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Objectives

This course covers the following voice and video features of the Lync 2010 client.

e Make a Gall

e Answer a Call

e Manage a Call

e Forward a Call

e Follow up on Missed Calls and Voice Mail

e Join a Conference Call

e Join a Video Call

e Accept a Video Call
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Voice

This section covers the following:
e Make a Call
e Answer a Call

e Manage your Conversation and Device Settings
e Forward Calls




Make a Phone Call from Anywhere

The Microsoft Lync 2010 client works with
Microsoft Lync Server, providing a software-
powered telephone.

Users can contact anyone inside or outside of their
company. It's as comfortable as your old phone
but a richer and more sophisticated experience.

Lync supports the following types of calls:
e  Computer to computer

e  Computer to telephone

e Telephone to computer

e Computer to audio conference

e Video calls and conferencing

Using Lync 2010 means that users have all their
principle communication choices - voice, e-mail,
instant messaging, and conferencing - available
and integrated on their computer.

-

-

Clients ﬂﬂ %
Lync Phone Edition Lync Mobile
Microsoft Lync Microsoft Lync Attendant
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Make a Call

You can use the search bar to find someone
or scroll to find anyone in your contact list.

1.0pen Lync.

2.Type the person’s name or phone number
in search bar.

3.Click Call on the person’s contact card,.

4.When you click to call the contact’s work
number is the default number that is dialed.

5.You can click the Call menu to select other
numbers to call the contact.

Learn more about Click to Call on the next
slide.
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Click to Call

Lync 2010 offers the Click to Call
feature.

When you click this icon Lync

automatically dials the number for you.

The call connects using your Lync
Phone Edition device.

If a device is not available the call
connects through your Lync client.

| ken circ

e

Name

-

skill

Ken Circeo (Mingle) - Away 5 mins ['4}' "][ Call |y
SENIOR TECHMICAL WRITER, Office Content-Pablishing (LA}
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Use the Dial Pad to Make a Call

Use the dial pad to manually enter a phone
number to dial. For example, you can use
the dial pad to dial 1-800-flowers.

1.Click Phone.

2.Click or type numbers on the Lync dial
pad.

3.Click Call to dial number.
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Answer a Call

Depending on your device setup, an incoming call takes
place using one of the following methods:

Connected to a Lync Phone Edition device: Call is
answered using the Speakerphone or Headset.

Lync without a device attached: Audio through the
computer speakers.

Answer Call:
1.Click notification window for incoming call.
2.The Conversation window appears and the call begins.

Redirect or Decline Call:

1.Click Redirect call to another number such as your cell
phone.

2.Click Decline to call send caller to voicemail if it is
configured or disconnect caller.

Ken Circeo Ilko
DIR OF MEDIA DEVELOPMENT
is calling you

Redirect ~ Decline

File  Edit View  Actions Settings  Help

+1 (555) 555-1234 (;
M
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Accept Call During Conversation

(157 peter krebs ST =)
During a conv_ersatl_on you can start a call in Peter rebe - Aumible
the conversation window. L SENIOR CONTENT PUBLISHING MGR
. Lo Phone - Video  Share People(2) = 7
Click Phone to initiate call. r

Ken CirceoJ 11:23 AM

» hey, whet time is the presentation?
Answer a Call In an IM Peter Krebs 11:23 AM

. . » 3:00in th i fe

The Conversation Phone tab displays e .
options on how to receive the call. - thanks

Click one of the following options:
eAccept Call — accepts call and begins

conversation.

*Redirect — redirect to cell phone or other

number.

eDecline — declining the incoming call : Ken Circeo —

sends caller to voicemail if it is configured *!] vttt

or disconnects caller. M. WBRones Video  Share People?) ~
[, Accept call || Redirect~ || Deciine |

Click Accept, Redirect or
Decline.
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Manage a Call

During a call you can change the audio
device, place the call on hold or transfer
the call to another number.

Click the following options from
Conversation window.

e (lick Audio Device to select
between your headset, handset or
computer audio.

e Place the call on hold by clicking
Hold.

e Transfer the call to another number.
Use transfer to remain on your
conference call even when you have
to leave your office.

File  Edit View  Actions Settings Help
+1 (555) 555-1234 (;
IM  [EEE= - @, llﬂ »
#0B- 007 | RY -
Handset - In Use R, Your Phone Numbers v

Polycom CXT00

[ PCMicand Speakers
Your computer's default setup

Transfer to Others
Another Person or Number

Current Conversations 4

Park Call
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Phone Calls Get to the Right Place

Use Lync 2010 to forward calls to your
cell phone or simultaneously ring your
office and home numbers.

e Quickly identify and change call
forwarding settings.

e Know at a glance when your calls are
being forwarded.

e Easily configure advanced call routing
settings.

e Take your calls with you.
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P, 'll be out of the office for the day.
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Return to Voice Objectives

o 7 g T
‘ Find a contact or dial a number }:‘|
i' € Calis are being forwarded to 555-555-1212. x
- Groups Status Relationship E: -




Forward a Call

You can send callers straight to your voice
mail or to anyone you want to handle your
calls while you are out.

It's easy to set up full forwarding rules on the
Call Forwarding tab.

1.Click Call Forwarding.
2.Click Call-Forwarding Settings.

3.Specify phone numbers on the Call
Forwarding tab in Options.

4.Click OK to update call forwarding settings.
5.Click Call Forwarding.
6.Select one of the following options:

Do Not Forward Calis

» Forward Calls To — Voicemail, Cell
Phone, or other number

« Simultaneously Ring

Manjlnder Kaur
Afest W

Available

Mlchele Mar‘tln Out ofOfﬁce

office for the day.

%v

Call Forwarding is Off

Incoming Calls

Do Mot Forward Calls

Forward Calls To

<

Forward Calls To

&[R|&

Call Forwardin

Simultaneously Ring

-

| Mobile 2065550118

g Settings.. QW Home 4255550119

B3 voice Mail
g Mew Mumber or Contact..
Lync - Options |

General Call forwarding
Personal % @ Turn off call forwarding Learn Maore
Status Calls will ring you at work and not be forwarded.
My Picture %’ () Forward my calls to: |V0ice Mail - ‘
Phones -
Alerts Calls will be forwarded immediately and not ring your work number.
Ringtenes and Scunds %"’ (71 Simultaneously ring: | A ‘
Audio Device Calls will ring you at work and also ring another phone or person.
Video Device
Call Forwarding Your current call forwarding settings:
File Saving

Calls will ring you at wark

Unanswered calls will go to:  Voice Mail in 20 seconds

These settings will apply: All of the time

Edit my team-call group members

Edit my delegate members

[ o J[ concel J[ rebo |
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Follow up on Missed Calls

Manage phone messages using Lync 2010.

eKnow that you have missed calls and
messages waiting at a glance.

ePlayback voice mail directly from Lync.

eEasily reply to voice mail using chat or
voice.

Listen to your Voice Malil

1.Click Phone in Lync.

2.Click Play to listen to received voice mail.
3.Click Call to reply to voice mail.
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Join a Conference Call

Lync 2010 offers multiple options for connecting to a scheduled conference call.

Using Option A or B connects using Lync Phone Edition device by default. If device is
not available you will connect to conference using computer speakers and microphone.

Stat time: | Tue 1262010 [=] 200mm [2] [ 48 oy exent
Endtime:  Tue 1726/2010 =] 300 |

[2] Weekly Review Conference

Start time: Tuesday, February 02, 2010 3:15PM
Location: Online Meeting

Join online meeting
https://me ntoso.com/name/1234

Subject Due in

Join by Phone
555-555-1234
555-555-1234
555-555-1234

(osmss a1 | Dsmss B e
Click Snooze to be reminded again in:

Conference ID: =x»=xxx=x

‘5 minutes before start

[ [[sooe ]

Forgot your dial-in PIN?| First online meeting?
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Online Meeting Invitation

The meeting invitation contains multiple ways to
connect to Lync Online Meeting.

« Join Online Meeting connects you to the
meeting through Lync allowing you to hear
conference call and see visual content such as
web camera and desktop sharing.

« Meeting Hyperlink provides a Internet browser
method of connecting in the event the Join link
fails or you do not have Lync installed.

« Join by Phone connects you to the conference
call if you are using a home or cell phone. It
connects you through Lync if you are using Lync
Phone Edition or the Lync Dial pad.

« Conference ID required when prompted. You are
not prompted when using Join Online Meeting or
Meeting Hyperlink.

11/2/2010

Format Text Developer Add-Ins

gk v | [E} scheduling Assistant

nser
& ® @ @ (o @
'y /
Cancel = Online  E-mail Options  Meeting | Mee
Meeting 2 | 8 mracking - Meeting~  Attendees ~ 437 ~ Motes | Suggesti
Actions Show Attendees OneNote | Suggesti Zoom
Mo responses have been received for this meeting.
- | From - | |4 TanjaPlate@contoso.com
| Te.. | |ManiinderKaur |
{=7% | Subject |FY10Budget |
UE;"E‘; Location: Onine Meeting [~ | Rooms... |
Starttme: | Tue 2/9/2010 |- | [10:00 M [~ [Jall day event
Endtme:  |Tue 2/9/2010 |- | [10:30 am -]

Join online meeting
https://Ism80.meet.contoso.com/meet/tplate/GCOEBCT

Join by Phone

Dial-in number: 425-555-0180 Join from mabile phone
Find a local number

Conference ID: 7171009

Forgot your dial-in PIN? | First online meeting?

| v ]&F1
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Activity 1

This activity prepares Lync users for Online Meetings using voice. Practice this activity
during a small or informal team meeting. This scenario uses a conference room setting
with a conference phone as primary audio.

Schedule an Online Meeting
1. Open Outlook 2010 and click New Items, and then click Online Meeting.
2. Complete invitation fields and send the invitation.

+ To Recipients

«  Subject

* Location

» Start and End Time
Join the Meeting
1. Open Invitation and click Join Online Meeting.
2. Click Use the following on the Join the conference audio dialog window.
3. Click drop down menu and enter your conference room telephone number.
4. Click OK.

11/2/2010 16



Activity 2

Practice using Lync touchtone commands during a call.

Touchtone commands also referred to as Dual Tone Multi-frequency (DTMF) help you control
the conference call, allowing you to admit or mute participants, and disable announcements.

1. Join an Online Meeting and connect to conference call using desk phone.

2. Use desk phone dial pad to press one of the following touchtone commands and listen to

description.

*6 - Mute or unmute yourself

*4 - Mute or unmute all other participants

*7 - Lock or unlock the conference call

*9 - Enable or disable announcements for participants entering and exiting the
conference.

*3 - Privately play participant roll call in the conference.

*8 - Admit all participants currently in the lobby to the conference.

*1 - Play a description of the available touchtone commands.
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Last Minute Resolutions

Most users have experienced an unexpected moment during a conferencing session.
The following provides tips on addressing last minute issues in an Online Meeting.

Issue: Conference room phone or meeting participant cannot dial into the Online Meeting.

Resolution: Use Invite by Phone to call participant or connect to conference room phone.
1. Click the People menu and then click Invite by Name or Phone Number
2. Enter number for participant’s desk or cell phone or the conference room phone number, and click Call.

Issue: A participant’s voice echoes throughout the call.

Resolution: This occurs if a participant is connected to the Online Meeting through multiple devices, such as
both computer audio and cell phone audio. This can also occur inside a large conference room if the meeting is
using a podium and panoramic video with audio device.

1. The participant should mute computer speakers and computer microphone.
2. Mute desk phone and verify echo has stopped.
3. Unmute primary device to use during Online Meeting.
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Microsoft®
- Lync
Video

This section covers the following:

e Join a Video Call

e Accept a Video Call




Video Overview

For the closest thing to a face-to-face
conversation, connect a webcam to your computer.

e Using a webcam in Lync 2010 to display
yourself to other participants is a seamless
experience.

e Certified UPnP webcams are detected
automatically by Lync on Windows XP, Vista
and Windows 7.

e You do not need to install a webcam to view
another participant’s video in a Online Meeting.

Configure webcam settings from Video Device in
Lync Options.

1. Click Tools and then click Options.

2. Configure webcam settings under Video
Device.

Installing device driver software

' USB Composite Device J Ready to use
USB camera () Installing driver software...

+/ Ready to use

Video device
Select the webcam you want to use for video calls.  Lawn more

[Logtech QuidkCam for Notebooks -




Join a Video Call

If you have a webcam set up, you can choose
to allow your contact to see you as you
converse. If you accept someone’s incoming
video call to you, they won't see you until you | WS Manjinder|Kaur s can

. . . / "} TECHNICAL WRITER &
add video from your side of the conversation.

Click Video to start your webcam.

PRI Video  Share People ) ~ »

JOin a V|de0 Ca” « ¥ Ql ~» -

1. Click Video in the conversation
window to start your webcam and initiate the
video conversation.

| [} ¢ |Group Conversation
¢ 5| Xim Akers, Heid| Steen, Carlos Carvallo

» |

IMenes! video  Srore People3) ~

Starting video conference.. U

oa

Picture in picture view of yourself,
click View to set options or hide.
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Accept a Video Call

You don't need a webcam to accept a video
call from another Office Lync 2010 user.

If you don't have a webcam, you can view
the caller’s video feed, and the caller will see
a video icon placeholder for your feed. Your
caller won't see you unless you add your own
video feed to the conversation.

") | Group Conversation (;
~ S Kim Akers, Heidi Steen, Carlos Carvallo

UIMC L Pronef! Video | Jhare People(3) * >

Starting video conference... | Q4!

=

Accept a video call.

1. Another participant in Online Meeting
begins video.

2. Lync automatically displays participant
video in conversation window.

3. Click Start my video to display your
webcam to other participants.

4. Click View to show your preview window
or change webcam settings.
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Review

In this course we covered the following voice and video features of the Lync 2010 client.

e Make a Gall

e Answer a Call

e Manage a Call

e Forward a Call

e Follow up on Missed Calls and Voice Mail

e Join a Conference Call

e Join a Video Call

e Accept a Video Call
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