Information and Meeting Olz

Call = Video ~  Share

Your device is causing f @ Desktop

A E @3- B Program.

Presenters PowerPoint Presentation...
Dooling, Brian J Mew Whiteboard

Fogle, Rashad Q Mew Pall

Thierry, Zachary Recent Content
Attendees v | show stage

2. From the drop-down menu that appears, select Program.

The Share Programs dialog box appears.

3. Select one or more programs.

&

@'l@”
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4. Click Share.

Share Programs

Select programs

—— =
pp—— = [ E—an
University Infarmation Hypersnap 7 - Inbax - Thierry, Zachary -
Technology: University.. [Snap11ipg] Microsoft Qutlook

s

Web-App201Ldock -
Microsoft Word

Bl e e

The Group Conversation window expands showing a stage for all participants to see the shared program(s).

5 Goeup Comversstion U Pasticpanes]

| Growp Conversason
= Moo Ct - Sepuest Cartren

5 Fied Users, Cortacts, and Gaowps

Menbar O | Dishen | Erivcement | Seesiors | Rmte conbal | Ftor El
| moMe | EchargeGeresd

Tevrpd Seve Frotle |
t | | |
e L e I e

hberry, Eschary (] %

Attarceer

o Garcia Cusdaupe Py

24 e peple hrem the Peple Options mesu.

atgata sarren
ﬁ | e Dewal
e i et I Ert s L | B X
Lt rame: Cornan:
o
N [
Imﬂ\
e [Fabe 75 st el
Ioboranmbe [F3ERE e
[ T
o paoe Dea |
|

| S | | 1
=

Note: Participants will see all programs that are surrounded by a yellow border.

The Sharing Control Bar appears at the top of your screen.

Currently sharing Give Control - A Stop Sharing | S

Giving control means a selected person gains control of your mouse.

To give control of your program(s):

1. Onthe Sharing Control Bar at the top of your screen, click Give Control.
2. From the list of names that appears, select the person to whom you want to give control.
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The following dialog box appears.

()

& You are about to allow this participant to take control. To take back
! control, press Cirl+Alt+Space.

[ Do not show this message again

[ ok | [ cancd

3. Click Ok.
To regain control of your program(s):

1. Simultaneously press <CTRL> <ALT> <SPACE>.
To stop sharing your program(s):

1. Onthe Sharing Control Bar at the top of your screen, click Stop Sharing.

Share a Whiteboard

Whiteboard is a digital version of the whiteboards found in most conference rooms. Whiteboard has a laser
pointer, typing tool, drawing tools, pens, highlighters and more. A shared whiteboard is immediately available for
all meeting participants to use. Only Presenters can share a whiteboard.

To share a whiteboard:

1. Inthe Group Conversation window, click Share.

.'@ Group Cenversation (4 Participants)

Group Conversation \/ r
Join Information and Meeting Opgfbns x

™M Ca - Video +  Share e 0>

Your device is causing § @ Desktop

A B [g- B Program..

Presenters |E| PowerPoint Presentation.
Dooling, Brian J Mew Whiteboard

Fogle, Rashad Q MNew Poll

Thierry, Zachary Recent Content »
Attendees | show stage

2.  From the drop-down menu that appears, select New Whiteboard.

The Group Conversation window expands showing a stage for all participants to see the whiteboard.
When a meeting participant writes on the whiteboard, everyone in the meeting can view what is written.
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= Ty 5 ==
[ Group Comversation Sl
e —— ) Whiteboard [3] = 3 §top Sharing

M Call - Wiseo - Share~ # " ‘| 3

i . N C N \

 Fogle Rashad O

o494

# Thierry. Zschary

@ Carcia. Guadalupe e

% Imite peapas fraem the People Dptions meny.

AN . (x\ I

\\\‘ J /

3. Select a tool from the bottom of the whiteboard to add information to the whiteboard.

RE-N-EH 2-»-8 -8

Give a PowerPoint Presentation

An Attendee or a Presenter can upload a PowerPoint presentation. Only a Presenter can share a PowerPoint
presentation. Only a Presenter can give a PowerPoint presentation.

To give a PowerPoint presentation:

1. Inthe Group Conversation window, click Share.

.'@ Group Cenversation (4 Participants)

Group Conversation / r
Join Information and Meeting Opfflons x

M Al vWideo v share [ | s

A ) & [ - B program..

Presenters PowerPoint Presentation..
Dooling, Brian J Mew Whiteboard

Fogle, Rashad Q New Poll

Thierry, Zachary Recent Content v
HiETEE « | Show Stage

2. From the drop-down menu that appears, select PowerPoint Presentation.
3. Inthe Share PowerPoint dialog box, select the PowerPoint file.
4. Click Open.
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The Group Conversation window expands showing a stage for all participants to see the presentation.

5. Navigate the presentation using the arrows in the lower right corner of the window.
6. Click the Show Thumbnails button to present the slides in a different order.

Conduct a Poll

It is possible to conduct a poll or gain a consensus of the meeting participants by offering multiple choices to a
question. A poll is anonymous and instant with the results displayed for all participants to view. Only a Presenter
can conduct a poll. By default, only Presenters can see the results.

To conduct a poll:

1. Inthe Group Conversation window, click Share.

._1".;' Group Conversation (4 Participants)

Group Conversation I/ f
Join Information and Meeting Opifons X

M o - Video - Share e~ )

Your device is causing y B8 Desktop

e B Program..
A @3- = B
Presenters [E PowerPoint Presentation..
Deoling, Brian J Mew Whiteboard
Fogle, Rashad Q New Poll
Thierry, Zachary Recent Content R
j Hendees v | show Stage

From the drop-down menu that appears, select New Poll.

In the Create a Poll dialog box that appears, enter a name for the poll in the Poll Name: field.
Enter a question in the Question: field.

In the Choices: fields, enter up to seven choices from which participants can choose.

Click Ok.

AN

| k| Create a Poll (5
Poll name:
(] J

Question:
Was thes propect difficult?

Choices:

[ ] l\'es l
Hel

W]
L] ]
[ |
|
W ]

OK Cancel
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Below is an example of a completed poll.

B
You are sharing. F
[ e - * Stop Sharing
Was this project difficult?
Total Responses: 3
1O e . o0
(o™ 6667 % 2
| O 1 don't want o vate
Poll is open Results are hidden fram attendees
e B RE & =2

To allow Presenters and Attendees to see poll results:

1. Click the Show Results to Everyone button at the bottom of the poll.
o) K | BE =]
To make changes to the poll:

1. Click the Edit Poll Question and Choices button at the bottom of the poll.

D BE PR E

Manage the Stage

The most recently shared item appears on the stage on top of the previously shared item. All participants see the
same shared item at the same time. If a whiteboard, a program and a poll are shared, it is not possible for two
participants to view the whiteboard while another two view the program. Only a Presenter can decide which
shared item is viewed.

To select which shared item is currently viewed by all participants:

1. Inthe Group Conversation window, click the Sharing drop-down menu.
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1® Fogle, Rashad @ - Sharing

1 ; |
| Screen Sharing N
[ [ﬂ i E=| Screen Sharing
l = g
l'TI Currently Shared
: 5| £ Whiteboard [3]
Low | [E -
a (o) & d Users, Contacks, an|
: o Whiteboard [2]
waw | [af k
s - i ber Of I Dialin I Ervironment | Ses
B Az £5 Whiteboard [1] L
% ' erminal Services Profile | COk+ I
& Share New Content V nail Addresses I Exc:hangeAdvtanced
ey =ral | Address I Azcount I Frafile I Te

[ £

CConnors

2. Select the shared item to be viewed.

Add Video

If each participant has a video camera connected to their computer, it is possible to add video to the meeting. A
participant, who doesn’t have a video camera, can see the video image of other participants.

To add video to a meeting:

1. Inthe Group Conversation window, click Video.
2. From the drop-down menu that appears, select Start My Video.

Only one video image at a time appears in the Group Conversation window. The video image displayed belongs to
the person currently speaking.

! Group Conversation (4 Participants)

10:27 AM [

Group Conversation (. dedais ity
Join Information and Meeting Optior x Poll .
I I+ Wideal 1, share - &0 >
Your devics @ End Video x Was this project difficult?
s & v
2 up i g @) Start My Video i -
[ Pop Qut Video R
Presenters 1o
™ Vi J Yes
Dooling, Bria L ViewFull Screen e
Fogle, Rashad Video Device Settings @/- -~
Thierry, Zachary & s @ b () No
Attendees -

| O 1don't want to vote
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It is possible to pop the video image out of the Group Conversation window so the image can be viewed in its own
window. Viewing the video full screen is another option.

To select a video viewing option:

1. Click Video.
2. From the drop-down menu that appears, select the desired option.

To turn video off:

1. Click Video.
2. From the drop-down menu that appears, select End Video.

Record a Meeting

Presenters can record video, audio and everything that is shared during a meeting. Recording notification appears
in the Group Conversation window and remains until recording ends.

To start recording:

1. Inthe Group Conversation window, click the double-arrow to the right of the paperclip.
2. From the menu that appears, select Start Recording.

4\"” Group Conversation (4 Participants)

- ¥ e sharing.
Group Conversation "' ou are sharing
JoinInformation and Meeting Options x Poll -

™ €3l - "Wideo | Share ~ £~ | ”m
Your device is causing poor audio guality. 1 Always onTop ?
2 HH Show Menu Bar
A 13- 213 gl [l v
Presenters @ Start Recording
Docling, Brizn J B, @ Manage Recordings
Fogle, Rashad Q E &, @ < |7 Take Motes Using OneMote Ctrl+M
Thierry, Zachary G @ o
Attendees
@ ncHelp F1

To end recording:

1. Click the double-arrow to the right of the paperclip.
2. From the menu that appears, select End Recording.
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Recording Manager

All Lync recordings are saved to your Windows user directory on your hard drive in Windows media (wmv) format.
Lync Recording Manager displays a list of all recorded meetings and allows you to play, rename, or publish a
recording directly to SharePoint. There are two ways to access the Recording Manager.

To access the Recording Manager while in a meeting:

1. Inthe Group Conversation window, click the double-arrow to the right of the paperclip.
2. From the menu that appears, select Manage Recordings.

To open the Recording Manager when not in a meeting:

1. Click on Start -> All Programs -> Microsoft Lync -> Microsoft Lync Recording Manager.

Microsoft Lync Recording Manager \EI
File Help
I3
Lync Recordings Windows Media Recordings {.wmv)

Title Status Date = Size Length Location Play
Thieny, Zachary Completed 211PM5/16/20. 1MB  0:00:16 Chlserszthiemy'ly... [ —
LyncTrain, 28001, LyncTrain, 28002, LyncTra... Completed 10:05 AM 2/8/20... 1MB 0:00:17 ChUsers\zthiemy\ly... | Browse.
Jonason, Greg, Lockett, Patrick S, Thiemy, Za... Completed 1:48 PM 12/19/2... 2MB 0:00:59 C\Users'athiemyhLy...

LyncTrain, 28001, LyncTrain, 28003, LyncTra... Completed 240PM 12/4/20.. 1MB  0:00:15 C\Users'thiemyily.. | Publish
LyncTrain, 28009, LyncTrain, 28010, TSS Ly... Completed 10:01 AM 12/3/2... 2MB 0:00:52 C\Usershathiemy'Ly... p
Baptiste, Lannette L. Richmond. Regina R. T... Completed 10:36 AM 5/10/2... 4MB 0:02:02 ChUsers‘athiemyly... -~ —

Delete

End a Meeting

To end a meeting:

1. Inthe Group Conversation window, click the X above the paper clip.

._i'"}l Group Conversation (4 Participants)
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