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Using Lync as
your phone

o achieve the best experience with your telephony environment and so

that you can become more productive, Microsoft Lync 2013 provides
you with a number of options related to the types of devices, ringtones,
and sounds that you can configure within your personal settings. Further-
more, Microsoft has also made it possible for you to configure additional
contact details, beyond the default settings, and the option to display
these on your contact card when viewed by others.

Microsoft’s approach to the configuration of your telephony environment
has been to provide the user with as much flexibility as possible in deter-
mining how it functions, and in this section, I'll demonstrate how to set
up your basic environment. You can find details on configuring the more
advanced functions such as call forwarding and simultaneous ringing in
Section 10, “Setting up your telephony environment.”

In this section:
Adding or editing additional telephone
numbers
Setting your primary audio device

Setting a secondary ringer

Checking primary audio device call
quality

Setting ringtones and sounds




9: USING LYNC AS YOUR PHONE

Adding or editing additional telephone numbers

Lync 2013 draws the majority of your contact information from as well as your email address. Sometimes, though, you might
a central store that is managed and updated by your IT depart- want to add an additional number at which your colleagues and
ment. The type of information included consists of various tele- coworkers can reach you.

phone numbers; for example, your work and mobile numbers

Add or edit additional telephone numbers ® Ly (Product Activation Fatd) o x

1 In the Lync client window, click the Settings icon (the small gear el T

. . David Bennet
graphic). ! Available ¥
L london ™

2 In the Options dialog box, click the Phones tab.

P o1
Click Home Phone or Other Phone. Options
. . . Find someone or dial a number pel
4 In the Edit Phone Number dialog box, type the new number in the
text box and then click OK.
(continued on next page) 3 4
General Myphone numbers .
Personal Clifk a button below | Edit Phone Number - ]
Contacts List coljtact card, select
Status Type the phone number below. For intematiohal numbers, include al
Lok Phone... necessary country and region codes. For detils and examples, click
2 :Ahy Picture Help
m:::s [ thobile Phone... e \aa1224557
ﬁindgtuges.and Sounds Home Phone... Phonernmber [+a1 1231567
udio Device
Call F di
F:E S:::Zr " Phane integration Ok | [ conodl | [ Hep
Enable integration —— B

Phone accessibility

Turn on TTY to use text to communicate over the phone line. To get this working, be sure to
connect to a TTY device.

[7] Turn on TTY mode Learn More

Jeining conference calls

Join meeting audio from: Lync -

[] Before I join mestings, ask me which audio device I want to use

ok || cancel |[ e

112 Adding or editing additional telephone numbers: Add or edit additional telephone numbers



9: USING LYNC AS YOUR PHONE

Add or edit additional telephone o I

numbers (continued) Ganeal MyFireates

Personal Click a button below to add or change one of your numbers. To indude the number in your

contact card, select the check box.
5 Select the Include In My Contact Card check box. Contacts List

Status

Work Phone +442033
My Picture Work Phone... [¥]Indude in my contact card
Ehops Moble Phone... | | 0733456 [¥1ncude in my contact card
Alerts

Ringtones and Sounds +44 1234567 [7]Include in my contact card se——— 5
i Device ey crtact
Video Device

Call Forwarding
File Saving Phone integration

Enable integration with your phone system

Phone accessibility
Turn on TTY to use text to communicate over the phone line. To get this working, be sure to
connect to a TTY device.

[ Turn on TTY mode Learn More

Joining conference calls

Join meeting audio from: Lync e

[ Before I join meetings, ask me which audio device T want to use

ok || cand || e

Adding or editing additional telephone numbers: Add or edit additional telephone numbers 113



9: USING LYNC AS YOUR PHONE

Setting your primary audio device

With Lync 2013, you can use a number of different telephony With the range of endpoints available, Lync has made it easy
endpoints when making or receiving calls or, indeed, when par-  for you to switch between devices—even during a call—so that
ticipating in conference calls. The wide range of devices offers when you receive or make a call, you can choose to use the
convenience and flexibility such that when you are working device that's most appropriate for your environment. In addi-
from home or a coffee shop, you might choose to use a head- tion, you can also set the audio levels of the device you choose
set; while working from the office, you might prefer to use a to use, including the speaker, microphone, and ringer levels.

desk phone. Additionally, you have the option to use a speaker
phone when attending a conference call.

Set your primary audio device ® Lync (Product Activation Failed) o x
. . . . . What's happening today?
1 Inthe Lync client window, click the Settings icon (the small gear =
. David Bennet
graphic). e’i Available ¥
(continued on next page) L London ¥
S W 7 a1

Options
Find someone or dial a number pe)

@ TIP You can also select your primary audio device by clicking

the device icon in the lower-left corner of your Lync 2013 client.
Also, you can switch devices while in a call without the call
disconnecting.

114 Setting your primary audio device: Set your primary audio device



9: USING LYNC AS YOUR PHONE

Set your primary audio device (oninued) 2

2 In the Options dialog box, click the Audio Device tab. pe—— > % |

3 In the Select The Device You Want To Use For Audio Calls list box,

General Audio device
Cl ICk a d eVice. Personal Select the device you want to use for audio calls: Learn More
Contacts List m PC Mic and Speakers 3
. . . . Status Your computer's default setup v
4 Adjust the speaker, microphone, and ringer levels to suit your pref- My Picture
. Phones Customize your device
erence and click OK. Aets U spesker [spemkers Figh efoiton Ao i) &
Ringtones and Sofinds 7 [—
: L)
Video Device
Call Forwarding ﬁ Miraphone | Micraghone (High Definition Audio Device) -
File Saving 0 4
Q Ringer Speakers (High Definition Audio Device)
’_J f —

=]
Make a test cal to hear how you sound Check Call Quality

Secondary ringer
Also ring:
Unmute when my phone rings

Stereo audio playback
7] Allow stereq audic playback when avaiable

ok | [ cancel | [ Hep

Setting your primary audio device: Set your primary audio device 115



9: USING LYNC AS YOUR PHONE

Setting a secondary ringer

In addition to selecting the audio device you prefer, with Lync when you are using a headset, because without the secondary
2013, you can set a secondary ringer, as well. For example, you ringer, the only way you will be aware of an incoming call is via
can choose to have your desktop speakers ring in addition to the Incoming Call pop-up natification.

your primary audio device. This can be quite a useful feature

Set a secondary ringer ® Ly (Product Activation Fatd) -5 x

1 In the Lync client window, click the Settings icon (the small gear el T

. . David Bennet
graphic). ! Available ¥
L london ™

2 In the Options dialog box, click the Audio Device tab.

s ™ T ST 1
In the Secondary Ringer section, select the Also Ring check box. Options
. . Find someone or dial a number pel
4 In the list box, select the device that you want to use as the second-
ary ringer.
5 Click OK. Lync - Options ==
General Audio device
Personal Select the device you want to use for audio calls: Learn More
Contacts List Headset
Status Jabra BIZ 2400 M
My Picture Customize your device
Pheones
Alerts U:ﬂi‘ Speaker
Ringtones and Sounds
D hudoeie ¢
Video Device
Call Forwarding ﬁ Microphone
File Saving 0 —
@ Ringer Headset Earphone (Jabra BIZ 2400)

i
>
Make a test call to hear how you sound Chedk Call Quaity

Secondary ringer
3 Asoring:  [Speakers (High Defiition Aucio Device) - 4

[l unmute when my phone rings

Stereo audio playback
Allow stereo audio playback when avalable

[ ok J[ cane |[ Hep

i
5

116 Setting a secondary ringer: Set a secondary ringer



9: USING LYNC AS YOUR PHONE

Checking primary audio device call quality

After you've selected your primary audio device, Lync 2013 call, Lync 2013 will play back the audio from the test so that you
provides you with the ability to check the quality of the call can hear for yourself the quality of the audio experienced by
experience when using your preferred device. By making a test colleagues and coworkers when communicating with you.
CheCk Ca" quality m Lync (Product Activation Failed) - 0 X
. . . . . What's h ing today?
1 In the Lync client window, click the Settings icon (the small gear oS neppEing fogsy
. . David Bennet
graphic). ! Available ¥
. . . . . k London
2 In the Options dialog box, click the Audio Device tab.
& " 9 g1
3 Click Check Call Quality button. Ontions
ptions
(Cont/'nued on next page) Find someone or dial a number P
Lync - Options : ==
General Audio device
Personal Select the device you want to use for audio calls: Leamn More
;oﬂn::ascts = @ ;‘:;d:;]tz 2400 v
g?;z:” e Customize your device
Alerts U:ﬂi‘ Speaker
Ringtones and Sounds
) —Hrrrr— ?
ot Pomrting g
File Saving T  —
@ Ringer Headset Earphone (Jabra BIZ 2400)
i
Make a test call to hear how you sound Check Call Quality 3
Secondary ringer
[)asoring:  [spaskers (righ Definition Audio Device) 4
[ unmute when my phone rings
Stereo audio playback
Allow stereo audio playback when available
ok [ camel [ ek

@ TIP You can also complete this task by clicking the Phone

button within your Lync 2013 client and selecting Check.

Checking primary audio device call quality: Check call quality 117



9: USING LYNC AS YOUR PHONE

Check call quality (ontinves

4 Follow the audio instructions from within the Audio Test Service
asking you to record a message. After you've recorded a sample
message, Lync will play the message back to you.

118 Checking primary audio device call quality: Check call quality

—
Lyr

w ool

R -]

=

¥ Audio Test Service - Test Call H - 0O X

il 0:03

>

1

B1Z 2400)

Audio Test Service E

POPO®  m- =

TECOTIOET Y TG

Learn More

[¥] also ring: [spealmrs {High Definition Audio Device)

[7] Unmute when my phone rings

Stereo audio playbadk
[#] Allow stereo audio playback when available

OK

) ] |

Help




9: USING LYNC AS YOUR PHONE

Setting ringtones and sounds

With Lync 2013, you can select from a number of preconfigured  for delegate groups, and another for response groups. The abil-
ringtones and assign them to particular forms of incoming calls. ity to assign different ringtones to specific incoming call types
For example, you can set up a specific ringtone for standard gives you an indication of who's calling and why.

incoming Lync calls, another ringtone for team call groups, one

Set ringtones and Sounds E} Lyne (Product Activation Failed) - 0O %

1 In the Lync client window, click the Settings icon (the small gear fihatshsppening todsy?

. . David Bennet
graphic). ! Availsble ¥
k Llondon ™

2 In the Options dialog box, click the Ringtones And Sounds tab.

s ™ 7 !
In the Ringtones section, select the type of incoming call. Outions
ptions
. . . . . Find someone or dial a number P
4 Browse the available list of ringtones until you find your preferred
option.
5 Repeat steps 3 and 4 for all types of call and then click OK. 3
Lync - Options ==
General Ringtones
Personal Click to hear each ringtone.
Contacts List Calls to: Ringtone:
Status My work number None =
My Picture My team (team-cal group cals) 2
Phones People T manage cals for (deleglte cals) Cuotone L
Alerts My Response Group calls me;?%ve ‘ = ‘
Ay g Fircrs:snascunds | - 4
Audic Device SiverMallets -
Video Device
Call Forwarding Sounds
File Saving Play sounds in Lync (indluding ringtones for incoming calls and IM alerts)

Mute incoming IM alert sounds when viewing an IM conversation
[ Keep sounds to a minimum when my status is Busy
Keep sounds to a minimum when my status is Do Not Disturb

Play music on hold

C:Program Fies\Wicrosoft Office|\Office 15\Media De
Sound Settings

ok [ Cancel ][ el

Setting ringtones and sounds: Set ringtones and sounds 119
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Ignore option, Incoming Call pop-up
notification, 101

“I'll be late” notification, 144-145

IM (instant message)
button for, 50, 60
changing font, 54-55
defined, 49
escalating to voice or video call, 66
hiding area of window, 56
implications of, 50
inviting additional contacts to, 57-58
marking as "high importance”, 52-53
receiving files in, 65
responding to email using, 84
sending, 50-51
sending files in, 63-64

tabs in
closing, 62
creating, 59-60
overview, 9
popping to separate window, 61
In a Conference Call presence, 83
In a meeting presence, 83
Include In My Contact Card check box, 113
Incoming Call notification, 100-101, 116
incoming calls, 100
indicators, presence status, 27
instant message (IM). See IM
internal contacts, 42-43
Invite By Email option, 159
inviting contacts to conversation, 57-58
italics, 54

J

Join By Phone number, 155
joining online meetings
via Lync 2013 client, 154
via mobile phone, 155
overview, 78-79
Join Lync Meeting option, Outlook, 93
Join Online button, Outlook, 80
Join Online Meeting option, Outlook, 154

K
keyboard shortcuts, 191-199

L

Left Arrow key, 198

Location category, 179

location for presence status, 29

Lync client window, 21

Lync Meeting group, Outlook, 152, 157
Lync Meeting Options dialog box, 157
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Lync Options dialog box, 24
Lync Web App, 93-94

M

Manage Persistent Chat Rooms window, 16,
170
Manage Presentable Content icon, 63
meeting lobby, 93
meetings, Lync online
creating, 76-77
joining, 78-79
lobby, 93
in Microsoft Outlook
accessing via Lync Web App, 93-94
creating, 86-87
reminders for, 80
scheduling, 70-71
Meeting tab, Outlook, 157
Members section, Create A Room page, 17
Microsoft Account, 44
Microsoft Lync Recording Manager, 164
Microsoft Outlook Calendar, 27, 83
Microsoft Outlook integration
calendar integration, 27, 83
contacts, viewing in Lync Groups, 95
conversations
viewing history, 88
viewing missed, 89
listening to voicemail in, 137
Lync online meetings
accessing via Lync Web App, 93-94
creating, 86-87
missed ad hoc conference calls, 91
missed calls, viewing, 90
overview, 81
privacy settings, 92
Quick Contacts, 95
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responding to email
using IM, 84
via telephone, 85

viewing presence information within, 82
Microsoft PowerPoint presentations, 74-75
Microsoft SharePoint, 26
missed ad hoc conference calls, 91
missed calls, 102
Missed Calls folder, Outlook, 90
Missed Conversation folder, 89
missed conversations, viewing in Microsoft

Outlook, 33, 89
Missed tab, Lync client window, 34
mobile phone, joining online meetings
using, 155

monitoring availability of contacts, 47-48
More Options button, 39, 47
multiparty HD video conferencing

joining online meeting, 13

overview, 13
Mute Audience option, 161
My Account category, 179
My Picture tab, Options dialog box, 182
My Rooms page, 170
My Rooms window, 17

N

new features
multiparty HD video conferencing, 13
persistent chat
creating room, 16-17
following chat room, 18
overview, 15
Presenting presence status, 12
tabbed conversations, 9
user interface, 8
Video Capable notification, 11
New Number Or Contract option, 123

New tab, Lync client window, 32
non-scheduled conference calls, 91
notes, 30

(0

Off Work option, 27
online meetings, 152
creating, 7677
joining, 13, 78-79
via Lync 2013 client, 154
via mobile phone, 155
in Microsoft Outlook
accessing via Lync Web App, 93-94
creating, 86-87
overview, 151
participants
adding from Lync client, 160
adding via email, 159
muting, 161-162
presenters for
enabling during meeting, 158
enabling during setup, 156-157
recording
default storage location for, 165-166
overview, 163-164
reminders for, 80
scheduling, 70-71, 152
options, Contact view, 31
Options dialog box, 112
Alerts tab, 183
Audio Device tab, 187
Call Forwarding tab, 189
Contact List tab, 179
File Saving tab, 190
General tab, 178
My Picture tab, 182
overview, 177
Persistent Chat tab, 185



Personal tab, 179
Phones tab, 183
Ringtones & Sounds tab, 186
Status tab, 181
Video Device tab, 188
Order My List category, 180
Other Contacts group, 42
Outlook. See Microsoft Outlook integration
Outlook Calendar, Microsoft, 27, 83
Out Of Office reply, 30

P

Page Down key, 198
Page Up key, 198
participants, online meeting
adding from Lync client, 160
adding via email, 159
muting, 161-162
passwords
deleting saved, 21
obtaining required, 6
persistent chat
creating chat room, 169-170
creating room, 16-17
creating topic feed, 172-174
following, 171
following chat room, 18
icon for, 18
overview, 15, 167
searching for, 175
viewing, 168
Persistent Chat button, 168
Persistent Chat tab, 185
Personal information manager category, 179
Personal tab, 24, 179
Phone button, 35, 98
Phone tab, 183

phone, using Lync as. See also telephone calls
adding additional telephone
numbers, 112-113
call quality, 117-118
delegates, 129-131
managing unanswered calls, 133-134
overview, 111
ringtones, 119
secondary ringer, 116
setting primary audio device, 114-115
simultaneous ringing, 124-125
team-call group, 126-128
PIN for dial-in conferences, 35
placing calls on hold, 103
Play button, Reading pane, 137
Play On Phone option, 137
Pop This Conversation In icon, 61
Pop This Conversation Out icon, 61
presence
changes based on calendar, 83
for external contacts, 44
viewing in Microsoft Outlook, 82
presence status
adding note to, 30
changing manually, 28
indicators for, 27
integrated in Microsoft SharePoint, 26
overview, 25
Presenting presence status, 12
setting location, 29
presenters for online meetings
enabling during meeting, 158
enabling during setup, 156-157
Presenting presence status, 12
primary audio device, 114-115
Privacy Relationship settings, 83
Privacy section, Create A Room page, 17
privacy settings in Microsoft Outlook, 92

Q

Quick Contacts, 95
Quick Lync bar, 39

R

reactivating hidden IM area, 56
receiving files in conversations, 65
recording online meetings
default storage location for, 165-166
overview, 163-164
Relationships tab, Lync client window, 32
reminders, online meeting, 80
removing contact from group, 45-46
Respond group, Outlook, 148
Right Arrow key, 198
Ring For This Many Seconds Before
Redirecting list box, 134
ringtones
secondary ringer, 116
setting, 119
simultaneous ringing, 116
Ringtones And Sounds tab, 119, 186
Ringtones category, 186
Ring Your Delegates After This Many Seconds
list box, 132
Ring Your Team-Call Group After This Many
Seconds list box, 128
Room Name section, Create A Room
page, 17

S

Save My password check box, 21
Schedule A Meeting command, 71
schedules, aligning, 86

scheduling online meetings, 70-71
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searching
contacts, 38-39
for persistent chats, 175
secondary ringer
audio device options, 187
setting, 116
security levels, 18
Select The Device You Want To Use For Audio
Calls list box, 115
Send A File To All Participants dialog box, 64
Send An Email Message command, 69
sending files in conversations, 63-64
Set High Importance For This Message

icon, 53
Settings icon, Lync client window, 23
sharing

desktop, 72-73
Microsoft PowerPoint
presentations, 74-75

whiteboards, 74-75
Shift+Delete shortcut, 193
Shift+Enter shortcut, 196
Shift+Insert shortcut, 196
shortcuts, keyboard, 191-199
Show Others My Location check box, 29
Show Pictures category, 179
Show This Information category, 180
Sign-In Address text box, 24
sign-in credentials, 6
signing in

changing credentials for, 23

overview, 20-21

removing credentials for, 21
simplified communications, 2
simultaneous ringing, 124-125
size of font, 54
Snooze button, 80
Sounds category, 186
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Spacebar key, 193, 195

Start Recording command, 163

Start Video button, Lync client window, 99

status change alerts, 47-48

Status tab, 31, 181

Stereo Audio Playback category, 187

storage location for online meeting
recordings, 165-166

-

tabbed conversations
closing, 62
creating, 59-60
overview, 9
popping to separate window, 61
Tab key, 198
Tag For Status Change Alerts command, 47
tagging
contacts for status change alerts, 47-48
defined, 47
team-call group, 126-128
telephone calls. See also missed calls
answering incoming, 100
calling contact voicemail, 109
consultative transferring, 106-108
dialing, 35
escalating conversations to, 66
forwarding to voicemail, 101
overview, 98
placing on hold, 103
responding to email using, 85
transferring, 104-105
using dial pad during, 110
viewing history of, 33
viewing missed, 102
test calls, 35
topic feed, 172-174

touch-enabled devices
adapting procedures for, 6
displaying Quick Lync bar, 39

training account, 23

Transfer Call option, 104

transferring telephone calls
consultative transferring, 106-108
overview, 104-105

U

UC (unified communications) platform, 2, 33,
152

unanswered calls, 133-134. See also missed
calls

Unanswered Calls Will Go To option, 134

unified communications (UC) platform, 2, 33,
152

Up Arrow key, 195, 198

urgency, indicating, 52

user interface, 8

User Lookup icon, 17

user name, 6

Vv

video calls, 99
escalating conversations to, 66
responding to email using, 85
Video Capable notification, 11
video conferencing, 13
Video Device tab, Options dialog box, 188
voice calls
escalating conversations to, 66
responding to email using, 85
voice features
overview, 97
telephone calls
answering incoming, 100
calling contact voicemail, 109



consultative transferring, 106-108 W
forwarding to voicemail, 101
overview, 98
placing on hold, 103
transferring, 104-105
using dial pad during, 110
viewing missed, 102
video calls, 99
voicemail
auto attendant for
accessing calendar from, 142-143
accessing email from, 140-141
calling for contact, 109
calling into, 138-139
forwarding, 148-149
forwarding calls to, 101
greeting, 146-147
listening to
in Lync client, 136
in Outlook, 137
overview, 135
sending “I'll be late” notification, 144-145
Voice Mail folder, Outlook, 148
Voicemail Settings button, 138

Where Do You Want To Meet Online section,
Outlook, 157

whiteboards, 74-75

Who's A Presenter section, Outlook, 157

Wi-Fi networks, 35

Windows logo key shortcuts, 192
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