Lync Setup Guide for Home Use
Microsoft Lync is designed to work seamlessly whether you’re inside or outside our network. The licenses are per-user, so you can have the software installed on your work PC and your home PC and just use whichever you are in front of.
Hardware

You will need a headset or headphones and microphone to make calls from your home computer. If you don’t make calls from home regularly, but are planning on making one soon, just take your work headset home. If you’re making lots of calls from home, IT can provide you with an extra headset for home use.
Lync or Lync Attendee

There are two options for having Lync installed at home. Installing the full Lync client will give you the ability to make and receive calls, use IM, join meetings, etc – basically the full Lync experience that you’d get in the office.
Alternately, there’s a cut down version called the Attendee that is used only for joining meetings. It’s a quicker install and doesn’t require Admin rights on the local computer, so if you’re borrowing someone else’s computer to dial in to a conference call, the Lync Attendee is a good option.

For the remainder of this document we’re going to assume installing the full Lync client.
Windows Version

There are versions of Lync available for 32-bit and 64-bit versions of Windows. In order to make sure you’re downloading the right Lync, you need to check which version of Windows you’re running. 
If you are running Windows XP, it will be 32-bit. If you are running Windows Vista or Windows 7, there is a System Properties screen that will tell you which version.

Open the Control Panel and go to System or System Properties. If it’s Vista or 7, there will be a System section, like this one:
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That System type: line is what you’re looking for.

Download
You can download the 64-bit Lync client (54MB) from here:

http://www.accesscapitaladvisers.com.au/Downloads/LyncSetup64.exe
Or the 32-bit Lync client (54MB) from here:

http://www.accesscapitaladvisers.com.au/Downloads/LyncSetup32.exe
Or the Lync Attendee (35MB) from here:

http://www.microsoft.com/downloads/en/details.aspx?FamilyID=68A3CA04-A058-4E47-98EA-9E9AF7EBD6E3
Install

Both installers are quite standard, just double click on the install file you downloaded in the previous step and follow the prompts. Accept all the default options.
Logging in to Lync
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To log into Lync you will need to enter your full @AccessCapitalAdvisers.com.au email address, and the same username & password you use to log into Windows on your work PC. The username should be in the format ACCESS\Firstname.Lastname.
Set Up Audio
Once you have logged into Lync you will need to set it to use your headset. [image: image2.png]Other Device
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Click the drop-down menu icon in the bottom left corner of the Lync window and pick your headset off the list of audio devices.

If you are using one of the Plantronics USB headsets from work it should show up as 
C-Media USB Headset.
If you are using a different brand of USB headset then in will be called something slightly different, but the choice should be obvious. If you’re using a traditional headset that plugs into your sound card, you’ll need to choose your computers sound card as the audio device.

Joining a Scheduled Online Meeting from home

To join the meeting you will need to click the link in the calendar appointment. When joining from home, that means logging in to webmail.

Go to http://Remote.AccessCapitalAdvisers.com.au, click the Webmail link and log in using your normal username and password. Click the Calendar button in the lower left corner, then find and double click on the relevant meeting in your calendar. Scroll down until you see the blue Join online meeting link and click on it.
[image: image3.png]v srowtmeas: Mausy v Ot

[ 10]

Ryan Trainor has invited you to attend an online meeting using Microsoft@® Office Communications Server.

Make sure the Office Live Meeting diient is installed before the meeting:

CreT O





This should start Lync automatically.
For more details on using Lync to join meetings or conference calls, please see http://remote.accesscapitaladvisers.com.au/Dial-in%20HowTo.docx 
