Microsoft Lync 2010 - Windows XP/Vista/7/8

Microsoft Lync delivers an easy way to communicate to students and staff at EIT, on and
off campus. Once you have installed it you can use it anytime on a computer with internet
access. It uses a simplified, single interface to find and talk to an EIT user.
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Who uses it at EIT?
Every EIT student and staff member has access to the application.

How do | install it at home?

Microsoft Lync can be installed on any Windows computer. You only need to install it once
and you can use it to instant message and share information with other students and staff
at EIT. There are three different downloads for you to choose from. The one that you
should use depends on what operating system you use.



To choose what download you should use:

To find out what kind of operating system you are using, click on Computer on your
desktop.

Manage

Map network drive...

Disconnect network drive...

Create shortcut
Delete

Rename

Properties

A screen will appear telling you information about your computer. Under the system
heading, you will see what system-bit operating system you are using.

View basic information about your computer

Windows edition
Windows 7 Enterprise
Copyright © 2009 Microsoft Corporation. All rights reserved.

Service Pack 1

System
Rating: System rating is not available
Processor: Intel(R) Core(TM) i5-2400 CPU @ 3.10GHz 3.10 GHz
Installed memory (RAM): 4,00 GB (2.94 GB usable)
[: System type: 32-bit Operating System j
Pen and Touch: No Pen or Touch Input is available for this Display

Go to http://www2.eit.ac.nz/library/myeit_install_lync.html and select the appropriate
Windows download.


http://www2.eit.ac.nz/library/myeit_install_lync.html

Once you have found the appropriate download to use, you will be prompted through a
series of steps throughout the entire installation.

1. Choose the appropriate download link from the Install Lync web page

Install Microsoft Lync

Download Lync

Click on one of the below links to download Lync to your home computer. If you are unsure of which one
to use please read the next section below.

Windows:

Microsoft Lync 2

c 2010 Download (32-bit)

Microsoft Lync 2010 Download (64-bit)

Mac:

Microsoft Lync 2011 Download (Mac)

2. Click Run.

File Download - Security Warning =

Do you want to run or save this file?

@ Name: LyncSetup.exe
Type: Application, 53.4MB

From: www2.eit.ac.nz

[ Rn J[ swe ][ Cocd |

While files from the Intemet can be useful, this file type can

potentially ham your computer. If you do not trust the source, do not

run or save this software. What's the risk? 'J
I

= —

3. A security message will appear, click Run again. This application is safe to install.

Internet Explorer - Security Warning u

Do you want to run this software?

@ Name: lyncsetupvolume.exe
Publisher: Microsoft Corporation

@Moreoptions [ Run ][ Don't Run ]

While files from the Internet can be useful, this file type can potentially harm
your computer. Only run software from publishers you trust. What's the risk?




4. Click Install to download Microsoft Lync to your computer.

S«

Microsoft Lync 2010
[ T |
U

Install Microsoft Lync 2010

By dlicking Install, you accept the Software License Terms.

Click here to read the Software License Terms

k::\"rogram Files\Microsoft Lync

Browse

[ Help improve the quality and reliability of Lync by allowing Microsoft to collect
information about how I use Lync (subject to administrator policy)

View Privacy Statement

[Install][dose]

Once the install has finished, Lync will automatically open for you to sign in.

How do | login and send an instant message to my lecturer/tutor?

Type in your student EIT webmail address e.g. SmithJ12@student.eit.ac.nz and click Sign
In. Enter your current EIT password and press Sign In again.

'Sugn-m address:
| its@student.eit.ac.nz

Change

Password:

You will see the Lync application open below with your name at the top

What's happening today?
Ims &~
i L | avitvie
K Set Your Location ~
[} AN
)  { i?
Find a contact 7~
Groups Status Relationship 8: -

To find your lecturer/tutor, type in their EIT staff email address e.g. jsmith@eit.ac.nz


mailto:SmithJ12@student.eit.ac.nz
mailto:jsmith@eit.ac.nz

jsmith@eit.ac.nz P

/'9‘\ /’T\\ bﬂa

- Jsmith@eit.ac.nz- Updating...

Double click on the email address that appears and begin typing your message.

M

Call * Video ~ Share~

Hello

A summary of the contact status symbols and what they mean are below:

Meaning

L.

Available - The contact is available and is at their computer ready to have a

conversation.

©

Busy, In a call, In a Conference, In a Meeting - The contact is online but are busy

engaged in another activity.

Do Not Disturb - The contact is online but does not wish to be interrupted.

Appear Away, Off Work, Be Right Back - Contact is online but not at their
computer. This status can be changed manually by the contact or will automatically
appear after 10 minutes. A message will appear but won’t be seen until the contact

is back at their computer.

Offline - The contact is not online because they have not signed into Lync. Your

message won’t be seen by them until they log into their computer.

Presence Unknown - The status cannot be found.

Blocked - The user has been blocked and appears to be offline.




Once | have installed it, how do | find Lync again?

If the Lync window does not automatically appear, click on the start icon

on All Programs

»  AllPrograms

l Search programs and files

Pl

Choose Microsoft Lync and then Microsoft Lync 2010

4. Microsoft Lync
| 1] Microsoft Lync 2010

Microsoft Lync will open for you to sign in.

Microsoft Lync

VIRLEL

Microsoft*

Lync 2010

Sign-in address:

r someone@example.com

Signinas: # Available ~

L Signin

and click



Can | share my desktop screen to another person using Lync? How can |
do it?
If you have an application or issue you can share your desktop screen with another user.

When you share your screen by default, you will have full control, but you can allow the
other person to control your desktop if needed.

1. Type in and find the person you want to talk to. Double click to instant message them.

2. On the right hand side, click Share >> Main Monitor

IM  Call ~ Video ! Share~ e~ [ >
Main Monitor

Secondary Monitor

All Monitors

Program...

PowerPoint Presentation..

New Whiteboard

BED Q@88

New Poll

Show Stage

A bar will appear at the top of your screen. This means that you are sharing your
specific monitor and the other person can see what you have open. Before the screen
can be seen by both users the participant must join the invitation.

wanits to start sharing
Redirect ~ Ignore

1206 pm. |
21/06/2013

NE @O« @WD ¢

3. Once the invitation has been accepted, below is what each other will see from your
computer:

X

K Stop Sharing



; @ Karn Heavey - Sharing
Karn Heavey - In a meeting £ -
B Electronic Services Technician @ Screen Sharing -

L IM | Call ~ Video ~ Share~ e- 0 >

49 Tania Webster o ®2|R F : Currently shaning Give Cc

S o

Tania Webster = Inamesting ng the most thoughtrul and hel... ||
Academic Assistant, Library . &

M Call ~ Video v Share ®- 0 ”

You are sharing your screen, Preview x

-
v

o

The participant viewing the other users screen

4. Once it has been shared, you can also have the participant control your screen if you
need to. The person sharing the screen should click Give Control. A warning message
will appear confirming the participant is to take control. Click OK.

Lync [Ex]

You are about to allow this participart to take control. To take back
control, press Cti+Alt+Space.

[7] Do not show this message again

[ ok | [ cance |

Both users will see what the status on the top bar will change and it will say the user is
in control.

| Currently sharing @ Tania Webster - In Control Give Control - A Stop Sharing U

5. You can also type in the message box on the left hand side to collaborate and share
your thoughts about what’s being shared.

6. When you have finished, click Stop sharing and this will end the session with the other
person.

Give Control - #A Stop Sharing § 8



How do | share a PowerPoint presentation to my tutor or study group?

1. Double click on the people you want to invite into the conversation. To share a
PowerPoint show click PowerPoint Presentation...

1M call v Video | Share & 0>

Main Monitor
Karn Heavey

o Hi Secondary Manitor
All Monitors

Program...

PowerPoint Presentation..

DEDE8EE

New Whiteboard
MNew Poll

Recent Content »

Show Stage

2. Browse to where the Presentation is. Click Open.

folder =~ 0 @
Neme Date modified Type Size -
B LIANZA Conference 2012 ppix 5/10/2012937 a.m._ Microsoft PowerP, 383K .
= & schroeder, /112011646 p.. Microsoft PowerP..  LOLLKY
@) grid-presenvation.ppt 30/11/2011634 p...  Microsoft PowerP, Las2kd
|| MYBACKUP 18/06/2013915 a...  File folder
\| 527.13_2.300261072 5/06/20131042 a...  File folder
)| eract2 4/06/2013 6:33 pm.  File folder
|| INFOS27_Assign2_FINAL 31052013931 a...  File folder
J\ INFO_527_Assign2_DB 2052013152 p... File folder
|| Can you tp the Is_guides.htm page please... soon.. &05/2013 340 p.m.  File folder
b www2 backup 2052013 8:57 p.m.  File folder
= || MyEIT_Mobile_Version 30/04/2013133 po.. File folder
2 i COW Lsptop_Documentation /0413434 p....  File folder
ik || AbbyyFineReaderl1 Instructions 22/04/2013 530 p... File folder
L \| InfoPath 17/04/2013322 p.... File folder i
T
e ™ [l n ]
ile name: LIANZA Conference 2012ppt -
[

3. A message will appear for the other participants to accept it. They must accept to see
the presentation content.

| Group Conversation
{j, Join Information and Meeting Options

M Call - Video * Share~ - 0>
“ 4= Accept sharing request || Decline ||
# Tania Wﬁ{ Accept sharing request (Alt+C) } & =




4. The PowerPoint presentation will appear on the right hand side.

4 Group Conversstion (2 Participants)

I:‘ Group Col
can - v

5. You can talk to each participant using the chat on the left hand side and you can

You are sharing.

LIANZA Conference 2012.pptx

navigate through the slides using the tool bar beneath the presentation show.
Additionally, if you press the text icon you can enter text on the specific slide.

1of18

+EHE =

6. Once you have finished your changes click on the save icon and save it to a specific

location. Your changes made will save with this file.

7. Save the PowerPoint with changes:

.'1'"!"' Group Conversation (2 Participants)

4 Save As

Desktop

Libraries

LY

Computer

@ f|l

Savein: @ Documents

T Name
";} | ActivePresenter
Recent Places | Adobe
- | Adobe
. Adobe Scripts

. Calibre Library

. Camtasia Studio

. EndMote

. Expression

| Fragments

o INFO_527_Assign2_DB
. Install_Lync (2)

Wy Adobe Captivate Projects
M Diaital Editions

-

==

o * @
Date modified Type =
19/04/201310:13 a...  Filefol
20/12/2011 8:53 a....  Filefol
20/12/2011 8:48 a....  Filefol|
20/12/2011 846 a....  Filefol|
9/07/2012 5:23 p.m.  File fol
21/05/2013 4:26 p....  Filefol
20/12/2011 8:23 a....  File fol—
19/12/2011 2:42 p....  Filefol
19/12/2011 348 p....  Filefol
28/05/201310:37 a...  Filefol
6/03/2013 2:14 p.m.  File fol
27/09/201210:20 a...  File fol

1

13/03/2013 6:18 p....  Filefol 7
| 2

Metwark

File name:

LIANZA Corference 2012 xps

hd Save

Save as type: [XF‘S file (*xps)

- [ cancd |




8. When you have finished saving, stop sharing your PowerPoint presentation.

E=5 Bl =)

- » Stop Sharing

9. A warning message will appear, click OK to finish the conversation.

h Lync e

@l e you sure you want to leave the conversation?

Stop showing your content

/: . . -
The conversation will continue when you leave.

[7] Do not show this message again

[ ok | [ Cancel

Further Help:

If you need further help with using Lync or you would like to know more about other
features please go to http://lynchowto.eit.ac.nz/ to find out more. Alternatively you can
ring the IT helpdesk on ext 4357.
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http://lynchowto.eit.ac.nz/

