Office 365 – Intro to Lync
Use this outline to time the slides and what you are doing.
NOTE:  Participants will need webcams and headsets with microphones.
 
	Time Allotted
	Activity

	Slide 2
As participants enter
 
 
	Before you start the module
· Launch Power Point titled, Office 365 – Intro to Lync 
· Project Slide 2.
 
 

	Slide 3
5 min
	Introduce Learning Objectives 
· Participants will login, setup their profile and audio settings.
· Participants will make and accept a call.
· Participants will setup contacts and distribution lists.
· Participants will connect with another attendee, share and record content.
· Participants will learn how to use other applications with Lync.
 

	Slide 4
5 min
 
	Introduce Lync  using this video:
 
http://www.microsoft.com/en-us/office365/video-web-conferencing.aspx

	Slide 5 
&
Live Demo
90 min
	Demonstration of how to use Outlook from Office 365
· Switch from PowerPoint to your own computer to demonstrate the Step-by-Step instructions below.

	Slide 6
5-10 min
 
 
	Turn and Talk
· In groups of two or three, have participants turn to each other and discuss their ideas for what implementation and integration of Lync would mean for their school or district
 
They should come up with ideas such as:
· Collaboration - how will Lync  promote collaboration.
· Decision Making - how Lync will be used in your district/school.
· Planning - careful planning is essential when training.  What will you take into consideration as you train on Lync.
 

	Slide 7
 
10 min
 
	Share
· Have one or two people share what features from this training session they are most excited about using in Lync.
 


 


As you teach this section, your participants should follow what you are doing and do it with you.
	What to do:
 
	Screenshots:
 

	Before you Start:

Make sure you have downloaded the Lync client from O365.
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	If not, install to your machine.
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	[bookmark: _GoBack]Ready to use:
Open Lync by clinking on the icon.
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	Login into your O365 Account.
 
http://login.microsoftonline.com/
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Once logged in, you will see your Lync interface.
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	To select the options features for Lync, follow these steps:
 
1. Select [Tools] on top menu 
 
1. Select [Options] in the next menu box 

As with all Microsoft products there are a variety of different ways to get to these options.  Please take the time to explore the options not covered in this training.
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	Options Icon 
Tools
Options
1. Audio Device – Allows you to select which speaker or microphone you want to use with Lync, or what output level you want to use for your speaker, microphone, or ringer. 
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	Options Icon 
Tools
Options
1. Video Device – Allows you to select which camera you want to use with Lync. 
1. Webcam Settings for how you want your camera react.
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	Options Icon 
Tools
Options
1. My Picture – Allows you to select what picture to use for profile, if you uploaded a picture to O365 profile, set your Lync picture for corporate picture. After a little bit of a wait it will auto set it to the same picture.
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	Options Icon 
Tools
Options
1. Personal – Allows you to select how Lync operates, such as what you want saved, or how you want Lync to appear on your monitor.
1. If you want to share your location with others.
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	Options Icon 
Tools
Options
1. Status – Allows you to select how many minutes before you are listed as inactive, or how many minutes before you are listed as away from your computer.
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	Daily Message (Status)

You can set a daily message at any time after you login.
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	Presence (Availability)

 
· Click Start, click All Programs, click Microsoft Lync, and then click Microsoft Lync Online. When the Lync main window opens, if you see your name and your presence status, you’re signed in.
 
· Click the availability menu, and then click your presence status, or click Reset Status to let Lync set it automatically, based on your activity and Microsoft® Outlook® Calendar. 

 
 
 
 
	[image: Machine generated alternative text: J Kim, Jennifer
Available ‘
Ala il able
.usy
Do Not isturb
I BRight Back
Off fork
appear Away
Reset Stat]
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	Available
You are online and available to be contacted.
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	Busy
You are in a Lync call, or, according to your Outlook Calendar, you are in a meeting, and don’t want to be interrupted. 
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	Do not disturb
You don’t want to be disturbed and will see conversation alerts only if they are sent by your Workgroup contacts.
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	Be Right Back
You are stepping away from the computer for a few moments.
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	Appear Away
Your computer has been idle for a period of time 
(15 minutes by default). 
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	Off Work
You are not working and are not available to contact.
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	Offline
You are not signed in. You’ll appear Offline to individuals whom you have blocked from seeing your presence.
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	Unknown
Your presence is not known. Your presence might appear unknown to others who are not using Lync as their instant messaging (IM) program.




	Contacts
 
1. Click in the box called “find a contact…” type the name of the person or the distribution list that you want to add. Examples: Jill


 
1. Click on the Plus icon to the right of the contact to add the group to your contacts.  When adding an individual, you will have the choice of adding the contact to groups that you create.  
 
 
 
 
Note: You can also create groups of users you want to contact.
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Right clicking on the group or the individual person’s name will give you a menu of choices.  You can start a video call by selecting video call. 



 Note: if you right click on the group and select video call, you will start a call with everyone in the group.
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	Communicating with IM
 
1. Double clicking on a contact will bring up an instant message window or click contact and choose IM icon.


 
1. After you type your message, press the enter key to send the message.  You can also press the Return Key button on the screen.  To move to the next line without sending the message, hold the shift key and press return. 
 

 
End a Call or Chat Session
· To end a call click the Icon 
[image: C:\Users\Sonja_2\AppData\Local\Temp\msohtmlclip1\02\clip_image024.png]
·  Or click the red X button on the top of the window to close the window 
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	Starting a Meeting
1. To start a Lync meeting on your own simply go to the “gear” icon in the upper right-hand corner, then select the option - Meet Now.

Inviting Others to a Meeting
Ad hoc meeting:
 
1. To add another person to your meeting select the “people” icon in the upper right-hand corner of your Lync meeting window, then select the option - Invite by Name or Phone Number.  You can also drag and drop contacts from the main Lync window into the meeting window to add them.
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	Answering a Call
 
1. To answer a call, just click on the banner or select one of the options to redirect.

 
1. If the video is not on, click “video”. This message will be located on the upper left hand part of the video screen.  You can also click on the Video Drop down arrow and select “Start my Video”
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	Check Status During a Call
·   IM window
·  Audio Mute
·  Video feed
Be sure that when you initiate or join a Lync call that you check these three things, to be sure that you are able to
communicate fully:
 
1. Be sure your IM option is selected, so that you are able to see IM conversations going on. It is also a good location to drag and drop new Lync participants who you want to join your call.
 
1. Be sure that your microphone is not muted.
 
1. When you are ready, add your video feed so participants are able to see you when you speak.
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	Beginning a Meeting
When entering a Lync meeting attendees have the default setting of their microphone being muted, and their web camera not being active.  This is a common best practice so that video conference participants may prepare before they are actively contributing to the video conference.  This means that in order to begin communicating with other Lync participants you will need to select sending video and or audio.
 
1. To un-mute your microphone, select the microphone icon in the upper left corner of you Lync meeting window.  This toggle switch will mute or unmute your microphone as needed.
 
1. To begin sharing a video feed, select the Video tab at the top-center position of your Lync meeting window, then select – Add Video. 
 
1. This will add a video section to your meeting window.  If you select the Video tab again you will be able to select – Pause My Video, or End Video and just go back to audio or IM communication.
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	Attach File
 
Paperclip icon
If you would like to attach a document for participants to download, follow these steps:
 
1.  Select the paperclip icon in the upper right-hand corner of your conversation window.
1. This will open a pop-up window, select the Add Attachment button.
1. This will then bring up a document navigation window that may be used to select the document you would like to attach.

 
***NOTE*** When you are viewing Lync in the full screen option, you will not see a notification that you have the option to download an attached file sent by another participant. When you return to a normal view, you will see a notification that an attached file has been added to the conversation and may be downloaded.  To quickly return to a normal view from a full screen view, select the escape [Esc] key on your keyboard.
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	Sharing 

 
· Lync allows you to share your screen (desktop), PowerPoint presentations, polling and a common whiteboard.  Click on the share button and then choose the appropriate tools.
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	Record meeting (part 1)
Start recording
In order to start recording a Lync session follow these steps:
 
1. Choose the double arrow [>>] in the upper right corner of the conversation window.
 
1. This will bring up a menu list with one of the options listed as [Start Recording].  Select Start Recording and your Lync recording has begun.
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	Record meeting (part 2)
 
1. Once you’ve started recording, you will see a notification at the bottom of your conversation window stating that you are now recording. 
You will also have controls to pause or stop the recording.
 
· Other Link participants will receive a notification stating that the Lync session is being recorded.
   
1. When you stop recording, a pop- up window will appear that will allow you to name your recording and select OK, or go directly to the Manage Recording area
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	Manage recording
Publish – to select content options for video
 
 
Get to the Recording Manager by:
 
1. Selecting the options icon [gear]
 
1. Then, select the [Tools] option
 
1. Then, select the [Recording Manager] option. You may also get to the Recording Manager as described previously, by selecting the [Manage recordings] button instead of the [OK] button when you stop a recording.
 
When the Recording Manager window pops up, you will have the option to play your recorded Lync sessions.  You may also publish them as a .wmv format for editing.
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	Signing Off
 
In order to sign off, just select the phone icon in the upper-right corner of the Lync meeting window.  This will stop your current Lync session.  You may rejoin the video conference, or you may close out the window. 
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	Making a Lync Appointment
 
    Creating an online meeting
    Setting meeting options
 
To schedule a Lync meeting follow these steps:
 
1. While using the calendar view in Microsoft Outlook, go to the Home tab and then select [New Online Meeting]. This will allow you to create a scheduled Lync meeting.
 
1. A meeting window will appear, that will allow you to select meeting participants and the meeting time. You will also have the option to customize the Lync meeting by selecting [Meeting Options].
 
1. When it is time for the meeting, participants will be able to join the meeting by joining the meeting from their reminder pop- up, from the [Join Online Meeting] button (3A), or from following the line of hyperlinked text (3B).
 
1. As the meeting organizer, when customizing a meeting by using the [Meeting Options] button, you will get a pop-up window allowing you to set parameters for the meeting. This will allow you to determine which people can enter the Lync meeting directly, or which people will need to wait in the virtual lobby until they are admitted. You will also be able to determine who will be presenters and who will be attendees to the meeting, which will influence their permissions to perform certain tasks.
 
Note:  If you are using the Outlook Web Access through your browser you can create a new appointment and then copy and paste the Lync meeting information into the notes of your calendar appointment.  To do this, start a "Meet now" meeting and then at the top click the "Join Information and Meeting Options" link.  You can then copy this information into your new calendar appointment.
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	Sharing documents from Other Applications

While in an Excel, PowerPoint or Word document you may immediately share that document with someone on Lync without having to go to Lync and initiate a Lync call. 

Follow these steps to immediately share documents:
 
1. Select the [Review] tab.  This will give you two options that you may use to share the document.
 
1. The [Share Now] button, allows the user to initiate an IM conversation while screen sharing the document. This means that the document will still be on your computer, but the other person will see it, and may make changes if you allow them permission.
 
1. The [Send by IM] button, allows the user to send a copy of the document, and initiate an IM conversation at the same time. This means that you will be sending a copy of the document to the person that they will be able to download for their own use.
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	Contacting others

Names in Outlook and SharePoint portal are attached to your contact information in Lync. When you hover your cursor over a name, Lync information will pop up. This will allow you to choose command selections such as:
·    Send email to that contact
·    Send an IM to that contact
·    Initiate a Lync call with that contact
 
You may also:
·    Start video call
·    Schedule a Meeting
·    Share Desktop
·    Tag for Presence Alerts (For example: to see when someone changes from Offline to Available)
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