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Sign-in to Lync

Microsoft Lync

To open Lync:

Microsoft®

1. Click the L on your dock. Lync:mac”n

R tarangeentraluhedy_[1]
To Sign-in to Lync: O omatic 3]
——

1. Type your full Exchange email address (not an alias) in B Rario e s

the Sign-in Address field. An Exchange email address has
central.uh.edu at the end of it.

Type your CougarNet ID in the User ID field.

3. Type your CougarNet password in the Password field.

N

The Lync Window

The Lync window that appears after you sign-in is your access to all of the communication tools that are available

to you.
Status/presence

Microsoft Lync

i ! Trahan, Rob
' In a Meeting * /

Click to create a personal status message

2 Contacts %, Phone _ Dial pad
Search bar =— (O i= v & Display options

¥ Pinned Contacts (0/0)
To add contacts, drag from another group or add from..

¥ Other Contacts (1/4) ( Group name

‘ Moon, Andy - Away

ﬂ Mireles, Anthony W - Away

Carter, David A - Available
| If you have a picture you want to use in Lync,..

. Rodriguez, Maricela - Away - No IM

. L

Contacts e

[S—

B - B =

/I =
Send an Instant Message / T \ Calendar

Telephone Video Email
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Add a Contact

To add a Contact:

1. Type a name in the Search field.

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

3. Click the +.

4. Select a Contact Group.

Create a Contact Group

Microsoft Lync

! ! Trahan, Rob
I & Mesting. ~

Click to create a ?{mal status message

fﬂnta(ts %, Phone
1 khator HEER

‘. Khator, Renu
Chancellor/Presidant, Chancellor/Pres..

+

‘. Khator, Suresh
Professor, Industrial Engineering

To create a Contact Group:

1. Right-click on Other Contacts.
2. From the menu that appears, select Create New Group.
3. Type a name for the group.

Microsoft Lync

! ! Trahan, Rob
Ina Meeting =

Click to create a personal status message

& Contacts %, Phone

2=

w Pinned Contacts (0/0)
To add contacts, drag from another groupAd from..

S ETUO
Rename Group H‘

Delete Group nt to use in Lync,
= (Create New Group
i Mireles, Anthony W - Ay

v Other Contacts (0/2)

i Moon, Andy - Away

. Rodriguez, Maricela - Away - Mo IM

Make a Call

Choose one of three options to make a call:

1. Enter the phone number in the Search field and press <return>.

2. Select a Contact, click the Telephone icon at the bottom of the
window and select Lync Call.
3. Click the Phone tab and use the dial pad to make a call.

800 Microsoft Lync

! ! Trahan, Rob
In a Meeting ~

Click to create a personal status messga;

2 Contacts %, Phone
QF a =

¥ Pinned Contacts (0/0)

To add contacts, drag from another group or add from..
v ETUO (1/2)

Carter, David A - Available
If you have a picture you want to use in Lync,...
ﬂ Mireles, Anthony W - Away

w Other Contacts (0/2)

i Moon, Andy - Away
. Rodriguez, Maricela - Away - No IM

» K

| Work: 832-842-4630 |

Lync Call

New Number...
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Answer a Call

To answer a call:

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

2. Click the green Handset icon.

Redirect v Decline

Send an Instant Message (IM)

To send an Instant Message (IM): Rodriguez, Maricela (1)
m. Rodriguez, Maricela - Available
1. Double-click a Contact. f—
B .-mw, P TP - 2

2. Inthe Conversation window that appears, type the
message you want to send. s

3‘ Pr.eSS <return>. Rodriguez, Maricela: (8:43 AM)

4. When the IM conversation is complete, click the red dot
in the top left-corner of the window to close the
Conversation window.

Hello Good morning

Listen to Voice Mail in Outlook

To listen to your voice mail in Outlook:

1. Go to your Outlook Inbox.

2. Open any email from Lync with Voice Mail in the subject Voice Mail from Baptiste, Lannette L (5 seconds)
. Baptiste, Lannette L sent by Microsoft Exchange
line. Sent: Monday, June 11, 2012 12:25 PM
3. Click Preview to listen to the message. o G O

If you are using Entourage for email, the voice mail message will
play using the program assigned to play wav files. In most cases,
the program assigned is iTunes.

Listen to Voice Mail in Lync

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

1. Inthe Lync window, click the Phone icon. Click and hold the 1 on the keypad.
2. Type 713-743-6111 in the Search field, press <return>. Lync dials the Voice Mail system.

Note: The first time you call the Voice Mail system, you are asked to create a Voice Mail PIN.
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View Missed Calls in Outlook

To view missed calls in Outlook: ) Davis, vey § Wed %01 AM
Missed call from Davis, Ivey 5
1. Go to your Outlook Inbox.

2 Double-click any message Wlth Missed ca" as You missed a call from Davis, Ivey 5 at isdavis@central.uh.edu

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

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 UIT document
Conferencing Quick Reference for Macintosh.

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. It is 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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Schedule a Phone Conference or Online Meeting in Outlook

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

To schedule a phone conference or online meeting in Outlook:

1. Open your Outlook Calendar.
2. Click Meeting on the toolbar.
[-NaNs) Calendar
Sy
|| B Ho | Organize | Tools |
b bo & B EEEEE & g e

Meeting Appointment New = Today View Date Day Work k Month : OpenCalendar Permissions - lad Conta

3. Inthe Meeting Invitation that appears, click Online Meeting.
4. Select Create Online Meeting from the menu that appears.

8eo0e Untitled 2 - Meeting
=1 i = —a
Hexshbeer /
i | Meeting | |~
i sy sy = W s . & W s
| 2 i) || Busy & W |} T
= & © o > & BE §
=y G = - ity = e =] :
Send : Scheduling ©  Cancel - i inutes Recurrence 555 - Online Meeting © Check Names ~ Categorize Private

5. Add the recipients in the To: field.

6. Enter a subject in the Subject: field.
7. Click Send.
|| Customize access levels, presenter options, and phone settings
. . . Meeting with custom access level or presenters will use a dynamically generated
To customize the meeting options: meeting link and conference D.
@ Presenter | Phone |

Note: CUStOmiZe the meeting Options before Sending the Who gets directly into the meeting without waiting in the lobby?

Meeting Invitation. Changing the meeting options 2 oy o (@3

can potentially change the Conference ID. Only e Invirees My Company Everyone

' People dialing in by phone can bypass the lobby

1. Before sending the Meeting Invitation, click Online
Meeting on the Meeting Invitation toolbar.

[ Remember settings | Cancel | [ oK |
2. Select Set Access Permissions from the menu that -
appears.
3. Inthe Online Meeting Options dialog box, select the desired options.
4. Click Ok.

5. Click Send to send the Meeting Invitation.

The invitation includes your name, the dean’s name, and the meeting information; including the meeting URL and
Conference ID. The URL allows non-Lync users to join a meeting with a web browser. The Conference ID is used to
access the meeting audio. Attendees who join an online meeting with a web browser use their telephone to
access the meeting audio. Attendees of a conference call use the Conference ID to access the meeting.
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Call Forwarding

There are three call forwarding options. To access all three options,
click the Call Forward button at the bottom of the window. Select
one of these options from the menu: wien mikm] i

1. No Call Forwarding — turn Call Forwarding off.

2. Forward Calls To Voice Mail — sends calls directly
to Voice Mail.

3. Simultaneously ring — calls will ring in Lync and
your desk phone, while also ringing at another i g« $2 No Call Forwarding B

- %« Forward Calls To Voice Mail
Iocatlon that you set. & Simultaneously Ring Work 832-842-4633

Phone Call Preferences

Note: All Call Forwarding options can be accessed by selecting
Phone Call Preferences from the Forward menu.

Transfer a Call

To transfer a call:

1. Inthe Conversation window, click the Transfer -
~“~DEE B«—e—«ame EE

button.
2. Select the desired Transfer option from the drop-
down menu.
Save Conversations
You can save IM conversations to your hard drive. eo0o History
2 = o =k
NIl <[
To manage your IM conversations: Appearance General Phone Calls Account Alerts ! History | Photos
@ Save conversations
1. Select Preferences from the Lync menu. (*) Ask to save when | close a conversation window
' Always save conversations without asking
Delete all conversations: | Never 3

2. Inthe History dialog box that appears, select the desired
setting.

Change Personal Options

To change your personal options:

1. Select Preferences from the Lync menu.
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Alerts

B-;.
5
gl

2‘ |n the Preferences dialog bOX’ Select the Appearance GCeneral Phone Calls Account | Alerts | History Photos
personal options that you want to change. Click Notifications and Alerts
on one Of the topics ShOWn at the tOp Of the Customize the behavior when receiving notifications and alerts

dialog box.

¥ Bounce application icon for new IMs: | Once H
™ Notify me when someone adds me to their contact list
¥ Do not display alerts when my status is Do Not Disturb

|_| Do not display alerts when I'm running pregrams full screen

Iﬂ Play sounds for alerts and calls:

New Alerts: | New Alert 1 ] >
New IMs: | New Message 1 | _b
Incoming Calls: | Incoming Call 1 & br_-
Outgoing Calls: | Outgoing Call 1 L

To access Lync Help:

Lync Help

Check for Updates

Visit the Product Web Site
Send Feedback about Lync
Privacy Statement

1. Select Lync Help from the Help menu.

Set a Picture

It is not possible to set a picture of yourself that appears on your Lync contact card using the Mac version of Lync.
To set a picture, you must sign-in to the Windows version of Lync. For instructions on how to set a picture using
the Windows version of Lync, see UIT document Using Lync 2010 for Windows. If you have a picture in Lync, you
can use the Mac version to choose not to show your picture.

To change your photo settings:

8n0o Photos
1. Select Preferences from the Lync menu. e = e g =
. v & (0] D HiRe =
2. Inthe Preferences dialog box, select Photo. Appearance General Phone Calls Account Alerts Audio. History | Phatos
3. Choose your photo preference. Photo Settings
Choose how you want others to see you.
() Do not show my picture

@ Show default picture
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Advanced Lync

Features

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

Start a Conference Call

Start a Video Call

Dial a Long Distance Number
Share Your Desktop

e Transfer a File

e Use a Federated Contact List
e Dial 911

Start a Conference Call

If you are on a call and you decide that you need to have a conference call that includes the Contact to whom you
are speaking and additional participants, this can be done in the Conversation window of your current call.

To escalate a call to a conference call:

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

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

3. Inthe Invite by Name or Phone Number dialog
box, select a Contact or enter a number in the
Search field.

4. Click Ok.

8 .06 Carter, David A

w Carter, David A - In a Call h
% 1f you hav u want to use in Lync, em
P mWm, P ALz 3
® Carter, David A Invite by Name or Phone Number._.

Trahan, Rob

Send Emalil Invite

00:3§ Mut

Save conversation

4

For internatioaal number, inchade all necessary country and regions codes.

*E Carter, David A - fvallatle
*w Felder, Guy R - Avallable

-
n Mireles, Anthany W - dway
i Muan, Andy - Ay
'. Rodriguez, Maricela na Call

Cancel O
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Dial a Long Distance Number

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

To dial a long distance number:

. . . @800 +1 (276) 555-6767
1. Dial a long distance number or select a long distance
Contact. ‘. +1 (276) 555-6767 - Presence Unknown
2. Inthe Conversation window of the long distance call, w L . g /s

click the Keypad icon.

3. Wait for the beep, and then enter your long distance
code using the keypad. If you enter your long distance
code too soon, the call will fail.

Add a Long Distance Number

Unfortunately, it is not possible to add a long distance number to a phone conference or online meeting. If a
person with a long distance number needs to join a phone conference or online meeting already in progress, send
the person a meeting invitation or email the dial-in number and conference ID. You cannot add them, but they can
dial-in.

Start a Video Call

Microsoft Lyne

H 1 Trahan, Rob

1. Inthe Lync window, right-click a Contact.
2. Select Start a Video Call from the menu. ey
3. To end avideo call, close the Conversation window.

To make a video call:

|'h Carter, David A - Availabile

Send an Instant Mess

J] Felder, Guy |
=] - ¥
B s ol e

w Dther Contacts (/2 Send an Email Message...
‘ Moan, Andy i
Move Contact To >
. Rodriguez, 8 Copy Contact To 3

Block
Remove frem Croup
Remove from Contacts List

View Past Conversations...
iew Contact Card

P L BB

11 Using Lync 2011 for Macintosh



Share Your Desktop

Microsoft Lyne

H 1 Trahan, Rob

1. Inthe Lync window, right-click a Contact. = —
2. Select Share Desktop from the menu. _ .
3. To stop sharing, close the Conversation window.

To share your desktop:

HE Carter, David A - Avallsile |
it s send an Instant Message

J] Felder, Guyl 3! L
- Start a Video Call
Note: Giving control of your desktop and application sharing I e IO,
are not possible with the Mac version of Lync. 'fi ostactetoig _ Senidan Bl Message...
Maan, And:
1 Move Contact Te 3
. Rodriguez, 8 Copy Contact To 13

Block
Remove frem Croup
Remove from Contacts List

View Past Conversations...
iew Contact Card

P L BB

Transfer a File

. . 8non Hernandez, Joe

To transfer a file to a contact, choose one of two options: :

|h ! Hernandez, Joe - Available |
. . "\,.--.9 J.I.u#,:
1. With your mouse, drag and drop a file that you want T
. . and Service Information.pdf” (446 Kb).
to send onto the Conversation window. )

4

or I File transfer is complete.

2. Inthe Conversation window, click the paperclip and
select the desired file. Click Ok.

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. 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 2011.

To set-up delegate access in Lync:

1. Open Lync.
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2. Sign-in to Lync as the person who wants to give delegate

permission.

When creating a delegate for a department phone, the sign-in address is Id_xxxxx@central.uh.edu where xxxxx is
the 5-digit department phone number. The password for a department account is available from your local IT

support.

3. Select Preferences from the Lync menu.

4. Inthe Preferences dialog box, click Phone Calls.

5. Click Edit my delegate members.

6. Inthe Delegates dialog box, click Add.
7. Inthe list of Contacts that appears, select the
desired name.

Each desired delegate must be a Lync contact. For
information on adding a contact in Lync, see UIT
document Using Lync for Macintosh.

8. Click Ok.

9. Inthe Delegates dialog box, make sure a check
mark appears next to the person whom you
want to be a delegate.

10. Click Ok.

11. In the Preferences dialog box, select
Simultaneous Ring.

12. Click the pop-up menu next to Simultaneous
Ring and select My Delegates.

13. Close the Preference dialog box by clicking the
red dot in the top left corner.

anr ne Calls

A T Re - B

Aapearance General | Phane Calls | Accosnt Alerts Audic Histury  Phutus

Call Forwarding

(@) Turn off call farwarding

Calli wil ring at your wirk
Forward my calls to 12
Calls wil be forwarded immediately and not ring at your wurk numbser.
Simultanesusly ring:  Wark B32-R42

Calls will ring at your work number and also ring at ancther phane.

Edit my delegate members..
Unanswered Calls
Redirect unanswered calls to: | Volce Mall

Redirect calls after how many seconds: | 20 2

Delegates can make calls and schedule online meetings on your behalf. For
delegates to receive calls on your behalf, select their check boxes.

[ Receive Calls Delegate

L

Add... Remove

Ring your delegates after this many seconds: | 0 - at the same time

Cancel 0K
800 Phone Calls
: = o g =
A T iRe o .
Appearance General Phone Calls | Account Alerts Audio History Photos

Call Forwarding

rd my calls to: | Work +1 (832) 8

will be forwarded immediately and not gng#t your work number.

Calls will ring at your work number and also ring at another phone.

[_| Only forward or simultaneously ring during work hours.

Fallc will rina Al ar unir wirk nmber nutside warkina hanrs The

With Simultaneous Ring on and My Delegates selected all incoming calls ring in multiple places. Delegates can see
which number an incoming call is ringing and choose whether or not to answer it. If no one answers a delegated
number, the call will forward to the voice mail of the person delegating.
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Federated Contact Lists

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

When enabled, being federated allows you to:

Add users from other organizations to your Contacts list.

Send instant messages to your federated contacts.

Invite federated Contacts to audio calls, video calls, or conferences.
Exchange presence information.

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

ok wn e

UH is openly federated. You can use all of Lync’s unified communication tools to communicate with someone who
is at an openly federated organization. Lync also supports federation with Microsoft Messenger public instant
messaging (IM).

Note: At the address below, you can see which organizations are federated. There are almost 5,000
organizations around the world that have joined.

http://windowspbx.blogspot.com/2011/09/usa-microsoft-lync-federation-directory 02.html

Dialing 911 on Your

Lync Soft Phone

Your Lync hard phone and the soft phone on your computer offer an amazing amount of flexibility. One of the
most powerful features of Lync is the ability to make calls from any location through the Internet via your laptop
computer. Unfortunately, the technology of the Emergency 911 system has not kept pace with Lync technology,
so even though you can place work calls from home, hotels, or even a cybercafé, the 911 system will recognize the
call as being placed from your office. This problem is not unique to Lync. It affects Skype, Vonage, and other IP
phone service providers.

Please remember, if you place a 911 call using your Lync soft phone (the Lync client), the 911 system will connect
to the Houston emergency services and dispatch responders to your office location that is associated with your
phone number. If you must place a 911 call from an off-campus location using Lync, you must specifically notify
the first responder of your actual location. When possible, it would be preferable in those situations to use a local
phone or a cellular phone for 911 calls.
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