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MICROSOFT LYNC 2013 

 

Lync helps you stay connected to CCC employees via instant messaging, email, audio and 

video calls, persistent chat rooms, and online meetings and presentations. 

 

GETTING STARTED 

OPEN LYNC AND SIGN IN 

 

1. Click on Start > Microsoft Office > Lync 2013 

2. At the Sign in screen, enter your CCC Email Address and click Sign In 

3. At the prompt, enter your CCC password and click Sign In again 

 

SEARCH AND ADD A CONTACT 

1. In the search field on the Lync main window, type the name, email address, or phone 

number of the person you want to add.  

 

2. When the Contacts list appears, point at the picture (or picture display area) of the person, 

and click More Options. 

 

3. Point to Add to Contact List and select a group for your new contact to belong to.  
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SEND AN INSTANT MESSAGE (IM) 

1. Locate the person you want to send an IM to, either through search or your Contacts list. 

Then do any one of the following: 

a. Double-click anywhere on their contact 

listing. 

b. Right-click their listing and click Send an 

IM. 

c. Hover over their picture in the Contacts list, 

and click the IM button on the Quick Lync 

menu.  

 

2. Type your message in the text field at the bottom 

of the window. 

 

3. Press Enter on your keyboard to send your IM 

 

UNDERSTANDING THE INSTANT MESSAGE INTERFACE 

  



 
3 

 

START AN AUDIO (VOICE) CALL 

1. Locate the person you want to start a call 

with, either through search or your Contacts 

list. Then do any one of the following: 

 

2. Double-click anywhere on their contact 

listing. And then click the phone icon 

 

3. Right-click their listing and click Call>Lync Call 

 

4. Hover over their picture in the Contacts 

list, and click the phone icon on the 

Quick Lync menu.  

 

 

 

 

ANSWER AN AUDIO CALL 

When someone calls you, an alert pops up on your screen.  

Do one of the following: 

 To answer the call, click anywhere on the photo area. 

 Click Ignore to reject the call and send to Voice Mail. 

 Click Options to take other actions: 

 Reply by IM instead of audio or video 

 Set to Do not Disturb to reject the call and avoid other 

calls. 

 If you get a video call, but want to answer with audio 

only, click Answer With Audio Only. 
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START A VIDEO CALL 

1. Locate the person you want to start a video 

call with, either through search or your 

Contacts list. Then do any one of the 

following: 

 

2. Double-click anywhere on their contact 

listing. And then click the camera icon 

 

3. Right-click their listing and click Start a 

Video Call 

 

4. Pause on their picture in the Contacts list, 

and click the phone icon on the Quick 

Lync menu.  

  

 

SHARE YOUR DESKTOP OR A PROGRAM 

Lync lets you share information on your computer in a couple of ways: 

 Desktop sharing when you need to switch between programs or work on documents 

from different programs. 

 Program sharing when you need to present specific programs or documents but don’t 

want people to see anything else on your desktop. 

1. Pause on the presentation (monitor) button > Present tab.  

 Double-click Desktop to share the content on your desktop. 

 Click Program, and select the specific programs or documents 

 you want to share. 

2. Your Lync status now changes to Presenting, and you won’t  

receive instant messages or calls. 

3. Use the sharing toolbar at the top of the screen to stop sharing,  

or give control to participant 
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CHANGE YOUR STATUS AND AVAILABILITY 

 

1. Click in the “What’s Happening today?” text box to change your status. 

For instance, this could be your favorite quote, or if you are at another campus” 

 

2. Click on the Available dropdown to change your availability 

Note: “Do Not Disturb” blocks anyone from trying to write to you 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SCHEDULE A LYNC MEETING 

1. Open your Outlook program, and open your Calendar 

2. Click on the icon New Lync Meeting  

3. A calendar invite will open with a link to Join Lync Meeting  

4. Add the person you want to invite to the To: field (just like a regular meeting invite). 

5. Edit the date/time and any other fields, and then click Send.  

6. When its time for the meeting, open the meeting invite and click on the Join Lync 

Meeting link  

  


