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Microsoft Lync is a unified communications platform.  The purpose of this guide is to cover highlights of 
Lync at Loyola by describing some key features of Lync for communicating with colleagues via your computer.  
These key features are:  
 

 Instant Messaging (IM) – Allows you to “chat” with people by 
typing in a dedicated window.  Similar products you might have 
used at home are AIM, g-chat.   
 

 Audio Communication –  You can speak with colleagues using 
Lync & microphone connected to your computer  instead of by 
phone.  

 

 Video Communications – You can video conference with one 
or more colleagues using a built-in or USB web-cam to see and 
hear all attendees.  This is similar to Skype, Go-To Meeting, and 
other web-conferencing tools. 

 

 Share Desktop – Allows you to show an application, such as a 
Power Point presentation or your entire screen.  You can even 
hand over control of your screen to another attendee. This 
feature is similar to join.me. 

 

 Send Attachments using the above features.   
 

 Other features are available  
 
 
 
 
 

 
 

  

  

If you’ve used Microsoft Communicator at Loyola for Instant Messaging, Lync is its successor.  While Instant 
Messaging works nearly identically to Communicator, there are several added features that take Lync IM to 
the next level by enabling new features beyond standard IM:  sending attachments, video conferencing, and 
screen sharing. 
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Log In 
1. Click the Windows 7 Start Menu Button, then select All Programs, the folder Microsoft Lync, then the Lync 

application icon to open the program.    

2. You can pin Lync to the Taskbar by right-clicking the Lync button and selecting Pin this program to the 

taskbar. 

3. Lync should auto-login, but you may see the Log in Screen.  If so, enter your e-mail address as the Sign-in 

Address and click the Sign In button.  You may have to enter your password to complete the log in. 

4. The main Lync window will display with your Communicator contacts listed.  If on the first access, the 

address book does not sync properly, Sign-Out using the File Toolbar dropdown menu then Sign-In again.  If 

this does not resolve the issue, contact the Help Center at ots@loyola.edu or x5555. 

Using Presence 
Presence enables you to share your status and view the availability of colleagues.  Manage frequent contacts 

and search for Loyola colleagues anytime. 

Personalize Your Contact Information 

1. Use the News Feed (What’s happening today?) to let your 

contacts know what you are working on.  Update it 

regularly or delete the contents of the box to clear it. 

2. Your Availability is automatically updated according to 

your Outlook calendar but you can also override this and 

change your presence status here. 

3. Enter your Location to let colleagues know where you are. 

Managing Contacts 

 Search for a colleague’s first and/or last name or username to Find a 

Contact. 

 Pin Contacts to your Contact List 

 Create new Groups to better organize your contacts. 

 Contacts are also organized by relationship. You can manage what 

other users can view about you depending on the relationship group 

you place them in.   

 View your contacts organized several ways: 

As shown, by Contacts & Groups 

By Activity Feed 

By saved conversations 

mailto:ots@loyola.edu
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To add or pin a new contact to your list, first search for them, then click + on the contact info that displays and 

you may choose a Group in which to pin them.   

Hover over a Contact’s name to display their Contact Card. 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Right Click any Group for Communications 

Options and Organizing Contacts 

Right Click any Contact  

for Communications Options 
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TIP:  You can copy text, tables or links from other MS 

applications and paste them into your message but not 

photos, screenshots, or other images. Share an 

attachment or Whiteboard for images. 

TIP:  To chat with multiple contacts, hold the Ctrl key 

while selecting contacts from your list, then use the right-

click menu to start the conversation.  Or, drag contacts 

from the main window to an existing conversation 

window to add them to your conversation and turn your 

informal chat into a group discussion or informal meeting.

 

One of the greatest features of using Lync as our Unified Communications tool is that it provides the ability to 

use multiple forms of communication to make your conversations and online meets more effective. 

Instant Messaging (IM) 
To initiate an instant messaging conversation with a person or group in your contact list: 

1. From the Lync main window, double-click the 

contact’s name to open a Conversation 

Window or search for a contact in the search 

box   . 

 

2. From the bottom of the Conversation Window, 

type your message then hit Enter to send it. 

 

3. The contact will receive notification of your 

message & if they click Reply, a Conversation 

Window opens on their computer and your 

conversation begins. 

 

4. If the contact is not available and they do not 

respond to your message, a “Missed 

Conversation” email with your message 

text will be sent to them automatically. 

 

5. To end the conversation, close the 

window by clicking the  in the 

upper right corner of the Conversation 

Window. 

 

6. View your IM conversation history either: 1. in Lync by clicking the “conversations” icon  just above the 

search box or, 2. In Outlook in the “Conversation History” folder located in the Navigation Pane on the left 

side of the window. 

 

7. Click  to add an attachment to a conversation.  

Type message here 

Enter to send 
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Tip:  Use  to Adjust Speaker 

Volume and Mute Speakers 

 

Add Audio, Video or Share Your Screen with the Stage  

Audio Communication 
Use Lync to talk with one or more contacts, which is particularly useful 

while sharing the desktop or a program. 

Equipment Information: Computer Speakers –  

 To adjust the volume on your computer’s speakers, on Windows 

7 operating system, click the speaker icon  in the notifications 

area in the lower right of your screen.   

 If you’ll be participating in audio or video conferences and work 

in an open area with coworkers, it’s a good idea to use a headset 

so you do not disturb your neighbors and to optimize sound 

quality for everyone on the call.  

Initiate Audio from the Conversation Window 

1. Select Call from the menu toolbar then Lync Call from the drop down menu.  If you are not already in a 

conversation with the contact, you can hover your mouse over the contact then select the phone icon from 

the contact information window that appears. 

 

2. A tone will sound to indicate that the recipient’s computer is 

requesting acceptance of the audio conversation.   If you do not hear 

it, make sure your speaker volume is up.    

 

 

3. Your conversation request will open a notification window in the lower-right corner of their screen and 

produce a tone prompting the contact to Accept the call or Decline.  If ignored, the call-request will time out 

automatically & they will receive a missed conversation email. 

  

Note:  Some of the audio features in Lync are inactive for Loyola users 

because we do not use the optional VoIP (Voice Over Internet Protocol) 

for our telephone service. 

  

Tip:   Mute Microphone – While conferencing with multiple colleagues as in a meeting, it’s a good 

practice to mute yourself when you are not speaking to minimize background noise on the line. 
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Video Communication 
Have a remote “face-to-face” conversation with a colleague or host a video conference with your project team. 

Equipment Information:   

 No special equipment is needed to attend a web 

conference as viewer/listener only.  

 In order to participate in two-way video communication you must 

have a web camera (web cam) and microphone (mic).  Almost all 

recent laptops are equipped with built-in web cam & mic.  Most 

desktop PCs do not have built-in web cams & mics.   

 

 

Initiate video communication from a Conversation Window 

1. Select Video from the menu toolbar then Start Video Call from the drop down menu.  If you are not already 

in a conversation with the contact, you can also right-click the contact then select Start Video Call from the 

drop down menu.   

 

2. If you did not already have an IM or audio conversation open, your conversation request will open a 

notification window in the lower-right corner of the recipient’s screen and produce a tone prompting the 

contact to Accept the call or Decline.  If the recipient does not respond, the call-request will time out 

automatically and they will receive a missed conversation email. 

 

3. If you are adding video to an existing conversation, the recipient will be asked to accept the request from 

the Conversation Window, and then must start his/her own video by clicking Start My Video  

in the upper left corner of the video screen. 

 

4. Audio is automatically initiated with the  video.  The participant who is speaking displays in the large screen, 

and your own video thumbnail displays in the lower right corner.  

5. Once you are finished, click End Call to disconnect. 

Tip:  If you’ll be participating in audio or video 

conferences and work in an open area with coworkers, 

it’s a good idea to use a headset so you do not disturb 

your neighbors and to optimize sound quality for 

everyone on the call. 
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Share Your Desktop Using the Stage  
There are several options for sharing while in a conversation. The area where the desktop or other shared item 

displays to the right of the Conversation is called the Stage. 

Share Desktop: Click Share, then Desktop to Screenshare, displaying your entire screen 

on Stage to participants while holding an IM, audio or video conversation. 

Share Program: Use this feature to share only the program window chosen instead of 

your entire screen. 

Share PowerPoint: Display your PowerPoint presentation on Stage as 

you present. 

Share Whiteboard: Click Share, then New Whiteboard using the icons at the 

bottom of the window to insert images, draw, annotate and save the 

whiteboard contents. 

Poll: Use the Stage to post a question for your audience to answer and display results. 

 

1.  To Share any of these items on the Stage 

you must begin with an open 

conversation.  Click Share from the 

Menu Toolbar in the Conversation 

Window, then select one of the options 

in the drop-down menu as listed above.  

The Stage opens to the right of the 

Conversation Window for participants.  

As presenter, you can choose to preview 

or hide the Stage on your computer. 

 

2. The participants will need to accept the 

Screen Share or go to Share, Show-Stage. 

 

   
3. This Stage feature is particularly useful during an audio conference.  You can also share the Stage during a 

Video Conference but keep in mind that the more data that must be transferred, the longer it takes to send 
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it.  So, sharing your desktop during a video conference can cause performance issues, meaning the images 

appear to take longer to refresh or update. 

4. Stop Sharing by clicking    in the upper right corner of the Stage. 

More Training Resources 
This guide is just to get you started using Lync for Unified Communications.  Once you’re comfortable with the 
basics, there are many more features and settings available in the application to help you to use it even more 
effectively.  Here are just a few recommended resources.  Go to http://loyola.edu/training for the most up-to-
date information. 
 

 What’s New in Microsoft Lync Guide by Microsoft for complete rundown of new and enhanced features 
in Lync.  

 What’s New in MS Lync 2010 provides a text description of the new features in Lync. Note that VoIP is 

not activated, so ignore references to phone calls. 

 Work Smart Guides provide instructions with screen shots for specific tasks.   

 Schedule and join a meeting and Start a sharing and collaboration session guides are highly 

recommended to get you started with creating Lync online meetings in Outlook. 

http://loyola.edu/training
http://office.microsoft.com/client/helphome.aspx?lcid=1033&NS=COMM14&pc=oc&ver=4&subver=0&bld=7577&bldver=0
http://office.microsoft.com/client/helppreview.aspx?AssetId=HA101832517&lcid=1033&NS=COMM14&Version=14&pid=CL102099568&CTT=4
http://office.microsoft.com/client/helppreview.aspx?AssetId=HA101832517&lcid=1033&NS=COMM14&Version=14&pid=CL102099568&CTT=4
http://office.microsoft.com/client/helppreview.aspx?AssetId=HA101871367&lcid=1033&NS=COMM14&Version=14&pid=CL101952793&CTT=4
http://office.microsoft.com/client/helppreview.aspx?AssetId=HA101871361&lcid=1033&NS=COMM14&Version=14&pid=CL101952793&CTT=4

