USC Marshall School of Business Microsoft Lync 2010
Academic Information Services IM,PC to PC Calling, and Presence

Microsoft Lync is a communications system that includes instant messaging (text chat), PC to PC calling, audio/video
conferencing, and screen sharing. This document covers Lync’s instant messaging features and how to setup your
preferences. An overview of its instant messaging capabilities using the Lync client is illustrated below.
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Lync Availability

The Lync client is being pushed out to all Marshall staff PCs automatically and to faculty PCs upon request. This means
that if you are a staff member and are logged into your Marshall PC and the Lync client, you will appear online to other
Marshall Lync users and can send and receive Lync instant messages. Marshall faculty will appear online and can
engage in text conversations only if they are logged into the web version of Outlook (OWA). If you are a Marshall faculty
member and wish to have the Lync client installed on your Marshall PC, please contact the Marshall Help Desk. If you
are using a Mac or wish to use Lync from home or a wireless computer, you can do so through the web version of
Outlook (https://mail.marshall.usc.edu)
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Setting your Lync Preferences

Signing Into Lync and Setting Your Availability Status
This section covers how to sign-in to Lync and set your availability.

1. Click “Start — All Programs — Microsoft Lync — Microsoft Lync 2010”.

2. Ifyou are logged in as yourself on a Marshall ?' e E R i) -
computer, Lync should sign you in automatically I :ﬁ | Available -
using your Marshall username and password. | T Reniiable .
3. Click the availability menu directly beneath your r!‘ Busy P 'E?E‘
name and do one of the following: B Do Not Disturb L =
. . Find a con Be Right Back -~
e If you wish to manage your availability yourself, !
select the appropriate availability from the list Groups Off Work o=~
(see below). Appear Away [
e If you wish to have Lync manage your availability 4 Frequer Reset Status -
based on your computer’s current state and e _
Outlook calendar, select “Reset Status”.
PRESENCE DESCRIPTION
STATUS
#| Available You are online and available to contact.
Busy You are in a Lync call, or, according to your Outlook Calendar, you are in a meeting, and you don’t want to be interrupted.
= Do not disturb You don’t want to be disturbed and will see conversation notifications only if they are sent by someone in your Workgroup.
Be Right Back You are stepping away from the computer for a few moments.
Away Your computer has been idle for a period of time (15 minutes by default).
Off Work You are not working and are not available to contact.
Offline You are not signed in. You'll appear Offline to individuals whom you have blocked from seeing your presence.
Unknown Your presence is not known. Your presence might appear unknown to others who are not using Lync as their instant messaging (IM)
program.
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Posting a Personal Note with “What’s Happening Today

This feature allows you to specify a short message that appears beneath
your name when others view you on their contact list. For example, in
the image to the right you can see that Dan is “Off campus for a
meeting” and Andrew is “Home sick today :(“. To post a personal
message:

1. Click in the “What’s
Happening Today” message

Groups Status Relationship

I Dan Lewis- ilable
. ((Off campus for a meting.

Golding, Denette- Away 10 mins

another person’s location:

e 1051
COoC 1Uo1

bubble. | Off campus for a meeting. 3= @Gr ¥ - Away 40 mins
2. Type a message then press Tewic, Dan » i Home sick today
tab or enter. I 4| Available ~
/ | Office -
73 .
:;o remﬁve the message frlom S ’1'2} Note that Lync stores a history of your
delneat hyour namde, Simp yb T \ “What’s Happening Today” messages that
Ind a contac
elete the text and press tab. NG other Marshall Lync users can view within
“Activity Feeds”.
H ] H — - (| Iwill be out of the office 711 an
View User’s Location Der Dais a3 |
Lync automatically displays Away 50 mins Dan Lewis - Away 50 mins
your current location based ! \| Manager Network Services || €GC Building Los Angeles
upon the location of the PC &) @ - —
; i Mr. Phil Griego - Available
you are IOggEd inon. To view Department AlS/Information Technolg . i \ 9
.H Pitsker, Erick - Available

1. Click the contact whose
location you wish to view.

2. Click the “Expand Contact >
Card” button. < ST,

All your namespace are belong t4

| Wood, Brian - Offline 3 days
» A Making changes to improve the

3. The location should be on Bichdor e
the “Contact” tab unless i

CGC Building Los Angeles (12:49 PM ]

they hide their location.

Hide Your Location
If you do not wish others to be aware of your current location, you
can hide it.

1. Click the drop down arrow to the right of your location.
2. Uncheck “Show Others My Location”.

Lync will display the current time rather than your location. If you
wish to begin sharing your location again, simply recheck the box.

Microsoft Lync

File Meet Now Tools Help

Wilmeth, Wayne
Available ~
CGC Building Los Angel

« | Show Others My Location |
oS Y
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Provide “Home” and “Cell” Phone to Contacts who are “Friends and Family”

Lync will automatically display your office phone to all
contacts by pulling it from Active Directory; if you would
also like to allow contacts who are categorized as “Friends
and Family” to view your home or cell phone, follow the I
step in this section. |

What's happening today?

Wilmeth, Wayne
Available -
|| Set Your Location -

¥ | Show Others My Location

1. Click the “Set Your Location” drop down menu. -1l="| H&J P T
2. Verify that “Show Others My Location” is checked.
3. Click the “Options” button located in the upper right.
4. Click the “Phones” category in the left column.
My phone numbers
5. Click “Mobile Phone”, “Home Phone”, or Click a button below to add or change one of your numbers. To include the number in your

“Other Phone” contact card, select the check box.

6. Type in the area code and phone number.
Click “OK” Work Phone 213-740-0716

8. Click “OK” again.

N

(213) 740-3000

For a contact to view any phones other than
your work phone, you must categorize them

as “Friends and Family”.

[#]Include in my contact card
Include in my contact card
Include in my contact card

Include in my contact card

9. Right click the contact who you wish to view your personal phone numbers.
10. Highlight “Change Privacy Relationship”.
11. Click “Friends and Family”.

Friends and Family

Share all my contact information
except meeting details

® | Workgroup

Share all my contact information
except Home and Other phone;
contact can interrupt Do Not
Disturb status

Colleagues

Share all my contact information

N axsspiblore. GPemagiiabign. o
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Display / Hide Your Photo on the Contact List
This option allows you to display your image next to your name on the Lync contact list. Note that the image must be on
a web server so you can link to it and it must be under 30KB.

e (T |

&

1. Click the “Options” button then the “My Picture” tab located in the left column.

General My picture
Personal ]
Status () Do not show my picture
My Picture
Phones
Alerts - 2. Click “Show a picture from a web
Ringtones and Sounds | address”.
Audio Device 3. Type or paste the address to the
Video Device : ' picture in the box.
File Saving ZHeiol Roiporats peEe 4. Click “Connect to Picture” to verify
the path.
5. Click “OK”.

Q) Show a picture from a web address

. Fan

http://www-bcf.usc.edu/~wilmeth/Images/MyPic L Connect to Picture J

> &) Connected to picture successfully

Not sure how to get @ web address for a picture or need more
help?

Revert to Previous Picture

/

Hide Your Picture
If you wish to hide your picture from the contact list, click “Do not show my picture”.

Please note that your photo must be suitable for a professional environment. The use of any image
that is deemed unprofessional will be removed and your supervisor will be notified.
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Building Your Contact List

While you can send an instant message to anyone using Lync using its search feature, you will probably wish to add
often contacted individuals to your contact list. This allows you to simply double click them from the list when you wish
to send them a message. Further, Lync also allows you to organize your contacts into groups. Groups not only provide
a method of organizing your contacts but also allow you to initiate a conversation with everyone in the group. Note that
by default, Lync creates a “Frequent Contacts” group which always appears at the top of the list.

Creating a New Group Groups - Smws - Relmorshi
To create a new group: ’.‘ Frequent Contacts
1. Click the “Contacts” icon. Delegates
2. Right click an existing group and select “Create New Group”. Other Coll & Move Group Down Alt+Down Arrow
3. Type the name of the group and press enter. ITA - Dew|@ Create New Grous
CoWorke Show Qnly Pinned Contacts I}

Adding a New Contact to a Group
Follow the steps below to add a new contact to a group.

> VAN

> & o !Lsm.

/

shook

1. Click the “Contacts” icon.
Contacts List”.

5. Click “Add to New Group”.

type a name for the group.
7. Pressenter. \

/

2. Click in the “Find a contact” search box
and type a name or email address.
3. Right click the result and select “Add to

4. If you have an existing group you wish to
add them to, select it; otherwise proceed

to step 4 to make a new group.

6. Scroll to the bottom of your contacts and

Shook, Douglas E.- Away 3 hours
Associate Dean & CIO of Academic Information Services, Professor, Academic Information

G Sendan Instant Message

R Call >

@ Start a Video Call

& Share »

&4 Send an Email Message Any existing
groups will
be listed.

Copy. Ctri+C
4+ Pin to Frequent Contacts
Add to Contacts List » CoWorkers
Tag for Status Change Alerts
Change Privacy Relationship 4 Add to New Group h

B3 View Contact Card Alt+Enter [

4 CoWorkers|

. Shook, Douglas E.- In a meeting

Moving Contacts to a Different Group

You can move a contact to a different group at any
time by clicking and dragging them or right clicking
them and selecting “Move Contact To”.
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Creating a Group from an Active Directory Global Distribution List
Within Marshall Outlook Exchange server, AlS has created several global distribution lists. For the lists @
you have access to, you can use these lists to quickly create new groups in Lync.

o
N
Y

To create a Lync group from a global distribution list, follow the steps
below.

1. Click the “Contacts” icon. /
2. Type the name of the list in the “Find Contacts” search box.

3 Right click the result and select “Add to Contacts List”.

Bl
)

ITA - Development

& | ITTA - Network Services

@ Send an Instant Message
|: % Start a Conference Call »
%‘ |: Start a Video Call
| Wilmeth, Wayne [ | <= >hare *
Ina meeting ~ =g SendanEmail Message
S — - Schedule a Meeting
° O P '
o o =, Copy Ctrl+C
Find s contact < 3 Find Previous Corversations
Groups Status Relationship 82 - M Add to Contacts List
> Frequent Contacts [EF Wiew ContactCard Alt+Enter
|A ITA - Metwork Services g8 G4 call - ‘
4 4 | Chun, Gordon - Away 17 hours
:l Lync should have created a new group.
Dan Lewis - Qut of Office 20 mins - No Voice
| Office
| E——— To send an instant message to the entire group:
S a. Right click the group name.
l:l office b. Select “Send an Instant Message”.
1'SC’| Weed, Brian - Available
l | Tthink thatIam atmy desk, but let me check
. A - Development &8 To send an instant message to a single group member:
* Delegates a. Expand the group to view its members.

s Ohiher Contarte (13716

b. Double click a member.

S Lync X
Contact Notification
When another user adds you to their contact list, This person has added you to his or her Contacts list:
Lyr.]C will giveyoua pf)p-up messagt.-:' mformlng you @ Wayne Wilmeth_2010 - In a conference call
of it as shown to the image to the right. ,
wilmeth_2010@marshall.uscedu

If you would like to add the contact to your contact
group, follow the steps below.

Check “Add to this contact group”. [ I Atk 6 i et g ] Other Contacts v

Select the group you wish to add them to.
Specify their privacy relationship with you.
Click “OK".

3|

This person’s Privacy Relationships: Colleagues

Eall S

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

[ OK ][ Remind Me Later ][ Ignore ]
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Sending Instant Messages

You can have an instant message conversation with individuals and groups.

Instant Messaging an Individual

Sending an instant message to an individual is as simple as double clicking them on your contact list.

()
1. Click the “Contacts” icon to display your contacts.
2. Double click a contact to send them a text message.

') Griego, Philip

e (=

Griego, Philip - Inactive 5 mins
“|I| Director of Academic and Technology Administration

M Call - Video =~ Share -

Wilmeth, Wayne sends:

Cror |

W)
“ hdobe

VPN (420 KB)

| Waiting for Griego, Philip to accept

333 PM

llﬂ »»

\I Send Files

Click here to send
a file attachment.
(Note that some
file types are
restricted.)

Cancel (Alt+Q)
Send Message
Type a message
here and then o
press ENTER to Hi Phil '=
send.

N

Click here to insert

an emoticon.
Adding a Person to the Conversation
If you would like to add additional people to an existing e -0l X | EEeeernn

conversation, simply drag them from your contact list What = happening today?
into the instant message window. I ’ Wilmeth, Wayne

R | Ailzble -
HOH103 -

Alternately, you can also click the “People
Options” button and select “Invite by name or
phone number”.

2 e v &

Find a contact

| ! | Lewis, Dan- Available IM...

5C | Mullen, Chris- Available

Park, Jina - Away 1 hour
e

Instant Message a Group

Groups Status Relationship 8= -

To instant message with everyone in one of your groups:
1. Right click the group.
2. Click “Send an Instant Message”.

Group Conversation

™ Call - Video - Share -
#| Griego, Philip
¥ Lewis, Dan

# Wilmeth, Wayne
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Conversation History

Lync stores all Lync text conversations you participate in within your Outlook account. To access them, follow the

steps below.

1. Login to the client or web version of Outlook.
2. Click the “Conversation History” folder on your Folder List.

P Conversation with Mr. Phil Griego
4 B Griego, Philip; ® Wilmeth, Wayne

Mr. Phil Griego
Fri 6/24/2011 11:07 AM

®

Mr. Phil Griego [11:05 AM]:
Let's go to lunch. What are you hungry for?
Wilmeth, Wayne [11:05 AM]:
Not sure, do you have anything in mind?
Have you ever had a papussa? or been to the friday market up on
bunker hill?
Mr. Phil Griego [11:07 AM]:
Let's talk and figure it out. T'll come collect you at 11:15.
Wilmeth, Wayne [11:07 AM]:
okay

g o o Sy, oty S ;A M ) b, . W

., RS R

. . N <
4 Mailbox - Wilmeth, Wayne Search Conversation History (Ctrl=E)
(5} Inbox 35)
- : Arrange By: Date Oldest on top
LZ| Drafts [10]
(] Sent Items ‘,1?) Qutgoing call to Dan Lewis Wed 6/22
- Lewis, D Wilmeth, Wayne
(3) Deleted Items (224) St DA TmeEn, ayne
) Outgoing call to Dan Lewis Wed 6/22
i:‘j Calendar Lewis, Dan; Wilmeth, Wayne
8 Contacts R =) Outgoing call to Dan Lewis Wed 6/22
P . Cor 1 History Lewis, Dan; Wil -
!
& Journal = Conversation lick th
(@ Junk E-mail (1] Lewis. Dan: Wi Click the
] Notes ) Conference ¢ conversation
L= Outbox Patterson, Jac a
] PocketMirror @ Conversation you wish to
LE) RSS Feeds Guest; Robert view
L@ Search Folders = Conversation
141 Suggested Contacts bob; Guest: Wayne #010: Wilmeth,...
s Sync Issues =) Conference call meth_2010@marsh...
o] Tasks Wayne Wilmey,2010; Wilmeth, Wayne
Mailbox - Pitsker, Erick EVJ Conversation with Mr. Phil Griego Fri6/24
Public Folders - WWilmeth@ma t—..cnede, Philip; Wilmeth, Wayne
SharePaint Lists - CIJ.u.tgomg.caII Fris/z
e ‘__,l.;:-ith‘n-s'. (I R PP

e pbelfensban oL

e mnnan PRI e st .._-—-‘h-—-k._‘-“-l-'lj

P

If you are using a computer that is not on the Marshall domain (i.e. home computer, work computer, wireless computer,
etc.) and wish to participate in a Lync text chat with other Marshall users, you can do so through the web version of
Outlook (OWA). While logged into OWA, you will appear online to other Lync users and can initiate and receive text

messages.
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Using Lync Text Chat Off Domain (i.e. From a Non-Marshall Computer)

If you are using a computer that is not on the Marshall domain (i.e. home computer, work
computer, wireless computer on campus, etc.) or a Mac and wish to participate in a Lync

text chat with other Marshall users, you can do so through the web version of Outlook
(OWA). While logged into OWA, you will appear online to other Lync users and can initiate
and receive text messages.

Note that if you do not wish to appear online while logged into OWA, you can sign-out by
clicking your name in the upper right corner of OWA and selecting “Sign Out of IM”., ——___|

@ Busy

= Sign Out of IM ;

If you are off campus and using OWA to access Lync through Internet Explorer 9,

Wilmeth, Wayne & -

& Available

8 Do Not

Appear Away

Open Other Mailbox

follow the instructions in the appendix to configure your browser.

N

3. From within the Outlook web application, click “Mail” on the Navigation Pane.

83
i

Outlook Web App

L
1. Loginto MyMarhshall (https://mymarshall.usc.edu) < A Mail
. Inthe Marshall Explorer, click “Email” then “Outlook”.
: “alendlar

contacts

Mall > Inbox

U=q SentItems
(3] Deleted Items

(

>
-
AR e, 8. thedam

Towards the bottom of your folder list you should see “Contact List”.

Note that this is different from your “Contacts”. Contact List is a list of all
of your Lync contacts while Contacts is your personal Outlook address
book. Outlook pulls Contact List information from your contacts and

4 Wilmeth, Wayn
() Inbox (35 groups in Lync. Note that any groups you have created from a
. . a distribution lists existing in the Outlook Global Address Book will not
2l Drafts [9 o ..
. j appear on your Contact List in OWA.
U=q SentItems :
o s lada s 5 « r . « _egs
&) Deleted Items sal A Note also that this method allows you to initiate one-on-one text chats
@ Conversation Histor 1 only. You will not be able to initiate text chats with groups; however, if
(@ Junk E-mail [ L ' /| the person you are chatting with is using the Lync client and they invite
J Notes ' '5 more participants, you will be able to chat with these added participants.
oLes J
N p':_"_:" ethiror o '-i 4. If necessary, expand “Contact List” by clicking the triangle to its left.
“B) RSSFeeds N 5. If necessary, expand any groups whose contacts you wish to view.
LA Search Folders a 6. Double click the person you wish to send a Lync text message to.
|- 7. Type your message and press enter.
/4 ntact List \ 1
4 CoWarkers J ) Patterson, Jacqueline - Mozilla Firefox
OV U <o .’
Cathcart ":1’-"-"“_1":' G Ql ‘L_,@ https:ffmail.marshall.usc.edujowaf? ae=Dialog&t=ChatWindow&cc=MTQUMS
'-:'."I[lll') .|’l‘\'||l ? Participants: @ Patterson, Jacqueline
Golding, Denette 4
:1 iding n e |$
Greaves, Andrew R
Griego, Philip y
\ Hasbroucl "h”y .o F;' Hi Jax are we still meeting Iater’l
P ¢
v Mail Co g
-§i~-4Larn.Lu_.,,_._,"_,. N : e
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PC to PC Calling (Audio Chat)

This feature allows you to have an audio conversation with another Marshall Lync user through your computer’s
microphone and speakers. Note that this does require the Lync client on both participants’ computers.

Initiating a Call i HicrosoRt Lync
Follow the steps in this section to initiate a Lync call What's happening today?
with another Marshall Lync client user. ‘e | Wilmeth, Wayne S~
"‘*’ Available ~
L . CGC Building Los Angeles ~
1. From within the Lync client, hover your mouse
pointer on top of the person you wish to call. S D -0
(A small “Call” button should appear.) e
2. Click the “Call” button. Find a contact -
Groups Status Relationship 8: -
You should get the popup box below with the .
. N . . BN AT Dayiiesid L Sdll LIWOILI FAlLSisan 1001 - 00404l A
words “ringing” in the lower right corner. —
' » | Tran, Amy - Available
l»m Wood, Brian = 1] I I
— Urena, Michael - Available
File Edit View Actions Seftings Help '_ Let’s Keep Moving Forward
' Wood, Brian- In a call (’ ' Wood, Brian - Away 20 mins @ can -
Network Engineer X » r Making changes to improve the Lync experience
1 . Call Wood
[ ™ || video ~ share - S~ 0 ” ITA - Development &3 [CalWood
. - . ITA - Student Workers &2 -
A o] i 019 of | /M
Notes:

e If the recipient does not answer your call, they will receive an Outlook email stating who called.
e If the person is using the Outlook Web App but not signed into the Lync client, they will appear online and you will be
able to click the “Call” button but the recipient will not be able to answer you.

Receiving a Call
When someone calls you through Lync, you

should hear a ringing sound and the pop-up Wood, Brian
message shown to the right. . 4 | Network Engineer
is call -

1. Click the Phone icon to accept the call.
(or, “Decline” to not answer the call.)

2. When the conversation is complete, click the
“Disconnect” button to end audio. (;

Redirect ~ Decline

Calling Multiple Participants

To add additional participants to the conversation, do either of the 7
»
following: i @: I
e Drag the additional participant from your Lync contact list into the < | Show Participant List Ctrle
conversation window.
or & Invite by Name or Phone Number...
e Click “People Options” then “Invite by Name or Phone = 9 Invite by Email
Number...”. —
o Mute Audience
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Appendix — Configure Internet Explorer 9 to Use Lync through OWA off Campus

If you are using OWA off campus to participate in a Lync text chat through Internet Explorer 9, you will need to make a
few browser security adjustments so Lync will operate correctly. Note that these settings only affect Marshall Intranet
sites. If you do not make the settings to I.E. 9, you will not be able to set your Lync availability or view your Lync
contacts through OWA.

1. Start Internet Explorer 9 then click the “Tools” icon.
2. Click “Internet Options” from the drop down menu.
3. Click the “Security” tab.

: 4. Click the “Local Intranet” icon.
Internet Options PRl X 5. Click the “Sites” button.
6. Click the “Advanced” button.

(
Generil Security | ivacy | Content | Connections | Programs | Advancﬂ_ _ .
Local intranet — — — [éj

Select a zone to view or change security settings. "% Use the settings below to define which websites are included in
P - . the local intranet zone.
“a i r .
e - / ® Automatically detect intranet network

Internet Local intranet | Trusted sites Restricted sites Include all local (intranet) sites not listed in other zones

Include all sites that bypass the proxy server

Local intranet

Include all network paths (UNCs) |

This zone is for all websites that are
= found on your intranet.

: |
ll What are intranet settings? . Advanced | [ gk ] [ Cancel

J

B T T P F - S i ..-«.,_f—-l“—**-"““

Lacal intranet

G’ii You can add and remove websites From this zone. All websites in 7. Inthe “Add this website to the zone:”
this zone will use the zone's security settings. | box, type: *.marshall.usc.edu

£dd this website o the zone: 8. Click “Add”.
— 9. Click “Close”.

* marshall usc_edu Add ) .
10. Click “OK” then “OK” again.
Websites:
* marshall.usc.edu Remoyve
localhost

[ Require server verification (https:) For all sites in this zone

Close
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