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IMing Through the Portal 
 
You can instant message other Lync users if you do not have Lync installed by signing 
into WVU’s Office 365 Portal 
 
1. Open your web browser and put in office365.hsc.wvu.edu as the address 
2. Sign into the portal using your email and MyID password 
3. Click on the People tab at the top of the screen 
4. Click on the contact you wish to IM 
5. Under their name at the top of the right panel click on the IM icon  
6. If your browser prompts you to allow pop ups, click the Allow 

option.  The browser may reload.  If it does repeat steps 4 and 5 
7. An IM window will pop up.  Enter your message and hit your Enter key to send the 

message. 
a. Clicking on the Outlook, Calendar, or People tabs will keep not close your 

chat session 
b. If you click on the other tabs your chat session may be closed despite being 

popped out.  Stay in the people tab as long as you wish to continue IMing with 
other users 

 
 
Scheduling Online Meetings Through the Portal 
 
1. In the People tab click on the name of the user you wish to schedule a 

meeting with and click the Schedule Meeting icon  
2. Fill out the meeting information and then click the Online 

Meeting button 
3. This will add a link to the appointment invitation that allows the invitee to click and 

join the Lync meeting automatically 
4. Add any desired text above the link 
5. Click Send at the top of the screen to send the invitation 
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Joining a Lync or Online Meeting via the Portal 
 
You can join a Lync or Online meeting even if you do not have Lync installed 
 
1. Click on the link in the invitation to join the meeting 
2. Choose the Sign in if you are an Office 365 user option.  If you are already 

signed into the Office 365 Portal it will automatically log you in, otherwise you may 
need to enter your credentials 

3. Click Join the meeting.  If this is the first time you are using the web interface you 
will be prompted to download a plug in 

a. After downloading it, open the file from where it was saved to.  This will vary 
from user to user as this can be set through the browser 

b. Follow the prompts to install the plug in 
c. After installation is complete you may be asked to allow the plug in to work.  

Click Allow 
4. After joining the meeting you can click the Messages icon to bring up chat 

permanently 
5. The other options on the bottom left (Call, Video, Presentations) work as 

described in the Microsoft Lync 2013 documentation Presentations section (page 
6) 

6. To leave a meeting click Exit Meeting at the top right 
a. If you are finished using Office 365 make sure the Sign out of Office 365 box is 

checked and click OK 
 


