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http://www.microsoft.com/en-us/office365/education/school-services.aspx 
For The Kentucky Department of Education, Microsoft® Lync™ 2010 is a “pilot” web conferencing solution and is a temporary WebEx replacement.  This is a step-by-step quick start guide to help you, as meeting organizer, successfully lead your first Microsoft® Lync™ Online meeting with full Audio, Video, Instant Message (IM), and Screen Share features.  *If you are needing voice only communications, a traditional telephone conference bridge  is the preferred solution.    
Tools For Full Participation: Headphones or Speakers, a Microphone, & a Web Camera   (What is Lync?)

Lync Online | Meeting Organizer
Quick Start Guide & Organizer Step-by-Step
Download & Install 
Initiate Your Account 
This is only for Lync Meeting Organizers. 
· Go to: http://login.microsoftonline.com 
· User ID is your email address: first.last@”district”.kyschools.us 

*You should have received this info from an administrator.


Download & Install
the FULL Microsoft Lync Client (for meeting organizers only). 

· After Step 1, in your Browser Window – Click to “Install Lync”
· Your Browser will detect if you are on a Windows or Mac and direct you appropriately.

*Note: you must be an administrator on your computer to  install software.  For the Mac Client you may need additional settings needed (contact the Help Desk if needed)


Organize & Schedule a Meeting.  
· Schedule using your Outlook Calendar.  Watch video.
OR Browse to http://sched.lync.com  & Log In.
· Click “Create New Meeting”
· Input details and click “Save”
· Copy new meeting hyperlink (highlight + Ctrl C or 
Right Click).  
[bookmark: _GoBack]
You will send this information to your  
particiapnts in an email or a calendar 
appointment invitation.












Watch the Video


Microsoft office 365 for Education
http://www.microsoft.com/en-us/office365/education/school-services.aspx 


Download & Install 
Invite Participants to your Meeting Space & Web Conference.

Copy & Paste the below instructions in an email or calendar appointment. 

Instructions for Joining the Online Meeting Space:

To join us for our meeting follow these quick steps. 
· Step 1: Download & Install the (Windows Only) Lync attendee client. http://www.microsoft.com/download/en/details.aspx?displaylang=en&id=15755
· Step 2: Join the Meeting here: Your custom hyperlink goes here. 

*Note: There is currently no available Lync attendee client for Mac OS.  The full Mac Lync client (for initiating meetings) is only available if you have an active Lync or Office 365 account.













Watch the Video

Get to Know the Lync Meeting Organizer Features.
As the meeting orgainzier and web conference initiator, it is important to practice before your first meeting.
· Mute/ unmute your meeting participants
· Share your video  Watch the Video
· Share your Desktop  Watch the Video
· Bump your guest participants up to meeting presenters, so others can see their screen.











Record your Meeting 
Provide an on-demand video for participants who are unable to make your meeting time.  
· Recording will capture the in meeting Instant Messages, Video, and Screen Shares.
· Click arrows by the “Paper Clip” icon
· Click “Start Recording”
· After the meeting, follow the instructions 
to compile & compress the video file.  

 


Screen Capture…
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