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Functional Capabilities 

Sign in and get started 

If you’re already logged on to your organization’s network, sign in by starting Lync. 

1. 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. 

2. 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.  

The following table describes:  
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Personalize your contact information 
You can personalize your location, phone numbers, and presence information. For example, you can add your 
 mobile phone number and make it available only to close contacts. 
  
1. To set a location to let people know where you are today, in the location menu, click Show Others My  
Location. 

2. To add a phone number to your contact card, click the Options button (insert Options Picture icon here) , 
and then click Phones. 

3. Click the button for the phone number that you want to add (such as Work Phone or Mobile Phone). 

4. In the Edit Phone Number dialog box, type the number, and then click OK. 

5. Select the Include in my contact card check box, and then click OK.  

6. To change privacy relationships for the people you want to see personal phone numbers, right-click the 
contact’s name in your Contacts list, click Change Privacy Relationship, and then click Friends and Family 
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Change your picture settings 

You can decide whether you want to see your contacts' pictures. You can also change your own  

picture or choose not to show one. 

Hide your contacts’ pictures 

1. In the Lync main window, click the Options button. 2. In the Lync - Options dialog box, click 
Personal. 

3. Under Display photo, clear the “Show photos of contacts” check box to hide other people’s  

pictures, and then click OK. 

Hide or change your picture  

1. In the Lync main window, click the Options button. 2. In the Lync - Options dialog box, click 
My Picture. 

3. Do one of the following: 

 To hide your picture, click Do not show my picture 

 To change your picture, click Show a picture from a web address, type the address of a  

photo site (such as Windows Live® SkyDrive® or Facebook) including the file name, and then  

click the Connect to Picture button. 

Note: The file must be less than 30 KB in size.  

If the photo that you want is larger than 30 KB,  

see Prepare a picture for Lync online 



6  

6 

Build your Contacts List 

Add people to your Contacts list if you'll be contacting them often or if you just want to keep track of them.  

1. In the Lync main window, type the person’s name or email address in the search field. 

2. In the search results, right-click the person.  

3. (Optional) If you’ll be contacting the person often, click Pin to Frequent Contacts.  

4. Add them to a group by clicking Add to Contacts List, and then clicking the group name, or, if you haven’t 
created groups yet, click Add to New Group, and give the group a name. You can add more contacts to this 
group later. 

Get in touch by IM  

There are several ways to start an IM conversation with people or groups in your Contacts list. From your Contacts 
list or from search results, do any of the following:  

 Double-click the contact. 

 Point to a person’s picture. When the contact card opens, click the IM button. 

 Point to a group in your Contacts list, right-click the Group Contact Name, select Send an Instant Message. 
This will send your IM to all members of this group. (Change screen shot below) 

 To invite additional people into an existing IM conversation  

1.  With an IM conversation in progress, you can add additional contacts to the IM conversation. In the Lync 
main window, drag a contact name from the Contacts list, and drop it onto the conversation window. To add 
contacts outside of your organization (whom you can’t IM) to the conversation by e-mail, in the conversation 

2. To join, just click a link in the email message (outside 
users can join the conversation regardless of whether 
they have Lync installed).  
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Schedule an online meeting  

To create an online meeting request in Outlook, do the following: 

 In the Outlook Calendar, on the Home tab, in the New group, click New Online Meeting (in Microsoft Outlook 

2010) or Online Meeting (Microsoft Outlook 2007).  

 

 

OR  

NOTE: When you click the link to enter the 

meeting you are provided with three options, se-

lect depending on your system: 

1) Click if you do not have neither a Speaker nor a 

Microphone. 

2) Click if you have both and participating with 

video and audio. 

3) Click three if you are using a phone ( This is 

option is not available at CCC). See picture 

Outlook will created an email including a link 

to join the meeting. See the below example 

NOTE: When you join the meeting all 

participates are in mute mode. You 

can un-mute yourself by clicking the 

microphone.  
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Change meeting access and presenter options 

The default online meeting options are best for small meetings or sharing and collaboration sessions with people 
inside your organization. If you are scheduling an online meeting with people outside your organization or your 
meeting is unusually large, use the Online Meeting Options dialog box to help you determine the following: 

 Who should wait in the lobby. (The lobby new in Lync 2010 is an online waiting area). You can control ac-
cess to the meeting, or admit someone who doesn’t have the correct meeting credentials. People in the 
lobby can be admitted singly or all at once. before being admitted to the meeting? (This is only available 
for meetings using VoIP audio.) 

 Who should have presenter Presenters can share or upload meeting content, request permission to mod-
ify content shared by others, set in-meeting options, mute or unmute others, and admit anyone who is 
waiting in the lobby. The meeting organizer is automatically a presenter. privileges during the meeting? 

To set access and presenter options 

While creating a meeting request (before sending it) do the following: 

1. In the meeting request, on the Meeting tab, in the Online Meeting group, click Meeting Options. 

2. In the Online Meeting Options dialog box, Customize access and presenters for this meeting check box. 

3. Make changes to Access and Presenters 

Start an unscheduled meeting 

1. In the Lync main window, click the Show Menu arrow , and then click Meet Now. 

2. In the Join Meeting Audio dialog box, do one of the following: 

 To call into the meeting from your phone, click Do not join audio, then call the dial-in number in your email 
invitation. 

 To join the meeting with Lync Online, click Use Lync (integrated audio and video). 

 To have the conference call you, click Call me at, and then type or select your phone number. (This feature 
is not supported.) 

In the group conversation window, click the People Options button , click Invite by Email, and complete  
the meeting request.  
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Join a scheduled online meeting 

1.  In the Online meeting request received in your Inbox or from the Outlook Calendar, open the meeting you 
want to join. 

2. In the meeting request, click Join online meeting. 

 

3. In the Join Meeting Audio dialog box, do one of the following: 

 To call into the meeting from your phone, click Do not join audio, then call the dial-in number in your email 
invitation. 

 To join the meeting with Lync Online, click Use Lync (integrated audio and video). 

Join an unscheduled meeting 

You may be invited to an unscheduled or Meet Now meeting or to a meeting that is already in progress. 

 In the notification that appears in the notification area, at the far right of the taskbar, click Join. 

 You may receive an email with a link included to join the meeting.  Click the link provided in the email. 

Set audio preferences 

You can set up Lync Online to connect to the meeting audio the same way every time, or to prompt you for a 
choice. 

1. In the Lync main window, click the Options button.  

2. In the Lync - Options dialog box, click Phones, and, under joining conference calls, in the Join meeting audio 
from box, do one of the following: To use integrated computer audio during meetings, click Lync. 

To use a phone to call into meetings, choose Do not join audio 

3. (Optional) Under Joining conference calls, select the Prompt me before joining to confirm or select another 
audio source check box. Choose this option if your audio preferences change frequently. 
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Share your desktop or a program 

Share your desktop with others 

1. Click Start, click All Programs, click Microsoft Lync, and then click Microsoft Lync 2010.  

2. In your Contacts list, double-click a contact’s name. 

3. When the conversation window opens, click the Share menu.  

4. If you only have one monitor, click Desktop. Otherwise, choose which monitor (s) to share. 

5. (Optional) To see how your screen looks to participants, 

click Preview. To close the preview, click Hide Stage. 

 

Share a program 
1. In the conversation window, click the Share menu, and then click Program. 

2. In the Share Programs dialog box, double-click the program that you want to show. 

3. (Optional) To see how your screen looks to 

participants, click Preview. To close the preview, 

click Hide Stage. 
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Create a whiteboard 

1. In the conversation window, click the Share menu, and then click New Whiteboard. 

2. To start writing or drawing on the whiteboard, use the annotation tools at the lower left of the whiteboard. 

Give control to others 

1. While sharing your desktop, monitors, or a program, on the sharing bar, click the Give Control menu. 

 

 

 

 

2. Click Automatically accept control requests, to give control to everybody, or click the name of an individual under  

Attendees. 

3. In the Lync dialog box confirming that you want to give control, click OK. 

4. When you want to take back control, press Ctrl+Alt+Space. If Automatically accept control requests is selected, 
click it to clear it. 

5. To stop sharing,  on the sharing bar at the top of your screen, click the Stop Sharing button 

 


