Lync 2010 to Office 365 for business

Make the switch

Microsoft Lync 2013 for the desktop may look slightly
different from Lync 2010, but you'll quickly find that it
does what you're already familiar with—even more
easily and efficiently.

Here are just a few of the
new, time-saving features

of Lync 2013. Read on for
helpful tips and how-to steps.

The Favorites group
name replaces
Frequent Contacts.

m Lync O X
What's happening today?
Tim Lulofs
! Available
Home office today ~
® > o 1S
o -'J S i
| Find someone or dial a number L ‘
GROUPS STATUS RELATIONSHIPS NEW 9 &
rs

4 Favorites

’ Amy Albert - Away
E Anahita Bahrami - In a meeting

@ dianefo@contoso.com - Presence unknown

@. Manjinder Kaur - Away 3 days - No IM

Michele Martin - Available

I ' Peter Krebs - Available - Video Capable

[, - {+ + SIMULTANEOUS RING ON

The Meetings
button displays
today's meetings.

The New tab lets
you know when
someone adds you
as a contact.

The Add a Contact
button lets you
add, update, and
customize your
contacts.

] Office
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TODAY

11:00 Lunch with team
am Ends 12:30 PM

1:00 Intern training
pm  Ends 2:00 PM

2:00 Q2 sales presentation
pm Ends 3:00 PM (Lync Meeting)

People who've added you as a contact will show up here. Add
them to your Contacts list to make sure they can contact you and
see when you're around.

IE kencir@contoso.com - In a conference call

[}
[T+]

Add a Centact in My Organization
Add a Contact Mot in My Crganization

Create a New Group

Display Options




What is Office 365 for business?

Just as Office 2010 was a suite of desktop apps —including Lync 2010, your Office 365
for business subscription gives you a suite of powerful online services—including the
latest version of Lync. Office 365 lets you:

* Install Office desktop apps on as many as five computers.
» Create, view and edit documents from anywhere using Office Online.
» Work offline and your changes automatically sync when you're back online.

+ Use mobile Office apps on your Windows Phone, Android, iPad, or iPhone.

How do | use Lync in Office 3657

You can use the Lync 2013 desktop app, Lync Online, or device-specific Lync apps. So
how do you decide which to use? If you're using a computer, Lync 2013 has the most
features. On a device, the Lync mobile app has the most features. However, for many
tasks, the web-based Lync Online may meet your needs.

- Lync2013* Lync Online Lync mobile apps

Useitif + Your Office 365 You need a You want the most editing

planincludesiit. quick way to features available on your
* You want offine  read and make device.
access. simple edits.
Runson Laptopanddesktop  Your browser Specific devices
computers
How to Comes with some, Browse from Windows Phone
getit but not all Office OneDrive or iPad
365 plans (*Word Sites iPhone

2011 for Mac) Android phone and tablet

How do | sign in to Office 3657 ) Office 365

Sign in with your work or school account

1. From your web browser, go to https://portal.office.com.

alicja kowalska@adventureworks.com

2. Enteryour work or school account and password, and then
choose Sign in. For example: IKeep me signed in
j.doe@contoso.com or j.doe@contoso.onmicrosoftcom | R

Can't sccess your acoount?

Find your way around

From anywhere in Office 365, click the app Iauncherﬁ for quick access to all
services, including all the Office Online apps:

Calendar People Yammer
Schedule meetings Get contact Connect with
and appointments. information. co-workers.

Outlook OneDrive for

Read and Business Store your
send email. business documents.
Sites

Access

team sites.

Office Online
Create and collaborate on
documents from your browser.


https://login.microsoftonline.com/
http://go.microsoft.com/fwlink/p/?LinkId=396654
http://go.microsoft.com/fwlink/p/?LinkId=524315
http://go.microsoft.com/fwlink/p/?LinkId=396655
http://go.microsoft.com/fwlink/p/?LinkId=525632

Install Lync and other Office 2013 desktop apps

If Office is not already on your computer, you can install it from Office 365.

1. Signin to Office 365, and then choose Install now.

Install Office on your PC Install apps on
your PC
VR e T [ | p—
p: ks Install apps on

your device
Collaborate with Office Online

III
[ J

2. Choose Run, and then follow the rest of the installation instructions.

Use Office Online
Create and edit
documents from
your browser.
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For more information, see Install Office using Office 365 for business
(http://go.microsoft.com/fwlink/p/?Linkld=272460).

Start using Lync

Lync for Office 365 is a desktop application you can use to make audio
or video calls, send instant messages, join and present at online
meetings, and share your screen with others.

1. To find and start Lync 2013: ®

* In Windows 8, go to the Start screen, and Lync
then search for and choose Lync 2013.

* In Windows 7, click Start > All Programs > Sign in -
Microsoft Office 2013 > Lync 2013. oo ]
2. If it's your first time signing in, type ';‘e:h”“‘:zg*
your organizational account, and then Signn as

M Available >

choose Sign in.

sign In

® Microsaft Corporation. All rights reserved.

Sign out of Lync

On the main screen, choose

Tim Lulofs
| % m e Show Menu down arrow >
Home office today ¥ File > Sign Out
: 7 =
(] s it -
File r Sign Out
Find someone or dial a number .;ﬂ Meet Mow Change Sign-In Address...
Tools »
GROUPS STATUS RELATIONSHIPS ' NEW - My setes ’
Help ’ View Received Files

Show Menu Bar View Conversation History

Close

Exit



http://go.microsoft.com/fwlink/p/?LinkId=272460
http://go.microsoft.com/fwlink/p/?LinkId=272460

Adding contacts

Your contacts are coworkers and other people in or outside of your organization Add a contact OUtSIde Of yOU r Orga nization

with whom you communicate with most frequently. Adding them to your Contacts ® Lyne -Ox
list can help you reach them quickly and easily. What's happening today?
Tim Lulofs
Avallable'
Add a contact within your organization I Choose the Add a
e < M o Contact button.
w Lync - 0Ox ‘ Find someone or dial a number P ‘
3. Type your contact’s : :
yp y O e (g GROUPS STATUS RELATIONSHIPS  NEW
name or email address, Tim Lulofs )
Available ¥ 4 Favorites Add a Contact in My Organization |
and then Choose the Home office today ¥ 1. ChOOSQ the Add a 1 Amy Albert - Away @ Add a Contact Not in My Organization » m Lyne
Search button. o Create a New G
- < B Contact button. QAnahita Saram s i e aew Group B Sope
e [ A Display Options Other
Find and right-click peaple to add them to your Contacts st, dianefo@contoso.com - Presence unknown
GROUPS STATUS ' RELATIONSHIPS ' NEW ‘
4 Favorites @ Add o Contact in My Organizati Iﬁ kencir@contoso.com - In a conference call 2. Choose Add a 3. Choose the type of
i alonta n rganization .
4. When your contact’s = ¥om _ Contact Not in IM service your
.. . 1 Amy Albert - Away Add a Contact Not in My Organization » Maninder Kaur - Away 3 d No 1M
- - Awa ays - No . .
listing appears, right . g j y 3 day: My Organization. contact uses.
click it or press and E Anahita Bahrami - In a meeting Display Options Michele Martin - Available
hold it, and choose danefo@eont . ) i/
4 ianefo@contoso.com - Presence unknown ) )
Add to COI‘ItaCtS List. 2. Choose Add a I . Peter Krebs - Available - Video Capable - Add Skype contact
Iﬁ kencir@contoso.com - In a conference call | Contact in My [}~ (+ ~ SIMULTANEOUS RING ON E Enter Skype contact information or send invitation
. . IM Address:
Manjinder Kaur - Away 3 days - No IM Organlzatlon. i
4 I akowalska@contoso.coml I !
Example: someone@domain.com
Michele Martin - Available
7, 4. Type your contact’s email Add to contact group:
I ' Peter Krebs - Available - Video Capable address, and then click OK. Other Contacts -
E Set privacy relationship:
B - {4+ ~ SIMULTANEOUS RING ON T .
Share enly my name, title, email address, company, and
. . picture
For more Informatlon, see: -

« Add a contact in Lync (http://go.microsoft.com/fwlink/p/?Linkld=320245).
e Set up Lync for the way you work (http://go.microsoft.com/fwlink/p/?Linkld=398163).



http://go.microsoft.com/fwlink/p/?LinkId=320245
http://go.microsoft.com/fwlink/p/?LinkId=320245
http://go.microsoft.com/fwlink/p/?LinkId=398163
http://go.microsoft.com/fwlink/p/?LinkId=398163

Sending instant messages (IM)

When your message or question just can't wait, Lync instant messaging is the way to Start an aUdiO or VideO Ca” from an IM

go. It's easier than email and faster than a phone call—and you can send an IM from

any contact that's displayed in Lync. ° @ @

g Manjinder Kaur - Away 3 days - No IM Audio call ‘ ‘ Video call
- In the IM message window, For a more personal touch,

Michele Martin - Available choose the Phone button. choose the Camera button.

y.
.
Peter Kr
. . ] Call -
1. Right-click or press and I ' LG _ '
hold your contact's b Start a Video Call

listing, and then choose

Send an IM.
‘w Michele Martin - 0 x
e Michele Martin - Available
’ L
=
I Peter Krebs 4:06 PM
b Can we go over Q3 forecasts next week?
2 Type your message, and ‘ Michele Martin 4:06 PM

then press Enter. M veah, Wednesday or Thursday

Last message received on 4/28/2014 at 4:06 PM.

® Great, thanks!

-0 r

For more information about instant
messaging, see Send an IM

(http://go.microsoft.com/fwlink/p/? ° @ @ @ @

Linkld=302231).



http://go.microsoft.com/fwlink/p/?LinkId=302231
http://go.microsoft.com/fwlink/p/?LinkId=302231

Scheduling Lync online meetings

You can use Outlook or Outlook Web App to schedule Lync online meetings just as

you would schedule a regular meeting. A Join Lync Meeting link is automatically

added to your meeting request, making it a breeze for attendees to participate.

Schedule from Outl

ook 2013

HOME SEND / RECEIVE

FOLDER VIEW

ST

New  New Mew Lync | Today MNext7 Day Waork
Appointment Meeting ltems~|  Meeting Days Week
Mew Lync Meeting GoTo [P

=R EE

1. In your Calendar, choose _I
New Lync Meeting.

2. In the meeting request, add a subject, a
date and time, attendees, and an agenda.

3. Choose Send. To..
I =1 _
Subject
Send
Location
Start time
End time

ﬂ\"ou haven't sent this meeting invitation yet.

Alicja Kowalska (akowalska @contoso.com)

02 sales forecast

Lync Meeting - Rooms...
Fri 3/14/2014 E| 200 PM - All day event

Fri 3/14/2014 E 3:00 PM -

Please bring your great ideas for a sensational second guarter!

- Join Lync Meeting

Schedule from Outlook Web Ap

1. In Office 365, choose the app
IauncherE, and then choose

Calendar.

2. Choose New.

3. Near the middle of the
meeting request form,
choose Online Meeting.

4. In the online
meeting request,
add a date and time,
attendees, an event
title, and an agenda.

I

You can also schedule Lync Meetings in other ways. To learn how, see Set up a

—_— Office 365

—0 | |® New

EE— @ Online meeting

1— 5. Choose Send.

=1 SEND| X DISCARD f.g) SCHEDULING ASSISTANT @ APPS ===

Event: 02 sales forecast

Location: Online Meeting

Attendees: W Anahita Bahrami; B Peter Krebs; B Michele Marting B Amy Albert;

Start: Duration:
[Mona/2g2014  ~| [800aM  ~|  [1hour -]
Show as: Reminder:
| Busy - | | 15 minutes - |

Lvync Meeting (http://go.microsoft.com/fwlink/p/?Linkld=279119).



http://go.microsoft.com/fwlink/p/?LinkId=279119
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Joining Lync online meetings

You can join Lync Meetings from anywhere and on nearly every mobile device. And if
you're away from the office working on a computer that doesn’t have Lync 2013
installed, no problem—you can easily join with Lync Web App.

Join from Lync 2013

® Lync - 0 X

File Meet Now Tools Help 1. Choose the
What's happening today?

Anahita Bahrami
3 Busy~
Set Your Location ¥

& " |Ee =

Meetings button.

TODAY

z 2. When your meeting list
2:00 Project Update . Tain C— y 9
pm Ends3:00 PM (Lync Meeting) appears' Choose Join.

3:00 Customer Feedback
pm Ends4:00 PM (B 45/3463)

Join from an Outlook 2013 meeting request
MONDAY

1. On your Calendar, 28

open the meeting. . . 2. Choose Join
P "9 - Join Lync Meeting @=—

Lync Meeting.
Q2 sales fg

Jain by Phone
+14255550199

Join from Outlook Web App

1. In Office 365, choose the app
Iauncherﬁ, and then choose
Calendar.

14 15 16 17 18

11a Publishii o x -
2p Kick Off: Q2 sales forecast
Lync Meeting

I ' Peter Krebs - Available
21 e

2. Choose the meeting Mo 4/28/2014 500 AM-830 AM ing 3. Choose Join.

o.a tsa
ou want to join. )
y j o e POl

28 *  Noresponse 1

. | 3a Q2salest | - Join Lync gré
Meeting <https://join.microsoft.com/meet/:

For more information, see Join a Lync Meeting
(http://go.microsoft.com/fwlink/p/?Linkld=398164).
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Using the Lync 2013 desktop meeting window

Meeting window

View presenters and other participants,
along with their pictures or video and
current status. All meeting controls are

right there at your fingertips.

@ Conversation (10 Participants)

aill 1:57

PARTICIPANTS

Presenters (10)

DIAL PAD DEVICES TRAMSFER CALL

o)
0= L
Handset PC Mic and Speakers

Audio controls

Mute or unmute your audio,
change devices, or transfer
the audio to another phone
number.

# Mark Alexieff m & m [«]
' # Karen Toh m & m |

# Vivian Atlas m & m

# Cassie Hicks m (. & m i

# James Alvord m & m

# Cristina Potra m e & W

Invite More People ‘

' 4

Viviary

&
Ay

il

m"

]
x

PARTICIPANTS ACTIORNS

L A L
Mute Audierce Mo Mesting 1M Mo Aftendes

L]

X,
- - —
as 21 |
Hede Hames Everyorean [revite by Bl
Attendes

It Mbare Peaple

Presenter controls

Pause on the People icon to
invite more people, mute the
audience, stop attendee IM
and video, and more.

Video

Replace your own picture in the gallery
with video from your camera.

For more information, see Introduction to the Lync Meeting window

(http://go.microsoft.com/fwlink/p/?Linkld=398166).

VIDEO PREVIEW

| Start My Video |

Be the presenter

Pause on the Monitor icon,
and then choose the screen
or program you want to
share or present.

PRESENT OMENOTE ATTACHMENTS

Mo one is presenting.

= O ¢ &

=

Desktop Program  PowerPoint Whiteboard

Poll Q&A

| IManage Presentable Content |

— T


http://go.microsoft.com/fwlink/p/?LinkId=398166
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Using Lync Web App

If you're working remotely on a PC that doesn’t already have Lync installed—or you're

Use the Lync Web App meeting window

using a Mac—Lync Web App lets you join Lync online meetings that were scheduled — erons % el -
Presenters (1)
and sent to you from Outlook. Just choose the Join Lync Meeting link in the meeting — =
Presenters (2) i LR
request and sign in, and Lync Web App opens in no time at all. -
Mark Alexieff | | t o [} Ken Circeo Guest i (R g m
essaces . Karen Toh L LSO ]
Join a Lync Meeting from Lync Web App p— 3
Manage participants
Cassie Hicks Coest W & i Mute or unmute their
I A p— ]
1. In the meeting request, choose Join > Join Lvnc Meetin N audio, remove them,
— Join Lync Meeting
Lync Meeting. - or make them a
Join by Phone
+14255550199 Messages presenter or attendee.
o ) MESSAGES x
2. On the sign-in page, either: When you send an IM, = e T
it goes to all attendees, :
c Type your name, and then choose Lync Web App 9 . Last message received on 4/28/2014 at 10:16 AM.
Join the meeting not just one person. L] &=
. ~ Eu%s-t, type your name below Desktop Program
o ‘ Alicja Kowalska ‘ DEvICES 50 A Eﬁ El
Remember me /:J PowerPoint ‘Whiteboard Poll
+ Choose Sign in if you are from 2 sl Lync Vet App i “
- i By joining the meeting, | agree to the plug-in Terms and Conditions. - Manage Presentable Content
the organizer's company. [© o e et 2 DO ®E® @
On the next screen, you'll sign in Be the presenter
with your organizational account b |@ Sign in if you are from the organizer's company ®
—_ Choose the screen or

program you want to
share with others.

3. If you are placed in the virtual lobby,

the meeting organizer will be g | Hello. You're in our virtual lobby, so make yourself comfortable. The Audio controls Video controls
. . organizer will let you in soon..... .
alerted to let you in to the meeting. Mut.e Oor unmute your own Share your video to
audio, control your volume, or simulate a face-to-
change devices. face experience.

For more information, see Join a Lync Meeting from Lync Web App
(http://go.microsoft.com/fwlink/p/?Linkld=306170). For more information, see Explore the Lync Web App Stop My Video | [ Leave vigeo

meeting room
(http://go.microsoft.com/fwlink/p/?Linkld=306163).
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Lync 2013 mobile app

Anytime you're on the go, stay
connected by downloading a
Microsoft Lync 2013 app for your
mobile device.

For a list of devices for which Lync
2013 mobile apps are available,
plus links to resources that will
help you get started with using
Lync 2013 on your mobile device,
see Microsoft Lync 2013 for
Mobile Clients
(http://go.microsoft.com/fwlink/p
/[?Linkld=286237).

Need more info about Office 365 for business?

Check out the Office 365 for business learning center
(http://go.microsoft.com/fwlink/p/?Linkld=392570) for additional quick start guides
and how-to videos.

Find more tips for switching to Office 365
(http://go.Microsoft.com/fwlink/p/?Linkld=398049).
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Things you might be looking for in Lync 2013

Here are some key Lync 2010 tasks that you can also perform in Lync 2013.

In Lync 2010 In Lync 2013
Schedule an Fra
online meetin _hﬁ—ﬁ_ Mome | ool /Recelen b In Outlook 2010, choose m HOME = SEMD/RECEIVE  FOLDER  VIEW In Outlook 2013, choose
9 | | % =4 | calendar > Home tab > D = Ek\ = E Calendar > Home tab >
o . . m) fu] .
tew  New  Hew wawy wet7  om | New Online Meeting. ot &1 x| New Lync Meeting.
AEPUIARET e Bie Me o Mew Mew Mew Mew Lync Today MNext7 Day
Hiewa Oindi Meeti Go¥
- — - Appointment Meeting ltems~| Meeting Days
Mew Lync Meeting GoTa P
Set online [Oriine Meting Options = Lync Meeting Options Among many
. . Access and Presenters o s Other new
meet|ng Opt|ons Al e Pl ¥ Customize access and presenters for S meeting! Permissions NICre 3o vou Went o et ooty Helo me decide X
About Mestng with custom access beved or pr will uze a d y g Phone v Opt|0ns, yOU
meeting ink and conference ID. About @ A new meeting space (I control permissions)
Access

Organizer only (lodked)

Who gets drectly into the meeting without waiting in the lobby?

_ People 1 nvite from my company
) People from my company

Each meeting I create is held in a new space with unique entry info. I choose who
gets in and what they can do in the meeting.

can create a

~ My dedicated meeting space (less secure)

Al meetings I create are held in the same space with the same entry info. People from
my company can get into the meeting at any tme as presenters,

new meeting
space for each
online meeting.

Turn your IM into
an audio or video
call

ﬂ Peter Krebs - Available
.0, | SEMIOR CONTENT PUBLISHING MGR

IPhone A "‘ufideo I Share

M
\\

To initiate a phone call or
video call, choose Phone
or Video.

People(2) = 77

Ken Circeo
» hey, what time is the presentation?

11:23 AM

got a second for a couple of quick questions?

~][C

®®

To initiate a phone call or
a video call, choose the
Phone ® button or the
Camera ® button.




Things you might be looking for in Lync 2013 (continued)

Task

Start presenting
inan IM or online

In Lync 2010

. - c“ . de

In the IM or online meeting

In Lync 2013

In the IM or Lync Meeting window,

choose the Monitor icon.

PRESENT ONENQTE ATTACHMENTS

No one is presenting

# Anashita Bahrami | # Descoo window, choose Share, and @ @ \Zl
meetin o ; @ o B
g ey B progam.. then choose a presentation s i eyt
2 PonerPont Presentation.. option_
E'e EM \vh".m)’d ng nt Whg rd E Q!A
[3 Negw Pol
Recent Content got a second for a coupl
Show Stage
Record a Lync £~ 0 In the Lync Meeting In the Lync Meeting window,
Meeting 110 gl |RU A AwaysonTop window, choose the double-|  choose the More menu (...). e i
Show Menu Bar arrow icon. R R
Lync Meeting Options
& Jarmes Alvord End Meeting
Manage Recordings @ LyncHelp
& [@ Take Notes Using OneNote Ctri<N @ @ @ @ ) E]
Use the new m Sean Bentley - Available Select your contact, and Pause on or lightly tap a
Quick Lync Barin then choose your option contact’s picture to Anahita Bahrami - Ina meeting
Call - inthe drop-down list. display the Quick Lync

Lync 2013

Cynthna Carey - Available
www.bing.com

Bar. Start an IM, make an
audio or video call, view
the contact’s card, or
select another option.

Be 0 e




