Microsoft Lync 2011 - Mac Users

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 Mac 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.

Choose the Mac download from the Install Lync web page.
To install Lync use the below instructions:

1. On the web page http://www2.eit.ac.nz/library/myeit_install_lync.html click the
Microsoft Lync Mac Download option.


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

haianthtt N Install Microsoft Lync

Saving Your Document
Saving to a USB Memory Stick
Printing @ EIT Download Lync
Macrons

Useful Windows Keyboard Shartcuts
Health & Safety with Computers
Wireless

Change your Password

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

Windows:
Warking with Microsoft Word - Full
Version (pdf) Microsoft Lync 2010 Download (32-bit)
Warking with Microsoft Pawerpoint -
Full Version (pdf) Microsoft Lync 2010 Download (64-bit)
Mac:

Word

ft Lync 2011 Downloa

You have chosen to open

‘w Lync Installer.pkg
which is a: pkg File (56.7 MB)
from: http:/ /fwww2.eit.ac.nz

What should Firefox do with this file?

=) Save File

|_| Do this automatically for files like this from now on.

Canal) 060

3. Once the download has finished, double left click to run the installation file.

Lync Installer(1).pkg 10:46 AM

56.7 MB — eit.ac.nz

Lync Installer.pkg Tuesday
56.7 MB — eit.ac.nz

EIT Student Farm.zip October 2
151 KB — eit.ac.nz

) &) sf G0

ContentServer.aspx September 3
92.6 KB — eit.ac.nz:2066
lh
Shockwave_Installer_Full.dmg August 30
21.5 MB — adobe.com e
rs
the universe.htm August 27 ¥




A series of prompts will appear to install it, read below and click on the following:

Click Continue.

Welcome to the Microsoft Lync for Mac Installer

You will be guided through the steps necessary to
install this software.

A

Click Agree.

To continue installing the software you must agree to the terms
of the software license agreement.

Click Agree to continue or click Disagree to cancel the installation O
and quit the Installer.

Commaree ) (e )

*  updates,

*  supplements,

* Internet-based services, and

*  support services

for this software, unless other terms accompany those ftems. If so, those terms apply.
By using the software, you acoept these terms. If you do not accept them,
do not use the software. Instead, return it to the retailer for a refund or
credit. If you cannot abtain a refund there, contact Microsoft or the Microsoft affiliate

serving your country for information about Microsoft's refund palicles. See htto://
.microsoft. oridwide, In the United States and Canada, call

Al

Y

Select a Destination

Select the disk where you want to install the Microsoft
Lync for Mac software.

Macintosh HD
86.55 GB free
159.7 GB total

Installing this software requires 230.2 MB of space.

You have chosen to install this software on the disk
“Macintosh HD".

(" GoBack ) ( Continue )




Click Install to install the application. An administration login may appear, enter in
these details.

8n00n « Install Microsoft Lync for Mac =1

Standard Install on “Macintosh HD"

& Introduction

& License This will take 230.2 MB of space on your
computer.
© Dastination Select
Click Install to perform a standard installation of
R llati
Yo Tyee this software on the disk “Macintosh HD".
@ Ifstallation

® Shmmary

Change Install Location...

s e

Once it is complete, Lync will be successfully installed. Click Close to exit the
installation.
@ Install Microsoft Lync for Mac &
The i llation was completed successfully.

© Introduction

estination Select a

© Installation Type
© Installation
o sk

The installation was successful.

The software was installed.

Go Back Close

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

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


mailto:SmithJ12@student.eit.ac.nz
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Email Address: n
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B Remember my password

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

Type in the EIT staff or students email address e.g. jsmith@eit.ac.nz for a staff email
address or webstt1@student.eit.ac.nz for a student email address.

Once you have found the person, double click on their name

! Robert lles
S Available v

Electronic Services Librarian

@ L
* Jenni Robinson - Available r
‘ Paul McLean - Away
R Oncle
‘ Kihirini Daymond - Away
R | told you

Karn Heavey - Away
> & “Librarians have always been among the m...

Once the message box opens, you can now start typing in your message.

Karn Heavey - Away
‘ * “Librarians have always been among the most tho...
‘_-_ L W, P PPN -
Aa



mailto:jsmith@eit.ac.nz
mailto:webstt1@student.eit.ac.nz

When you have finished your message, click the red circle button.

Meaning

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.

o

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

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

Click on the Launchpad icon at the bottom of the Mac desktop.

Launchpad




Microsoft Lync will open for you to sign in.

BOe icrosoft Lync.

riles@eit.ac.nz \

Automatic H

JRIH riles

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. Click the drop down arrow next to the paperclip and click Desktop.

Karn Heavey - Away
| “Librarians have always been among the meost tho...

B, P ALla B

Robert les: (12: BESEEIACT
Hi

Show Stage

3. The other user will be asked to accept the invitation. Once they click Join, they will be
able to see your screen.

T
| | . o ——
':‘ wants to start sharing

Redirect ~ Ignore




Karn Heavey - Available [F| Desktop - Robert lles

| "Librarians have always been among the most tho... ) —  Currently Shared

, . m. 7 A2 B

Robert lles: (12:51 PM)
Hi

Hide Stage

4. You will be able to still use the message box to chat.

5. Once you have finished sharing your screen, click the double arrows and click Stop
Sharing. You will also need to click the red circle to close the message box.

[&] Desktop - Robert lles
—'  Currently Shared

¢ [F| Desktop - Robert lles > Stop Sharing

—' Currently Shared Remaove

Share New Desktop

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


http://lynchowto.eit.ac.nz/

