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Join a Lync Meeting  
Introduction 
The Peace Corps uses the web-conferencing software Microsoft Lync 2013 to 

conduct video conferences, meetings, and interviews. This quick reference guide 

provides you with the basic information to participate in a Lync meeting from a 

computer or mobile device. We recommend using a computer. 

Join the Lync Meeting 
1. From your email, select Join Lync 

Meeting, as shown in the image 

on the right. This will launch the 

Lync Web App. 

  

 

 

Prepare your computer 
Make sure that you have a computer with audio and video capability and test 

that they are working. We recommend using a headset for clearer audio and to 

minimize echo and using an HD webcam for a clear image. Laptop and tablet 

webcams tend have a poorer image. You can change the selected device click  

      > Options > Audio Device.  

The first time you use Lync, allow up to five minutes to install the Lync Web App 

sharing plug-in when you join the meeting. Any current and commonly used 

browser will work. Refer to Lync Web App supported platforms for details. If you 

have trouble installing the plug-in, or if you have trouble using the audio or 

video after downloading the plug-in, view troubleshooting tips. 

2. Enter your name in the white box, and then select Join the meeting as 

shown below. The first time you access Lync allow about five to fifteen 

seconds to accept and install the Lync Web App plug in.   

 

 

3. By default, you’ll wait in a virtual lobby until the meeting organizer lets you 

in to the Lync meeting, as shown below 

 

Install Lync Web App 
After selecting Join Lync Meeting, you will need to permit the app to run, and 

check the box Install Lync Web App plug-in as shown in an example below, and 

then follow the subsequent prompts.  

http://technet.microsoft.com/en-us/library/gg425820(v=ocs.15).aspx
https://support.office.com/en-us/article/Trouble-installing-the-plug-in-3dba99b4-0f57-4ed7-9d70-682188c53404?CorrelationId=3d3ab151-c8a7-49d5-87d8-01c02c9466fc&ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/Trouble-installing-the-plug-in-3dba99b4-0f57-4ed7-9d70-682188c53404?CorrelationId=3d3ab151-c8a7-49d5-87d8-01c02c9466fc&ui=en-US&rs=en-US&ad=US


Join from a mobile device 

General Pointers 
1. Plan to connect to Lync from a location that is quiet and free of distractions. 

The location should also have strong, reliable internet access, and should be 

well-lit. 

2. Present yourself as professionally in the video as you would an in-person 

job meeting/interview. Be mindful of your dress, the angle of the camera, 

your surroundings, and the lighting in the room.  

3. Test all equipment beforehand. If you are planning to use a mobile device, 

you should familiarize yourself with the audio and video capabilities of your 

device and how they connect to Lync prior to the interview. Please be sure 

to download the appropriate app prior to joining your meeting because 

downloading can take a long time. 

4. Log into the Lync meeting several minutes prior to the start of the 

meeting/interview. This will give you time to ensure that everything is 

working properly and make any necessary adjustments.  

5. Have your phone (and the Peace Corps staff member’s phone number) 

available in case you have trouble connecting to Lync on the day of the 

meeting/interview.  

 

 

 

If you prefer, you can connect to Lync using many 

mobile devices (i.e., tablets or smart phones). Refer to 

Microsoft Lync 2013 for Mobile Clients for direct links 

to download the app for your mobile device, quick 

reference cards for using each app, FAQs, online help, 

and assistance signing in.  

 

Your experience using the app will be similar as when 

using the computer. However, note that you can only 

use video on Wi-Fi, and not with mobile data. Once 

you select Join Lync Meeting, your Lync web app will 

launch and you’ll be able to join the meeting. 

Navigating the Lync Interface 
Once you’ve joined the meeting, you’ll hear a system generated audio 

notification of two beeps. There is usually a few second delay before you hear 

any audio. When you join the meeting your microphone will be muted, and your 

webcam will be turned off (these are the system defaults).  

 

In the lower left hand corner of the interface, you will see toggle buttons which 

enable Lync features: 
 
 
 
 
 
When your meeting is over, select either exit meeting or the red phone icon to 
leave.  

 
 

Adjust audio/video settings 
 
You may need to adjust your audio/video settings, which you can do by selecting 

the gear icon, highlighted in the red box in the upper right hand corner, and then 

the options pop up box will appear. Select either audio or video, shown also in a 

red box, in order to make sure the Lync web app is using the speakers and 

microphone you’d like it to use.  
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https://support.office.com/en-us/article/Microsoft-Lync-2013-for-Mobile-Clients-6eb97a69-d0dd-4dba-8598-28cf8535ed29?ui=en-US&rs=en-US&ad=US
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