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Disclaimer

This guide from the Computer Information Agency is provided as is. Every effort has been made by the author to
ensure the information provided is correct, however, this cannot be guaranteed.

By using the guide you also acknowledge that any work performed on production systems is a potentially
dangerous act and may involve significant business risk and downtime. You hereby agree to release, waive and
discharge the Computer Information Agency and/or the author from any liability incurred to yourself, your
business or customers for any and all loss or damage, and any claims or demands therefore, on account of
problems arising from the use of this guide.

By using this guide you hereby assume full responsibility for any risk to computer systems, now, and forever arising
out of, or related to the use of this guide on any computer system.

Distribution and Duplication Guidelines

This document is copyright and only available directly from the Computer Information Agency. If you have received
it via any other means please contact www.ciaops.com immediately to arrange for a registered copy.

You are permitted to make backup copies of the guide for your own personal use and for backup purposes;
however you are not permitted to share them with anyone else, without obtaining specific written authorization
from the Computer Information Agency. Providing the documentation to a third party, posting of documents to
the Internet or public/private networks are all examples in violation of the license and copyright agreements.

By using this guide you agree to these terms.
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What is Lync Online?

Lync Online is a component of Microsoft Office 365 and is a hosted version of Lync Server 2010
in Microsoft datacenters. It is accessed across the Internet typically using software that is
installed on your device. Software is available for PCs, MAC's, iPad, Windows Phone and most
mobile platforms.

Lync is a Microsoft product that is available either on site or from the ‘cloud’. It is an integrated
solution for instant messaging, presence, conferencing and voice. It also provides direct
integration into other Microsoft products like Outlook, SharePoint and Office applications such
as Word and Excel which permit you to communicate with team members without leaving what
you are doing. Using Lync you can share desktops, whiteboards, presentations and online polls.

With Lync’s presence feature you can see the status of other members in your team; are they
available, busy or away. Lync also allows you to control how your own status is presented.
When you collaborate with others, you can do so using integrated video to make
communication more personal.

You can use Lync with others who don’t have the Lync client installed, via the web conferencing
facility. This allows them to join a meeting or a presentation simply via their browser.

What does this document contain?

This document will examine the basic operation of Lync Online for Office 365. Lync Online is

also available for most Office 365 plans, however, some of the features may be slightly different
depending on what plan you have. For more information about the capabilities of your Lync
plan visit the Office 365 web site (details in the Links section at the end of the document).

Basic operations for Lync Online:

Installing the Lync client on a PC.
Signing into Lync.

Using Lync client.

Making Lync calls.

Sharing information via Lync meetings.

o vk wNPeE

Advanced Lync configuration.

This document will take you step by step through the above operations showing you each item
in detail, including screen shots. If you have access to Lync Online with Office 365 you are

encouraged to follow along with the tutorial to get a better feel for the power of Lync.
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You will also find a number of common Lync terms underlined throughout the guide. A
summary of these terms can be found in the Glossary at the end along with a list of resources.

Also at the end of the document you will find a list of resources to help improve and extend
your understanding of Lync.

How can I use Lync Online?

Lync Online is normally accessed by firstly installing client software. This can be done on most
devices; however, this guide will only show you how to do this on a Windows PC. For
information about installing Lync clients on other devices please refer to the Where to go from
here? section at the end.

You will need to have Lync enabled by your Office 365 administrator to be able to use it. Your
Office 365 administrator will need to ensure they have checked the option for Lync in the User
Licenses in the administration section as shown below.

Lewis Collins

Details Settings Licenses More

Assign licenses

Microsoft Office 365 Plan P1 9 of 10 licenses available
Lync Online (P1)
SharePaoint Online (P1)
Exchange Online (P1)

Each user then simply opens a browser on any machine connected to the Internet and enters
the Office 365 portal URL by typing https://login.microsoftonline.com into the address line.
After doing so you should now see the following screen displayed:
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_‘5WelcomatoM\cro;o&OnlineSemces | E}j v - @ v Pagev Safety~ Tools~ @" v
£,aOffice 365 /
new customer? sign in

« Access email and calendars from mobile devices
= Create Websites to share documents, contacts, and tasks

= Waork with Office documents from virtually anywhere with a browser User 1B

Password:

Forgot your password?

[#] Remember me
[ Keep me signed in

Show saved user IDs

22012 Microsoft Corporation \ Legal | Privacy Community | Use enhanced security [S5L) \ Feedback

You can use just about any browser to access the Office 365 portal, however, you get the most
functionality when you use Microsoft’s Internet Explorer and for that reason, this is what we
will consider here. If you choose another browser, some of the options and displays may be
different from what is covered here.

Once you enter your Office 365 User ID and Password and press the Sign in button you will be
taken to the Office 365 portal which should look something like:
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Lewis Collins

Clig e .
I:ll:lOﬁ:lCE 365 Home Outlook Team Site My profile | Sign out
Way o
9
Start here
1. Run the Setup Quickstart again. Search help and community P

2. Get an overview of Office 365. Watch the user tour
3. Learn the basics. Read the Quick start guide

Resources
Outlook

Read email and access your Qutlook calendar, contacts, and tasks.
Inbox | Calendar | Options

How to import your contacts

Connect Outlook on your

desktop
Run the Setup Quickstart
Lync .
ke Dow
Use Lync for 4 =saging, audio and video calling, and online meetings. E umaads
Install Lync Community
Team S|te € Ask a question in the forums

Collaborate on documents and share information and ideas using SharePoint. b Check out our blog

Visitteam site | Shared documents | Participate in the community
wi & Pl (N
| = = | = J
Werd Excel PowerPoint OnelNote

Website

View your public-facing website.
http://ciaops365p.sharepoint.com/

Microsoft (©2012 Microsoft Corporation Legal | Privacy Community

Click the Install Lync hyperlink under the Lync heading in the middle of the page. This will take
you to the Office 365 Downloads page. There may be some differences in the screens here
depending on which Office 365 plan you are using.
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— ) Lewis Coll
EIJSI.(M:SHTCE 365 Home Qutlook Team Site p,c_iiWISSis? ‘!:f
(2]
Downloads
Install Microsoft Lync Resources

Use Lync to connect with colleagues through instant messaging, audio, video, and online meetings.
Lync Online system requirements

Language: Version:
English (United States) [=] @ 32-bit
@ s4-bit

Install Which version?

Set up and configure your Office desktop apps

Checks your PC for required updates and configures your Office desktop apps to work with Microsoft Office 365, After setup, you will be able to:

- Send email from Outlook 2007 or 2010
=+ Save files directly to SharePoint Online from your Office desktop apps

Feedback

Microsoft ©2012 Microsoft Corporation Legal Privacy Community

You should then see the option to install Lync as shown above. Simply select your language and
version, either 32 or 64 bit and click the Install button.

Installing Lync Client on a PC

0% of LyncSetup.exe from download.microsoft.com Co... EI = @

File Download - Security Waming ==

Do you want to run or save this file?

@ Name: LyncSetup.exe
Type: Application, 71.3MEB

From: download.microsoft.com

Run ] [ Save ] [ Cancel I

potentially harm your computer. f you do not trust the source, do not H

|@ While files from the Intemet can be useful, this file type can
= run or save this software. What's the risk?

Press the Run button to download and install the software, approximately 72MB in size.
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96% of LyncSetup.exe from download.microsoft.com Co.. EI

g =0

LyncSetup.exe from download.microsoft.com

! -
Estimated time left: 3 sec (68.2ME of 71.3MB copied)

Download to: Temporary Folder

Transfer rate: 1.01MB/Sec

[ Close this dialog box when download completes

Open Open Folder Cancel

il SmartScreen Fiter checked this download and did not repert any
4 £ threats. Report an unsafe download.

Accept the User Access Control (UAC) screen.

'@ User Account Control @

%) Do youwant to allow the following program to make

'~/ changes to this computer?

/!._-\1‘ Program name:  LyncSetupVolume.exe
Verified publisher: Microsoft Corporation
File origin: Downloaded from the Internet

'ZEZ' Show details Ves ] | blo

Change when these notifications appear

Confirm the installation location.

Microsoft Lync 2010 Setup

Install Microsoft Lync 2010

By dicking Install, you accept the Software License Terms.
Click here to read the Software License Terms

k:‘lProgram Files (x86)\Microsoft Lync Browse

[ Help imprave the quality and reliability of Lync by allowing Microsoft to collect
information about how I use Lync (subject to administrator policy)

[ View Privacy Statement [ Install ][ Close

And press the Install button.
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Microsoft Lync 2010 Setup

Install Microsoft Lync 2010

By dicking Install, you accept the Software License Terms.

Click here to read the Software License Terms

}::\Program Files (x86)WMicrosoft Lync Browse

Installing Microsoft Visual C++ 2008 Redistributable - x86 9.0.30725.4143

View Privacy Statement Install

The installation will now run.

Microsoft Lync 2010 Setup

Install Microsoft Lync 2010

k:\Program Files (x86) \Microsoft Lync Browse

Install succeeded.

Start Lync

View Privacy Statement Close

When complete, ensure the Start Lync option is selected and press the Close button.

10
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|E| Microsoft Lync EI@
@} -
Microsoft”
Lync 2010

Sign-in address:

someone@example.co

Signinas: (® Available

SignIn

caOffice

Copyright & Microsoft. All rights reserved

You’ll now be prompted to login to Lync. To do so, enter your Office 365 credentials and click

the Sign In button.

11
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| L] Microsoft Lync o[- &l

Microsoft’

Lync 2010

Sign-in address:

| lewis.collins@ciaops365.com

IE:} To sign in, additional software is reguired.

Download and install now?

Signinas: & Available -

Signln

You may be prompted to install additional software as shown above. Click on the hyperlink to
download and install the additional software. If prompted, click the option to run any additional

installation package.

12
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l Microsoft Lync - - -

Microsoft® e
Lync 2010

|Iewis.ccullins@cianpsEES.cnm |

Passwaord:

Save my password
Signinas: (® Available -

Signln

Meed help signing in?

You may also be prompted for your password. Enter your details and press the Sign In button.

13
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1 |E| Microsoft Lync
b l[What's happening today?

/| Lews Collins
' | Available ~
(\\ Set Your Location =

7
- X 0

Find a conta

Groups

4 Frequent ¢ ;

;

4 All Contag

Microsoft®

- Lync2o10

' start here

After successfully logging in you’ll be presented with a brief Lync tutorial. To exit, click the cross

(X) in the top right hand corner of the window.

14
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Using Lync client

| L] Microsoft Lync ol =
I]What's happening today? II
| Lewis Collins © -
L | Available -
l) <\\ Set Your Location ~
773N
S T s
jol

Find a contact

Groups Status Relationship o=

4 Frequent Contacts
Frequent contacts are automatically added to this...

4 All Contacts (0/0) |88 can -]
To add contacts, drag from another group or add ..

3~

You should now see the above Lync window. If you close this window by clicking the cross (X) in
the top right, Lync will be minimized to your Windows System Tray in the lower right of your

screen.

@ Lync]Is Still Running QX

Lync will continue to run so that you can receive alerts
and instant messages when you are signed in.

To stop showing this reminder, click here,

As you can see Lync continues to run in the background. To stop the pop-up reminders click on

the above reminder box.

15
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My Status

If you click on the Lync icon in the System Tray, a menu will open. By selecting Open from this
menu the Lync windows will be maximized.

|£|Micmsaﬂ Lync | = | =] |t

Status update goes here 1‘
/ Lewis Collins Select
I L 4 | Available *& Availabilit
rF i - vaillaplill
Status | \| Set Your Locatio y
® AN
~— 1 ﬁ?
Find a contact ,':
Groups Status Relationship BZ -

4 Frequent Contacts
Frequent contacts are automatically added to this.
4 All Contacts (0,/0)

To add contacts, drag from amother group or add f.

At the top of the Lync window is a Status line. You can add information you wish people to see
when looking at your contact card.

Below the Status line you will see your name and below that you will see your availability.
When you click on the down arrow to the right of Available you will find you have a number of
different options to select.

16
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]
Find a cor

Groups

4 Frequer
Freqy
4 Al Cony

0 aq

Lewis Collins
Available -

o =

Available

Busy

Do Mot Disturb
Be Right Back
Off Work
Appear Away
Reset Status
Sign Out

Exit

aaq

You can select any of these to communicate your presence to others. The Availability field will
automatically update at times to Busy, for example, when you are in a Lync meeting.

However, you can always set these manually if desired. You will also notice the options to Sign

Out and Exit at the bottom of the list.

Below the Available field is the Set Your Location field. You can edit this to let people know
where you are currently located. Click into this field and type your location in there if you wish

to use this.

Directly below the Set Your Location field are three buttons (moving from left to right),

Contacts, Activity Feeds, Conversations.

~

Contacts — displays the people you are linked to. You can view their status as well as

launch quick conversations.

Activity Feeds — lets you know what other people in your contact list are doing, for

example, when a contact changes their picture, status field and so on.

Conversations — shows you previous Lync conversations, including those you may have

missed.

Directly under those buttons you'll find a Search box into which you can type the name or email

address of a contact you wish to add to your Lync.

17
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To add a contact, click into the Find a contact search box. Type either the name or the email
address of the person you wish to contact.

L] Microsoft Lync E=R|E=R 5=

IT‘."."hat's happening today? II

/ Lewis Collins &~
I 3 4 | Available -

¥ | set Your Location -

e ™ P

. | Type Name
Find a contact e hl to Search for

Groups Status Relationship 8

4 Frequent Contacts

Frequent contacts are automatically added to this.

4 All Contacts (0/0) Qs Call -

To add contacts, drag from another group or add f.

m.

Here we have entered the email address admin@ciaops365.com.

admin@ciaops365.com e

||Ei CIAOPS Administrator - | 9P ~ || @ Call =)

If you have the correct details for the Lync contact you should see their details appear as shown
above. You can ensure that it is the correct user because their status is available and their

display graphic is shown.

If you mouse over the right side of the contact, two buttons will appear. The first button (which
appears like a plus ‘+’) will allow you to add that contact to your Lync contact list.

18
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admin@ciaops365.com

Illili CIAQPS Administrator - | °° 7
=1 Pinto Frequent Contacts

All Contacts

Add to Mew Group

You can select to add them to any existing group you have in Lync and you can also select to

create a new contact group from the menu.

Illili CIAQPS Administrator - | 9 ~ | @ Call =
Type a conversation subject

fMaohbile

Mew Mumber,

'@ Lync Call

The second button (looks like a handset under a globe) allows you to initiate a Lync call to that
contact. You can enter the subject of the call and this will be displayed when the call is made:

I: J| CIAQPS Administrator
Introduction Call Subject

Redirect -

Decline

If there is connectivity to land lines and mobiles, placing a Lync call there is also possible for
that contact provided you have an Office 365 plan that allows that feature. Thus, depending on
the Office 365 plan you have and if Lync is configured appropriately, it is possible to make a call
directly from Lync to any landline or mobile number.

19
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|E| Microsoft Lync = |[=(=] &]
ﬁstatus update goes here m
7 | Lewis Collins &~
% 4 | Awailable ~
f | Set Your Location -
~ 73N
= ? h‘?
Find a contact jo,
Groups Status Eelationship BZ -

4 Frequent Contacts
Frequent contacts are automatically added to this...

4 Al Contacts (1/1)
v | CIACQPS Administrator - &vailable
f Check out www. kumoalliance.com

If you elect to add a contact to your Lync list they will now appear in the Contacts area of your
Lync window like so.

From here, if you mouse over the right hand side of the contact, the Call button will appear
again. When you add someone to your Lync contacts, that person will receive a message like:

20
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’|£| Lync @

This person has added you to his or her Contacts list:

o CIACPS Administrator - Available

admin@ciaops365.com

[C]Add to this contact group: [J'-'tll Contacts v]

This person's Privacy Relationships: [CU”EEQUH "]

Colleagues - Share all my contact information except Home, Other, and
fMobile phone, and meeting details

[ DK ][ Remind Me Later ][ Ignore ]

They can elect to add your contact details to their list and also select which group they should
reside in and what the relationship is.

You can also select to Ignore the request or be reminded later.

Frequent contacts are automatically added to this

Check out www.kumoalliance.com

4 All Contacts (1/1)

|Igi A | can - I; 4| CLAOPS Administrator

: Avai e side of working h..
Check out www.kumoalliance.com wailable  Outside of working h

= 5 @- B

When you mouse over or click the contact you will see their contact card. If you select the
pushpin in the top right corner of the contact card, the contact card will continue to display
even when the mouse is moved away.

The contact card displays the name (in this case CIAOPS Administrator) as well as their status (in

this case Available). Directly below this you will see a number of buttons. From left to right:

&2

Send an email — This will launch Outlook and address and email to the contact.
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5

your message.

1 CIAQPS Administrator =[S

| §
CIACPS Administrator - Available
- IM

Call ~ Video = Share~ @ | *

Lewis Collins 5:27 PM
© Hello there, do you have a sec?

CIACPS Administrator 5:30 PM
° Sure so, what's up?

Last message received on 29/02/2012 at 5:30 PM.

| @ Type your AW

message here

E=

Lync call — Make a Lync to Lync or Lync to phone (if available) call.

More options — Display a list of other ways to communicate including:

Send an instant message — This will display a chat window into which you can type

22
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Check out www.kumoalliance.com

. 4| CLAOPS Administrator -
l Available Outside of working h.
b

=

(@) Start a Video Call

Share

Pinto Frequent Contacts

Add to Contacts List

Tag for Status Change Alerts

- Start a video call

- Schedule a meeting

- Sharing desktop

- Pin to Frequent Contacts

- Tag for Status Change Alerts

You will also notice at the extreme right at the bottom there is a down arrow you can press.
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Check out www.kumoalliance.com

. ;| CLAOPS Administrator T x
Available  Quiside of working h...

2 = ®- B n

Department

Oifice

Wark

Maobile +B10402010950

Home

Email admin@ciaops365.c0m

Calendar Outside of working hours for next 8 hours

Location Im the Office (5:34 PM)

Contact Organization

This displays an expanded contact card, which also has tabs at the bottom for Contact and
Organization.

Press the arrow again to hide the contact card.

%I Groups Status Eelationship

4 Frequent Contacts

[m]u]
(N}
4

Frequent contacts are automatically added to this...

4 All Contacts (1/1)

i J| CIACPS Administrator - Available
P Check out www.kumoalliance.com

At the top of the list of contacts you will see the following hyperlinks: Groups, Status and
Relationship. You can select to change the display of the contacts in Lync. You can display
contacts by Groups (as shown above).
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Groups Status Eelationship B:
4 Online [1)

: J CIACPS Administrator - Available

' Check out www.kumoalliance.com
4 fway (0)

There are no contacts whose presence is Away.
4 lUnavailable [0)

There are mo contacts whose presence is Unavaila...
a Unknown [0)

There are mo contacts whose presence is Unknown,

Or Status (shown above)

Groups Status Relationship 0=

4 Friends and Family (0/0)
There are no contacts in this access level,
4 Workgroup (0/0)
There are no contacts in this access level.
4 Colleagues (1/1)
rl CIAOPS Administrator - Available
' Check out www.kumoalliance, com

4 External Contacts (0/0)

There are no contacts im this access level.
4 Blocked Contacts (0/0)

There are no blocked contacts.

Or by Relationship (shown above).

25
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Groups Status Relationship

4 Friends and Family (0/0)

4 Workgroup (0/0)

4 Colleagues (1/1)

: 4| CTACPS Administrator - Available
' Check out www.kumoalliance.com

4 External Contacts (0/0)

4 Blocked Contacts (0/0)

Mame View
Pi
Show Status Text

Show Friendly Name

icture View

Mouse over to the extreme right of the bar to find filtering options allowing you to select how

information is displayed. Check and uncheck these as required.

In the top right of the Lync window you will find a cog icon that allows you to adjust the Lync

settings.

|£| Micrasoft Lync

o[BS

rStatus update goes here

Lewis Collins
l Available -
Set Your Location -

[ AN

— T

Find a contact

Groups Status Relationship

C
u]

&y -

¥

e

|

File
Meet Mow

Tools [
Help r

Show Menu Bar

-

26
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| L] Microsoft Lync El@

'Status update goes here |
Lewis Collins & -
| Available = E Sign Out
Set Your Location -
[ Meet Now Change Sign-In Address..
73
S [y P Tools » Iy Status v @ Mailable
© Help 4 View Received Files @  Busy
Show Menu Bar 2 Do Mot Disturb
Groups Status Relationship %= v

Close Bz Right Back
-
4 Frequent Contacts Exit off Work

Appear Away

4 All Contacts (1/1) Reset Status

L [l /| C1ACPS Administrator - Availakle

The File menu allows you to do things such as:

Sign Out — Close Lync on your system.

Change Sign-In Address — Change which user automatically signs into Lync when it

starts.

My Status — Change how others see your presence.

View Received Files — View files others have sent you directly via Lync.

Close — Minimize the Lync windows but keep Lync running in the background.

Exit — Sign out of Lync and close the program.

The Meet Now option will start a Lync meeting with only you in it. You can then invite others to

participate in this meeting.

The Tools menu provides you access to the Recording Manager (detailed later) this allows you

to organize recordings of your meetings as well as the Lync options settings.

Always on Top

Recording Manager

27
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The Lync Options area provides a number of different settings for Lync as shown below:

Lync - Options

General

Perscnal

Status

My Picture

Phones

Alerts

Ringtenes and Sounds
Audio Device

Video Device

File Saving

Instant messages
Show emoticons in instant messages

Show an alternating background color for messages in the conversation

Change Font...

Language

Lync language: English N

Quality
Join our Customer Experience Improvement Program and help improve the quality, reliability, and
performance of Microsoft software and services.

[] Allow Microsoft to collect information about how I use Lync

Enable

Logging o
[] Turn on logging in Lync |0ggl ng

[] Turn on Windows Event logging for Lync

Learn Mare

Application Window
[ Minimize to the notification area instead of the task bar

i Ok ][ Cancel H Help

)

You will also notice there is an option on this front page (General) to turn on logging in Lync for
troubleshooting and diagnostics.

28
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Lync - Options

General My account
Sign-in address: lewis. collins @daops365.com

Stat

Ma :sct Automatically start Lync when I log on to Windaows
y Picture

Phones Show Lync in foreground when it starts

Alerts

Persanal information manager

Ringtones and Sounds - -
Audio Device [Mn:rosoﬂ: Exchange or Microsoft Outiook -
Video Device Update my presence based on my calendar information

File Saving

Show meeting subject and location to contacts in my Workgroup privacy relationship

Display my Out of Office information to contacts in my Friends and Family, Workagroup, and
Colleagues privacy relationships

Save instant message conversations in my email Conversation History folder
Save call logs in my email Conversation History folder

Save my Lync contacts in my personal contacts folder on the Exchange server

Location

|| share my location information with other programs I use

Display photo
Show photos of contacts
Clear this to turn off photos everywhere in Lync.

Activity Feed
Show all my updates in Activity Feed
To show only your current personal and out-of-office notes, dear this check box.

[ 0K ][ Cancel ][ Help ]

In the Personal tab you can set the sign-in account and whether Lync will automatically start
when you log into windows (which is the default).
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Lync - Options

General
Personal

My Picture

Phones

Alerts

Ringtenes and Sounds
Audio Device

Video Device

File Saving

Status
Show me as Inactive when my computer has been idle for this many minutes: 5
Show me as Away when my status has been Inactive for this many minutes: 3

= I want everyone to be able to see my presence regardless of system settings (override default
" settings)

@ [want the system administrator to decide - currently everyone can see my presence but this
= could change in the future

Lok J[ caneel J]

Help

The Status tab allows you to determine the delay before setting your status to idle.

30
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General
Perzonal
Status
Phones

Alerts

Ringtones and Sounds
Audio Device

Video Device

File Saving

Lync - Options E

My picture

2

L

(7) Do not show my picture

(@ Default corporate picture

(") Show a picture from a web address

| http: /fwww. example. com/fmypicture. jpg | | Connect to Picture
Enter a web address and chedk the connection.

Mot sure how to get a web address for a picture or need mare help?

Revert to Previous Picture

The My Picture tab allows you to select which image you wish Lync to display.

31
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Lync - Options

General My phone numbers
Personal Click a button below to add or change one of your numbers. Te indude the number in your
Status contact card, select the check box.
Wy Picture

m Work Phone... Indude in my contact card
Alerts Mobile Phone. .. Indude in my contact card
Ringtones and Sounds
Audic Device Indude in my contact card
Video Devi

den LEiee Other Phone. .. Indude in my contact card

File Saving
Phone integration

Enable integration with your phone system Advanced...

Phone accessibility
To use text communication via a telephone line, turn on TTY mode. Mote that a TTY device
must be connected to interpret the modified sudio.

|:| Turn an TTY mode Learn More

Joining conference calls

Join meeting audio from: Lync v

Prompt me before joining to confirm or select another audio source

[ oK H Cancel ” Help l

The Phones tab allows you to set the contact numbers you have. Depending on which Office
365 plan you have, some of these numbers may be able to be integrated with Lync.
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Lync - Options
General General alerts
Personal Motify me when someone adds me to his or her contact list
Status
My Picture When my status is Do Not Disturb
Phornes

et
Ringtones and Sounds
Audio Device (@) Display all alerts, but only conversation alerts from people in my Werkgroup privacy relationship

() Display only conversation alerts from people in my Workaroup privacy relationship

Video Device
File Saving

I 0K ][ Cancel H Help ]

The Alerts tab allows you to control how general alerts are handled and what actions to take
when your status is set to Do Not Disturb.
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Lync - Options E

General Ringtones
Perconal Click to hear each ringtone play through your audio device,
Status Calls to: Ringtone:
My Picture None -
Phones
Alert Duotone
E s " InMotion
Ringtenes and Sounds LowKeyWave
Audio Device PureTone
Video Device SilverMallets -

File Saving
Sounds

Play sounds in Lync (induding ringtones for incoming calls and IM alerts)
Mute incoming IM alert sounds when viewing an IM conversation
Keep sounds to a minimum when my status is Busy

Keep sounds to a minimum when my status is Do Not Disturb

Sound Settings

The Ringtones and Sounds tab allows you to control which sounds to use for call and how
sounds are played in Lync.
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Lync - Options @
General Audio device
Personal Select the device you want to use for audio calls: Learn More
Status PC Mic and Speakers
My Picture IEI Your computer's default setup M
Ph
ones Customize your device
Alerts
Ringtenes and Sounds E([I’)) Speaker lSpeakers (High Definition Audio Device) ']
-
Video Device '
File Saving
ﬁ\ Microphone ’Micmphone (High Definition Audio Device) VI
(Tt
<9> Ringer Speakers (High Definition Audio Device)
Secondary ringer
[ Alsa ring: Headphones (High Definition Audio Device)
Unmute when my phone rings
[ Ok ] [ Cancel ] [ Help ]

The Audio Device tab allows you to configure which devices are used for audio on your desktop.
You can select from the range of devices that are normally installed on your machine: this may

include desktop speakers or headset devices. You can also adjust the volume on each of these

devices.
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Lync - Options (23]
General
Perscnal /i Mo webcam is detected.
L
Status Install a webcam to use with Lync. If you have already attached a webcam to the
My Pi computer, go to Windows Device Manager to make sure that it is installed and working
[y Picture
correctly.
Phones
Alerts Learn More

Ringtenes and Sounds
Audio Device

File Saving

[ Ok J ’ Cancel ] [ Help ]

The Video Device tab allows you to control the settings for a webcam if it is connected to your
system. If no device is connected or detected, you will see a message as shown above. Lync
uses webcam devices that are available in the operating system. The recommendation is that
you configure these first and then add them to Lync.
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Lync - Options
General File transfer
Perscnal Save to:
Status C:\Wsers\director\Documents My Received Files
My Picture
Phones Lync recardings
Alerts Save to:

Ringtenes and Sounds

. ) C:\Users\directoriLync Recordings
Audio Device

Video Device

Browse...

Browse...

[

OK

][ Cancel H Help

)

The File Saving tab allows you to determine where files which have been transferred to you are

saved and where any recordings of meetings you make are recorded.

Scheduling a Lync Meeting

Once Lync has been installed on your system it will integrate with Outlook to allow you to

schedule meetings directly from your calendar.

37



© 2012 www.ciaops.com Version 1.0

Send / Receive Folder View

Calendar - admin@ciaops365.com - Microsoft Qutlook (Trial)

.:.@zzl
- @

B 53 EEEE

MNew Online  Today Mext7 Day Work Week Schedule
Meeting Days Week View

=

Appointment Meeting Items -

MNew

Open

Calendar ~ Groups =

BEEsR $

E-mail Share  Publish  Calendar
Calendar Calendar Online ~ Permissions

Calendar

Find a Contact
[GE} Address Book

MNew Online Mee... [ Arrange ra | Manage Calendars Share Find
4 May 2012 g
Mo TuWe Th Fr 5a Su 4« [search catendar (ctri-g) 2|
30 1 2 3 4 5 6
7 8 910 11 12 13 Monday Tuesday sunday [«]

14 15 16 17 18 19 20
2122 23 24 2526 27
(B33 1 2 3

4 5 6 7 & 910

4 [l] My Calendars

Calendar - assistant@«

Press to
schedule a
Lync meeting

4 Other Calendars
Team Site - Calendar
Advanced - Calendar

285206 |

When you open your Outlook calendar you should see the Lync button on the ribbon in the

Home tab.

Simply press this New Online Meeting button to schedule a meeting.
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ﬁ| HY® a2 9= Untitled - Meeting =

X4
-HF Meeting Insert Format Text Review F

x E mﬁppointment L ._ @ I ; ) Meetlng
Scheduling Assistant
Delete @ Jom Online Meeting neel DDtIOHS TEQS Zoom OptIOI‘IS

@ Meeting Options | Invitation d*
Actions Show Online Meeting Attendees Zoom
@ Invitations have not been sent for this meeting. Room Finder 7 5
From: admin@ciaops365.com 4 May 2012 » o
= To.. ||l || Mo Tuwe ™ Fr sa su
Send Subject: | | 301 2 3 4 5 b
7T B 9 10 11 12 13
Location: | Online Meeting | - || Rooms.. 14 15 16 17 18 19 20
_______________________________________________________________________________________________________________________________________ H 22 B 24 35 B T =
Starttime: | Tue 8/05/2012 - | [12:00 am ~ | [ an day event - 2 |30 3_1 ! f :
Endtime: | Wed 9/05/2012 - | 1200 M - '
- DGood DFalr .Poor
iz
o Choose an available room:
Mone N
Join online meeting
https://meetlync.com/ciaops365/admin/S77P26YP
First online meeting?
Suggested times:
Suggestions are not provided
for dates that occur in the
past,
-
/1 Unable to log in to: My Site. ~ i

You should then see a standard calendar item open, as shown above, in which you can fill all
details of your meeting, i.e. attendees, time, date, etc. You will also see that Lync has populated
the body of the event with hyperlinks and information on how to join the meeting. Your
attendees will receive this when you send the invitation and can click on the links to join the
meeting directly from their own Outlook. You can add additional information to this invite if
you want.
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Online Meeting Options \EI

Access and Presenters

Access
About

Who gets directly into the meeting without waiting in the lobby?
(") Organizer only (ocked)
(") People I invite from my company

~I People from my company

(@) Everyone induding people outside my company (there are no restrictions)

Presenters

Presenters can share content and admit people. Who is a presenter?

(") Organizer only

(@) People from my company

() Everyone induding people outside my company (there are no restrictions)
(7) People I choose  Manage presenters

[7] Remember settings [ oK ] [ Cancel ] [ Help l

When you press the Meeting Options button in the ribbon you will see the options allowing
you, as the creator of the meeting, to customize the options. By default, people you invite from
your own company will be presenters in the meeting (i.e. have the ability to make changes and
upload content to the meeting); others will join as attendees with view and limited interaction
rights. As the creator of the meeting you will always be a presenter. You will note that you can

change these default options by selecting alternate options and clicking the Remember settings
box in the lower left of the window.

Once you have completed and configured the meeting invitation press the Send button.
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ﬁ| HY U « v |5 Lync Training - Meeting = B 52

m Meeting & e
v Accept  [d— m (33 SMBITPRO-Mark... 23 Move ~ v ey C%
I_ﬁ @Rules - =

2 Tentative i To Manager -

Delete Respond | Calendar | ) - Tags |Editing| Zopom Add to
% Decline S &4 Team E-mail = | [N]onenote v = Evernaote 4
Delete Respond Calendar Quick 5teps ] Move Zoom Evernote

@ The organizer has not requested a response for this meeting.
Conflicts with another appointment on your Calendar.
From: ¥ CIAOPS Administrator <admin@daops365.com:= Sent: Mon 28/05/2012 1:33 PM
Required:
Cptional:
Subject: Lync Training

Location:  Online Meeting

When: Monday, 28 May 2012 2:00 PM to Tuesday, 29 May 2012 2:00 PM
Monday, 28 May =
:00pm Lync Training; Online Meeting; CIACPS Administrator To 29 May = :
1pm E
200 =
300 -
rY
Join online meeting
https.//meet.lync.com/ciaops365/admin/57 7 P26YP =
First online meeting?
-

CIAOPS Administrator A

Your invitees will receive an appointment email as above. You can see the hyperlinks for the
meeting along with any additional details you have added. Once they accept the meeting it will
appear in their calendar.

When the meeting occurs they click on one of the hyperlinks. What happens from here
depends if they have the Lync client installed on their system.

It is possible to attend a Lync meeting without a Lync account by using the Lync Attendee
software. This can be downloaded from:

http://www.microsoft.com/en-us/download/details.aspx?id=15755
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It is recommended that the Lync Attendee software be installed prior to any meeting.
Information about installing and using the Lync Attendee software is not covered in this Guide;
however, it is very similar to the full Lync client covered here.

You can also elect to attend a Lync meeting using a compatible browser. Information about this
is not covered specifically in this Guide. Further information about using a browser to attend
Lync meetings can be found in the Links section at the end of this guide.

Not all of the functionality is available using the Lync Attendee software or a browser. A
detailed comparison of exactly what functionality is available in each Lync client is available at:

http://technet.microsoft.com/en-us/library/gg425836.aspx

Attending a meeting if Lync client is installed

If this is the first Lync meeting you are attending, you will be asked to confirm your Meeting
Audio.

Ty T -
Join Meeting Audio @

%5 Meeting Audio

() Do not join audio

@ Use Lync (integrated audio and videa)

(7 Call me at:

|:| Don't show this again

Mote: Meeting audio settings are in Options under Phones.

[ Ok ][ Cancel ]

In most cases you will select the option Use Lync (integrated audio and video) and then select
the Don’t show this again option. Once complete press the OK button to continue.
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5 Lyne Training (2 Participants) o &=
| Lync Training ('
loin Information and Meeting Options X
\ M [ESl e video v Share v ®- | ?
A o i 127 o | !
[# CIAOPS Administrator
Lewis Collins @3

The meeting will then be launched and you should see any other meeting participants as shown
above.

.| Lewis Collins
{ | Inaconference call -
\“‘l, Set Your Location -

You will notice that your account will be in bold and in most cases also have a status set to
busy. This is automatically done by Lync when you enter a meeting.

Lync Training

Once the meeting has commenced you will see the meeting heading, in this case Lync Training,
and a hyperlink displayed at the top of your Lync window as shown above.

Join Information and Meeting Options

Lync Training
Organizer: CIAOPS Administrator

Meeting link:

hittps://meet.lync.com/caops365/admin/SZZP26YP

i Copy All Information Meeting Options

3L |
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Click on the hyperlink Join information and Meeting Options and the above dialog box will

open containing the required Meeting link. You can copy and paste the meeting link and send it
to others.

Online Meeting Options @

Meeting access

Wheo gets direcly into the meeting without waiting in the lobby?
() Organizer only {locked)

() People I invite from my company

(") People from my company

(@) Everyone induding people outside my company (there are no restrictions)

Presenters

Who joins this meeting as a presenter?

Only presenters are able to share their desktop and applications, present files, and
manage meeting options induding admitting people into the meeting.

(@) People from my company

() Everyone induding people outside my company (there are no restrictions)

(7 People the organizer made presenters when the meeting was scheduled
Privileges

Who can privately view content? Who can annotate PowerPoint presentations?
(Everyone can always annotate whiteboards.)

View privately: [Presenters only vl

Annotate presentations: lEveryone 'l

Pressing the Meeting Options button displays the information shown above. Here you can
control Meeting access, Presenters and Privileges.

Press the OK button to save and close.

A o i g722 il |
CIAQPS Administrator BR, o«
Lewis Collins BE@E =

Once the meeting has commenced you will see a panel as above. The top row contains a
number of control buttons:
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A

meeting. When your microphone is muted it will show with a red circle and line through

- Pressing this icon allows you to mute and unmute your audio input to the

as displayed here. A meeting presenter may elect to automatically mute all meeting
attendees and not allow them to change that.

- Pressing this icon allows you to control audio from the meeting. To mute, press

the button and a red circle and line will appear through the icon. To unmute, simply
press the button again.

- This button allows you to manually dial a phone number and conference other

people in. This feature may not be available in your location or on your Office 365 plan.

4722

- Further to the right you will find a meeting timer. This provides you an

indication of the elapsed time that the meeting has been running.

- The next button to the right is the meeting quality indicator. The more bars the

better the performance. This level generally reflects the connection speed to the
Internet as well as any traffic or contention of the Lync service.

t”l.l

meeting on hold and temporarily halt all meeting content being sent to you.

- The last button is the call control button. Pressing this allows you to place the

Lync Training r

Join Information and Meeting Options x

M cal - * Share v £- 0,7
© Thiscallisonhold. | Resumecall | X
A e | 1l

Hold 0:06| §g)

When you press the button to hold the meeting you will see a control button (as above),
you can press to resume the meeting. The amount of time on hold is now indicated by
the meeting timer. You can also resume a call by simply pressing the call control button
again.

CIACQPS Administrator

Lewis Collins

B &
EIRS RO
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Below the meeting control button you will see a list of meeting attendees, listed by name. To

the right you will see a number of status icons, some of which may be greyed out.

2
$

o

- Indicates whether the attendees have chat enabled.

- Indicates whether they have the audio input (microphone) enabled for the
meeting. If the attendee is muted you will see a red circle and line through this icon.

been enabled or configured it will appear greyed out.

- Indicates that attendee is participating in content sharing.

Chat (Instant Messaging)

_L""I Lync Training (2 Participants)

Lync Training
Join Information and Meeting Options

ﬁlm Sl - video ~ Share~

@] - »
A dp 200 ul |
CIACPS Administrator =&,
Lewis Collins &2
Lewis Collins 1:47 PM
Hello I'm ready
CIAQPS Administrator 1:53 PM
Let's begin
Last message received an 28/05/2012 at 1.33 PM.
L]
LAL =

When you press the IM option on the menu at the top of window, you will open an Instant

Message chat that all attendees can participate in.

- Indicates whether the attendee has the ability to broadcast video. If this has not
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To converse, type your message into the lower window and press Enter. This will then show up
on the chat stream for all attendees. You will also notice over on the right of the entry box, two
icons (an A and a smiley face) which allow you to change the font of your message, which can
help when you have a lot of meeting attendees, as well as include emoticons (i.e. smiley face)

that can be included in your messages.

Video

Video -

@, End video

@ Start My video
B Pop Qut Video
‘™ View Full Screen

Video Device Settings

The next available option in the menu is Video which allows you to control any webcam that
may be connected and configured to your system. Press on the down arrow to the right of the

Video option and you will see the menu displayed above.

A Lync Training (2 Participants) [E=H =R
= | Lync Training r
JoinInformation and Meeting Options x
M Call - Wideo v Share T &0 >
Ao B 1623 g | &4
CIACPS Administrator B8, 8
Lewis Collins SN

Lewis Collins 1:47 PM
“ Hello I'm ready

CIACPS Administrator 1:53 PM
° Let's begin

Last message received on 28/05,/2012 at 1.53 PM.

A®
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When you select the option Start my Video, a window above the chat text box will appear and
display video from you and any other attendees who have video enabled. The video from your
webcam will be broadcast to all meeting attendees. As different attendees speak, Lync will
automatically swap to the video of that speaker (if they have video). If you are broadcasting
video you will see a picture in picture display of your video in the lower right of the main video

window as shown below.

A I« 3 ag - 0200 R -
@ Paul Koch I:I%@q_{;*
@ Bharat Suneja G, @ ¢
@ Robert Brown 5 % @

If you no longer wish to broadcast video, select the option End Video. This will no longer
broadcast your video; however, it will allow you to remain in the meeting.

Pop Out Video allows you to ‘pop’ the video window as a separate floating window you can
position where ever you like on your screen as well as make the video full screen.

Sharing

1

Desktop
Program...
PoweerPoint Presentation..

Mew Whiteboard

D EDEE ¢

Mew Poll

Show Stage
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One of the most powerful components of Lync is the ability to share a number of local
resources with meetings attendees. You can see all the available options by pressing the down
arrow to the right of the Share option on the menu to reveal the menu shown above.

Show Stage

4\""" Lync Training (2 Participants)

Lync Training
Join Information and Meeting Options

M S8llNr| video ~* Share

A E
CIAOPS Administrator

Lewis Collins

Lewis Collins
Hello I'm ready

CIAQPS Administrator
Let's begin

Last message received on 28/05/2012 at 1:53 PM.

Mo one is sharing,
(; Content List (0}

#- 0~

1859 gl | R

0% @

S

1:47 PM

1:53 PM

Mo one is sharing. Presenters can share by using
the Content List or Share menu.

Hide Stage

The Show Stage option at the bottom of the menu will display the sharing area to the right of
the chat window. At this stage nothing has been shared, however, when it is, it will appear on

the right hand side as shown.

Desktop

The option to Share desktop will broadcast everything appearing on the local workstation to all
meeting attendees. If you wish to have information on your desktop to remain private then you

should not use this option.
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";"ﬂ Lync Training (2 Participants) o || 2| = “
— . §
Lync Training r CIAOPS Administrator - Sharing &
in Information and Meeting Options x
JoinInformation and Meeting Options @ Screen Sharing - Request Contral
M ol - Video - Share- &
A op B 2027 ol | &4
CIAOPS Administrator BR, @ &
Lewis Collins (B =3
Lewis Collins 147 PM
Hello I'm ready
CIAOPS Administrator 1:53 PM
Let's begin
]
Last message received on 28/05/2012 at 1:53 PM.
A ';/'
& 0

However, sharing your desktop is the simplest way to let others see what is happening as
shown above.

Ii i Currently sharing Give Contral ~ ® Stop Sharing ~ i

When you do share your desktop you will notice a banner appear at the top of screen. In this
bar you will see you have the option to Give Control to another presenter. This makes Lync an

excellent tool for performing remote support.

On the banner you will also find the option to Stop Sharing and Pin the banner to a location on
the screen.

To stop broadcasting your desktop to meeting attendees, press the Stop Sharing button on the
banner.

Program
Rather than sharing your whole screen you can select to share one or more running programs

via the Program menu option.
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Snipping Tool

Microsoft Lync - Google
Chrome

Getting started with Lync
Online for small...

|

Video training -
Micrasoft OneMote

plantronicsbatterystatus

Oracle VIV VirtualBox
Manager

Office 365 Client (Clean
24 May 2012)...

Don't see the program you want to share?

When you select this you will see a window (as above), asking you to nominate which of the

running programs on your machine you wish to share. To select a program, place a check in the

upper left of the program window as shown and press the Share button.

‘5’}' Lync Training (2 Participants)

~ | Lync Training
JoinInformation and Meeting Cptions

&

CIAQPS Administrator - Sharing

Screen Sharing

lole =]
A

- Request Control

° Let's begin

Last message received on 28/05/2012 at 1:53 PM.

AQ

S View Demo

Fy

4,748 online now See today's paper

M ol - video v Share - @- )
~ smh Sydney Morning Herald - B/ » \O
Ao 8 21z gl el
. L C O www.smh.com.au
CIAOPS Administrator B, f=y
Lewis Collins (B o
2:08PM Monday May 28, 2042
Lewis Collins 1:47 PM
° Hello T'm ready
CIAOPS Administrator 1:53 PM Max

Now
= 18° 1o°

NSW HNational World Business Sport Environment MNational Times Tech Digital Life

Sydney change
Late shower | Full details

smh.com.c
The Zudney Morning FHe

& Sydney Traffic Conditions

m,

Today's News | Video: New natural wonder |

Hot Topics » French Open | Vivid | Balmoral

R

CAN'T + PL

Staff summoned by S

2:02pm | Hundreds of worke
bad news abuttheir jobs vii
engineering company colla
109 &« | $500m debt

The case for keeping rego sticker:
JOSHUA DOWLING 2:06pm | Some police say M:
government decision will cause problems

Roosters star 'spat on his ex-girlf
1:23pm  Preparations for game against Bulldt
dizarrav after B 11 silna rharnad he nolire

D

&0

Blle] - O

|

Once you share your program(s) other attendees will be able to see this in the Stage part of

Lync as shown above.
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Whiteboard
You can also share a whiteboard. A whiteboard is an area that all presenters can add a variety

of information to.

You are sharing. Everyone can contribute. &

Whiteboard [1] - X Stop Sharing

A W 24 ] | &8
Lewis Collins [SEEIORTS
CIAOPS Administrator BR & o New whiteboard

~

CIAOPS Administrator 153 PM
Let's begin

Supports different fonts

Supports different colours ~

To add text, click on an area on the whiteboard and start typing. You can grab and relocate that
block of text if desired.

©“H-o-a-2-x-8/> B

The menu bar at the bottom of the whiteboard area provides a number of additional options.

L]
. - Provides you with a ‘virtual’ laser pointer. This allows you to click on information on the
whiteboard and for your name to be highlighted next to a coloured dot like so:

® Lewis Collins

To display the laser pointer press and hold the left mouse button in the whiteboard area.

- Allows you to type text on the whiteboard. Press the button, click an area on the
whiteboard and start typing. To adjust the font and size of the text that you type, press the
down arrow to the right of this button and set the default options you desire.
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-

- Allows you to draw shapes on the whiteboard including lines, single arrow lines, double

arrow lines, ovals and rectangles. Press this button and draw the object on the whiteboard
which appears in the button, in this case a rectangle. To change the default object use the
down arrow to the right of the button to display all the options.

v

- Allows you to change the colour you are using, whether for drawings or text. To change

the default colour press the down arrow to the right of the button to bring up a selection.

g -

- Allows you to select from a range of pens and highlighters. Click on the button to start
using the pen displayed in the button. To change the default pen, select the arrow to the right
of the button and select from the options that are available.

-

- This is the stamping tool that allows you to place an arrow, check or X stamp on the
whiteboard. Click on this button and then click anywhere on the whiteboard to place the
stamp. If you wish to change the default stamp, click on the arrow button to the right of the
button and select a new default option.

- Allows you to insert an image from your local machine onto the whiteboard. Press this

button and a browse window will appear prompting you for the location of the image on your
local machine. Select the desired file and press OK to upload.

'5;. Undao Ctrl+Z

[ Paste Ctrl+V
% Paste as Image

Delete All Annotations from This Page

» @)

When you press the double arrows a menu with additional options appears as shown above.
You can see you are able to Cut, Copy and Paste to and from the whiteboard as well as undo
and redo changes. You can also delete all or selected annotations from the page.
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i - Allows you save the whiteboard, including the annotation to either a XPS or PNG file.
Press the button and specify the file type and where you would like to save the file.

Poll

2 Lync Training (2 Participants) = |- |l
| - = -
Lync Training (. @ rOPS Administrator - Sharing &
Join Information and Meeting Options x ‘Weather - Take Over as Presenter
M S +| Video - Share &- 0
Ao i 3309 g | (U What is the weather like today?
CIAOPS Administrator BR, @ & Total Responses: 2
Lewis Collins [l oD
— I ® clouly - - :
Lewis Collins 1:47 PM
 Hello I'm ready
() Fine 50.00 % 1
CAOPS Administratar 1:53 PM
° Let's begin
l () Overcast 0
l () 1don't want to vote
‘
Last message received on 28/05/2012 at 1:53 PM. Foll is open | Results are hidden from attendees
A®
DR B =l =

Polls allow you to ask a question and have attendees respond to the answers you propose.
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|E| Create a Poll @

Poll name:
[Pol |

Question:

When you select New Poll you will see the Create a Poll window as shown above.

|£| Create a Poll @I

Poll name:
|Weather

Question:
What is the weather like today?

Choices:

[ ] |Claudy
[Fine
B [overcss
. |
|
. |
| |

0K Cancel

Give the poll a name, enter the question and up to seven responses. When complete press the
OK button.
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Weather

. () Cloudy

() Fine

l ) Overcast

(#) Idon't want to vote

What is the weather like today?

Poll is open Results are hidden from attendees

X Stop Sharing

Total Responses: 0

0

If you are already sharing something on the Stage, you will be prompted that this sharing will

be switched to the poll. Attendees will now see the poll and be able to enter their responses to

the question. By default, attendees will not see all the results of the poll. This can be revealed

by presenters using the control buttons at the bottom of the poll window.

DB B E

(2 Bk | [

- This opens the poll so attendees can vote.

- This closes the poll so no more voting can take place.

- This shows the results of the poll to all attendees.

- This hides the results from attendees (the default).

- This allows the editing of the poll including the question and responses.
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- This clears all the results from the poll.

=4

- This allows you to save the results from the poll to either a PNG (image) or CSV file.

PowerPoint Presentation

One way you can display a PowerPoint slideshow is to share your desktop or program as
illustrated previously. The issue with this way is potentially how the PowerPoint displays on
each attendees screen; it can vary widely and lead to a suboptimal result. The recommendation
is to upload the PowerPoint presentation to Lync beforehand as this ensures PowerPoint is
displayed as optimally as possible for each attendee. It also offers a greater range of annotation
tools.

Once you elect to share a PowerPoint Presentation you will be prompted to select a file from
your local machine. The select file will now be uploaded to the Lync meeting. If you are already
sharing content you maybe prompted as to whether you wish to make the uploaded
PowerPoint presentation current and cease the current sharing.

As the file uploads you will typically be able to view the initial slide before the complete
presentation has completely uploaded.
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[& BPOS to Office 365 Transition Awareness ... ~ Take Cver as Presenter

Downleoading slide for viewing...

Once the PowerPoint file has been uploaded, attendees will be able to view it once an

optimized version is downloaded to their screens. During this process they will see the message

as shown above.
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/ Lync Training r
E Join Information and Meeting Options x
M el vl video v Share v ®- 0 >
A W) i 3552 o | R
@ CIADPS Administrator B R, o
@ Lewis Collins [ =
Lewis Collins 1:47 PM

© Hello I'm ready
CIAOPS Administrator 1:53 PM
© Let's begin
Last message received on 28/05/2012 at 1:53 PM.
A®

B C1A0PS Administrator - Sharing !&
BPOS to Office 365 Transition Awareness ... ~ Take Over as Presenter

Getting to Office 365

BPOS to Office 365 Transition for Existing BPOS-S Customers

Your name
Your title
Yourcofmipany

-\ - &=

2-»-O

» 10f37 4 § ‘ =

Once downloaded, all attendees will see the PowerPoint presentation in the Stage area on the

right.

Presenters will also see a toolbar at the bottom of the screen containing many of the same
commands from whiteboard sharing (as previously covered).

On the far right at the bottom are the controls for the PowerPoint slideshow that allow you to
view and move through the presentation.

Switching between content

Once you have begun using one sharing option you can include as many additional items as you

wish. For example, you could share a PowerPoint presentation, a poll and a whiteboard all at

the same time.
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CIAOPS Administrator - Sharing

[ BPOS to Office 365 Transition Awareness ... ¥ H

= & BPOS to Office 365 Transition Awa...
Currently Shared

&£ Weather ,

& Whiteboard [1] N
et
9r Shars Mew Content 3

You can switch between any of these items via the selection menu at the top left of the Stage
area as shown.

Press the down arrow to the right of the selection to see which items are already being shared.
To move to an item simply select it. Doing so will temporarily halt sharing of the current item
and switch to the new item.

You will also notice an arrow to the right of each shared content item. Select this arrow to
reveal an additional menu of options for that item, e.g.:

# C1AOPS Administrator - Sharing

Desktop To Cloud - Optimised Windows In... = Take Cver a
lJ 2 Whiteboard [2] ,
e
&8 Desktop To Cloud - Optimised Win... , Take Cver as Presenter
Currently Shared

g5 Whiteboard [1] O smess.
@, Save with Annotations..

@ Screen Sharing: Desktop X 5 ke Available o :

ge Share Mew Content ' Rename..

75 | Remowve

Microsoft PowerPoint
Added by CIAOPS Administrator

Accelerate Your Cloussns

Creation date: 29/05/2012 4:23:11 PM

Nanloywmantc
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The options available on this menu vary depending on the rights you have in the meeting,
however, as you can see from the above screen shot they include:

- Ability to Take Over as Presenter of the content (typically something shared via
Lync such as an uploaded PowerPoint presentation or whiteboard).

- View Privately allows you to view other content which is being shared but not
allow other attendees to see this. You can also update the content if you have
the rights.

- You can Save As the content to an output file to your local system. This saves
only the shared content and not any annotations.

- You can Save with Annotations, which includes the content item and any
annotations made by attendees.

- Rename the shard content in the meeting.

- Remove the content from being shared and as part of the meeting.

Attendees
The menu option allows you to manage attendees for the meeting. Pressing the down arrow to
the right of the icon reveals all the available options:

r CIAQPS Administrator - Sharing
. BPOS to Office 365 Transitig
3(| | Show Participant List Ctrl+R

&. Invite by Mame or Phone Number..

AT AT

(= Invite by Email
Mute Auvdience
Make Everyone an Attendee
Play Entry and Exit Announcements

Eemove Everyone and End Meeting

m— PP

You can elect whether you wish to display a list of attendees in the panel on the left. You can
invite additional attendees to the meeting via Name, Phone number (if supported) or email.
You can elect to mute the audience as well as make everyone an attendee (with view rights
only).

Finally, you can elect to play entry and edit announcements as well as end the meeting.
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Upload files

The next icon on the menu bar appears as a paperclip. Pressing this allows you to upload files as
attachments to the meeting that can then be downloaded by attendees. Attachments are not
able to be displayed as part of the meeting; they are simply additional files that can be
downloaded by attendees to their local system if desired.

@'ﬁ’ﬂm ¥
@v lm >
3706 o] | &
B @ &
BT
1:47 PM
1:53 PM
Attachments
| .
[P
To add a file, click &dd Attachment. POS-5
| Add Attachment... || Close |
———— _—

To add an attachment to the meeting simply press the paperclip icon. You will then be
prompted to upload files by clicking the Add Attachment button as shown above.

Organizer-Only Files

£ Uploading:BPOS to Office 365 Transitic...

Add Attachment... l[ Close
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Once you have selected a file on your system you will see it being uploaded to the Lync

meeting. If required, you can add additional file attachments during this process.

The time required to upload attachments to the meeting will vary depending on the speed of

your Internet connection. It is recommended that you upload any attachments prior to the

commencement of the meeting.

= BFUS 10 OINMCE S5 1TalsIoon AWGNeness o, v Take Over a5
@ - lIB »
1

4324 gl |

Ph &

F8Lw

1:47 PM
1:53 PM
Attachments :L
~ 200
g - . ] A
2 cloud qualification worksheet.docx . = SaveAs.
& Make Available To 3
Open
Rename..
75 BRemove
Handout
| Add Attachment.. | [ Close | aggeq by CTAOPS Administrator
Size: 24.8 KB

Creation date: 28/05/2012 2:25:39 PM

Once the attachments are uploaded you will see a familiar arrow to the right of the file name.

Clicking this will reveal a menu allowing you to take actions with the uploaded attachment

including:

Saving As a file on your local system.

Making Available To, will the uploaded attachment be available to:
o Presenters or
o Everyone

Everyone is the default.

Open the attachment on your local system.
Rename the uploaded attachment in the meeting.
Remove the attachment from the meeting.
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At the bottom of these options you will see a banner containing information about the
attachment, including when the file was uploaded and who uploaded it.

@1' lml»

When an attachment has been uploaded, the machine on which it was uploaded to, will display
the attached file count next to the paperclip icon as above.

Other attendees of the meeting will be notified via a banner under their menu bar that an
attachment is available as well as the number of available attachments being displayed next to
the paperclip.

M Call - Video = Share~ ®£- 0,

ﬂ A file attachment has been added. | Attachments.. | x

Clicking on the Attachment button will display the attachments available for download.

More Options
The final choice on the menu bar is two arrows.

Wmmmuuwl = STy
X BPOS to Office 365 Transition Awareness ... ¥

B lm ¥
1
III { Always an Top
& Show Menu Bar

p « @ Start Recording

Manage Recordings

1:47 P
[L_:_r' Take Motes Using OneMote Cirl+M

1:53 Pt

@ LyncHep - F1 i _F _f

When pressed, these arrows will open the More Options menu as shown.

Here you can:
- Ensure the Lync meeting is Always on Top of other windows on your desktop.

64



© 2012 www.ciaops.com Version 1.0

Show the Menu Bar options.

Start Recording of the meeting (details covered later on).

Manage Recordings (details covered later on).

Take Notes using OneNote will automatically open a OneNote notebook and
populate with some information about the meeting to make it easier to take
notes.

Change the Conversation Subject allows you to rename your meeting. This may
be of benefit when you record a meeting rather than using the generic name.
Mark as High Importance. This works for person-to-person conversations, but is
not available for meetings. When you send the message, the High Importance

flag appears in the recipient's Conversation Window.
- Lync Help allows access to the online help for Lync.

Recordings

The option to record may not be available in all locations. This is due to country and regional

restrictions. Once you commence a recording of the meeting, all attendees will see the meeting

is being recorded.

® You are recording. | 0 il

The presenter who initiated the recording will also see the recording control banner as shown.

With this they can pause and end the recording.

Stop Recording

Recording title:

=

LAOPS Administrator, Lewis Collins

Your recording is automatically saved to your computer in Lync recording format, Learn Mare

Publish
Alzo create a version that you can publish to others (wmv) [ Options
Save to:

C:Wsers\USER \Lync Recordings [ Browee. ..

You can enter @ web address such as a SharePoint 2010 asset library.

A one-hour meeting might take a few hours to process.

Manage Recordings Ok ] [ Cancel
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Ending a recording will not end the meeting, however, it will pop up the above dialog box
asking for information about how to save the recording.

You can change the recording title, whether a version of the meeting will be published as a
WMV file and where the recording is saved.

ave and Publish Options

Content in video
K Audio [ ] Instant message
[ Partidpant video [ ] shared content

[ | Panorama video

Time

Set the start and end times for the part of the recording you want to publish.

End Time: 0:00:00

Start Time: 0:00:00

] [ Cancel ] [

When you press the Options button you will see a dialog as shown above. Here you can select
which components of the recording you wish to appear in the published version. For example,
even though the meeting included video of attendees you may not wish that published. Simply
unselect that option when you publish. Press the OK button when complete to save the

Options.
Press the OK button on the Stop Recording window to continue.

The meeting recording will now be saved to the local directory selected during the above
process. The recording will also commence being published if you selected that option.

o
o

When the recording is available you should receive a message from your system tray as shown
above. Simply click the message to open the Recording Manager.
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Recordings Manager

You can access this program either directly from Lync or via the Start menu of your desktop.

@ Microsoft Lync Recording Manager EI
File Help
Iy 5[
Lync Recordings Windows Media Recordings {.wmwv)

Title Status Date = Size Length Location Play

CIAOPS Administrator, Lewis Colling 4:59 PM 29/05/2... 0:01:49 CilUzers\USERNLyN....
Browse...
Publish...
Rename

Delete

g

After launching you should see a list of the Lync recordings you have made and their details.
You can select any of these and then select from the buttons at the right which include:

- Play. Show a Lync recording.

- Browse. Show the location where the Lync files are saved.

- Publish. Create a WMV output file of the recording for sharing.
- Rename. Change the name of a recording.

- Delete. Remove the recording and associated files.

e =~ |

| % Lync.. » CIAOPS Administrator, Lewis Collins - May 29 201... » - | 3 | | Search CIAGPS Administrator, Lewis C... O
- Include in library = Share with + Mew folder = ~ [ @
tec * Name Date modified Type Size
lktop . PubData 29/05/2012 5:01 PM  File folder
vnloads =] Click_To_Play_Recarding 29/05/2012 5:01 PM CREC File 0KB
ent Places || RecordingData.frd 29/05/2012 5:01 PM  FRD File TEB
=3

When you select Browse, a file, an explorer window should open with the native recording files

displayed as shown above.

67



© 2012 www.ciaops.com Version 1.0

Microsoft Lync Recording Manager EIIEI
File Help
I 1 b
Lync Recordings Windows Media Recordings (.wmv)
Title Status Date Size Length Location Play
CIAOPS Administrator, Lewis Collins i 5:01 PM 25/05/2.. OMB 0:01:52 CA\Users\USERMyn....
Browse...
Delete

When you click on the Windows Media Recordings (.wmv) button at the top of the Recording
Manager, you will be taken to the list of recordings you have elected to publish. The publishing
of recordings, if selected, will commence immediately and a progress status will show as seen
above.

From this window you can select any previously published recording and Play it or Browse to
the location where it is stored. You can also Delete the recording by selecting it and pressing
the Delete button.

Ending a meeting
To end a meeting, close the Lync client window. You will be prompted with the following
message.

=

(3]

Are you sure you want to leave the conversation?

The conversation will continue when you leave.

[] Do not show this message again

| ok | | Ccancel

Select whether you wish to see the message again and press the OK button to close. If you
leave the meeting this way only you will exit the meeting, any other attendees will remain and
the meeting will continue without you.
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If you are a presenter and you wish to end the meeting for all attendees you can do so via the
attendees menu in Lync as shown previously:

(24

-.-.éﬂ - lm *
Show Participant List Ctri+<R

& Invite by Name or Phone Number...

CIAOPS Administrator - Sharing

BPOS to Office 365 Transitic

(=1

=0 =nf

(= Invite by Email
Mute Avdience
Make Everyone an Attendee
Play Entry and Exit Announcements

Bemove Everyone and End Meeting

— PR

If you exit a meeting any recording prior to that point will be converted and saved as per your

preferences.
4 CIAOPS Administrator #| Conversat
(3 Inbox (123) = CIAOPS Ad
@ Drafts

[w1]

PESy Outgc;ing

Lewis Collij

]

E Sent Itemns
a) Deleted Items (2)

(7 Conversation History

=) Conversa

[@ Junk E-Mail [2] | 4 stk Penn
e | Motes
b [f) RSS Feeds .
[+ Eﬂ Search Folders a- 'C;-ﬂ%ErEﬂtl
CIADPS Ad

Lync will automatically save your chat history and call history in a folder called Conversation
History. This will be located in your Office 365 Inbox as shown above.
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Conclusion

Lync is very powerful component of Microsoft Office 365. It provides a range of communication
options from instant messaging to video calls and conferencing to multiple attendees. Lync is
integrated not only directly into Office 365 components such as SharePoint and Exchange, but it
also integrates seamlessly with the latest Office desktop software such as Word, Excel,
PowerPoint, etc.

This document has provided a very basic overview of some of the most common features
available with Lync Online for Office 365 as well as taking you through a basic tutorial of these

features. This document should make a great starting point for anyone wanting to come to
grips with the basics of Lync Online on Office 365.

Where to go from here?

What has been shown here is only the tip of the iceberg as to what can be accomplished with
Lync Online. The first place to start, if you want more information, are the Links and Video
section below. These will provide you with more information about Lync.

Further documents and information about utilizing the advanced features of Office 365 can be
found at http://www.ciaops.com. If you are interested in receiving information about any

upcoming documents about Office365 please send an email to director@ciaops.com asking to

be added to our regular newsletter.

If you have any feedback on the information provided here please contact
director@ciaops.com.

Computer Information Agency
http://www.ciaops.com
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Glossary

Lync - is a Microsoft product that is available either on site or from the ‘cloud’. It is an integrated
solution for instant messaging, presence, conferencing and voice. It also provides direct integration into
other Microsoft products like Outlook, SharePoint and Office applications such as Word and Excel which
permit you to communicate with team members without leaving what you are doing. You can share
desktops, whiteboards, presentations and online polls using Lync.

Lync Online - is a component of Microsoft Office 365 and is a hosted version of Lync Server 2010 in
Microsoft datacenters. It is accessed across the Internet typically using software that is installed on your
device. Software is available for PCs, MAC’s, iPad, Windows Phone and most mobile platforms.

Office 365 — Is hosted versions of Microsoft Exchange, SharePoint and Lync. They can be purchased as a
suite or individually. All of the servers live in Microsoft data centers but can be accessed anywhere an
Internet connection is available.

Stage — Location in the Lync client where shared items are displayed. This is generally to the right of the
chat window. The Stage can only display one shared item at time whether that be a whiteboard,
PowerPoint, desktop, etc.
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Links

Joining a Lync 2010 Online Meeting
http://office.microsoft.com/en-us/communicator-help/joining-a-lync-2010-online-meeting-
RZ102498560.aspx?section=1

How to troubleshoot recording online meetings with Lync
http://support.microsoft.com/kb/2433212/

Set up your network for Lync Online
http://onlinehelp.microsoft.com/en-us/office365-enterprises/hh416761.aspx

Office 365
http://www.office365.com

Videos

What is Lync
http://www.youtube.com/watch?v=-ET8wnasqj4

Lync Online Help and How to
http://office.microsoft.com/en-us/communicator-help/CL102270108.aspx

Join a meeting using Lync for iPad
http://www.youtube.com/watch?v=13L-g7MKk1A

Making a call using Microsoft Lync for iPad
http://www.youtube.com/watch?v=vcCOgrn10ml

Lionbridge keeps employees connected and productive with Lync 2010 for Windows Phone
http://www.youtube.com/watch?v=8TO6bNroGel
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Advertisement

The Windows SharePoint Operations Guide (http://www.wssops.com) will help the IT Professional
install, configure and maintain Windows SharePoint in a variety of environments. Since the product is
subscription based you always get access to the latest SharePoint information in a clear and concise manner. For
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growing Microsoft technology. Sign up today and start reaping the benefits.
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