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Interviewing/counseling in WRAP

• You are required to play the role of a lawyer and then a 
client in the interviewing exercise; the next week you will 
play the role of a lawyer and a client in the counseling 
exercise.

• As students are not physically occupying the same 
space, you will have to do this virtually.

• You will also have to record these sessions, so that your 
professor can evaluate them.

• While many services will allow you to do this, Mitchell 
supplies and supports the tools in Microsoft Office 
Professional Plus 2013 to all students, so we are 
instructing you how to use Lync (one of the Office Pro 
Plus tools) for the interviewing/counseling assignments.



This handout will teach you:

• How to access Lync

• How to add classmates to your friends list

• How to use Lync to conduct your client interview

• How to record your client interview

• Where to go for help



Accessing Lync



Lync is part of the Microsoft Office Professional Plus 
2013 package that you are able to obtain through the 
Microsoft Student Advantage Program. If you have not 
downloaded this, go to 
http://web.wmitchell.edu/technology/microsoft-
student-advantage-program/ and follow the 
instructions there.  

Once you have installed Office 365 Pro Plus, 
Lync will be one of the programs,  like 
Word, Excel, and PowerPoint, that you have 
access to while a student at Mitchell. 

To access Lync on a PC, go to your Start 
button, and click on “All Programs.”

http://web.wmitchell.edu/technology/microsoft-student-advantage-program/


From “All Programs,” find 
“Microsoft Office 2013.”



Lync will be one of the choices 
under Microsoft Office 2013.

(You may choose to pin Lync to your Taskbar 
or Start menu, if you think you will use it 
often.)



Your sign-in address will be your Mitchell email 
address (full address, with the 
“@wmitchell.edu”), and your password will be 
your network password.



Adding Classmates as 

Contacts



In order to be able 
to interview a 
classmate for the 
client interview 
assignment in WRAP, 
you must add your 
classmate to your 
contacts list.



Start searching for your classmate’s 
name in the search box (advice: may be 
easier to find if you search by last 
name). When it pops up, right click on 
their name and you will see some 
options.

You should either add your classmate to 
your “Favorites” list or to your “Contacts 
List.”



Lync will indicate whether 
somebody is online.

If you right-click on a contact, 
the options of activities will 
pop up again.

You can send an instant 
message to your contact, or call 
them, or start a video call, etc. 
(NOTE: do not “Start a Video 
Call” for your client 
interviewing/counseling 
exercises, as this will only 
record one person).

Before you conduct your 
interview, you will want to …



make sure you check your audio device and 
check the quality. You can use your computer’s 
mic and speakers, or plug in a headset.

Click “Select Your Primary Device” in the lower-
left corner.

Click “Audio Device Settings.”



Click the menu under “Select the 
device you want to use for audio 
calls.”

If you have more than one audio 
device, pick the one you prefer.

Under “Customize your device,” 
drag the slider to adjust the 
speakers and microphone.

Click the green arrow next to the 
speaker to hear a sample tone.

Adjust and test your microphone. The blue indicator helps you choose the appropriate 
level. If you have a handset, or desk phone, pick up the receiver and speak into it. If you 
have a headset, speak into the microphone.



Then you will want to ensure your Video device settings are where you want them to be.

If you have multiple devices (headset 
and built-in webcam), select the one 
you want to use here.



Conducting Client 

Interview/Counseling



Click on “Meet Now” 
from the Gear icon in 
Lync.

Invite your classmate



While you wait for your 
classmate to answer the 
call, you might want to 
click on the video 
camera icon and click 
“start my video” (this is 
not recording anything; 
this is merely 
transmitting video of 
yourself to your 
classmate).



When your classmate has accepted your call, you will see her on your screen. You 
will also see yourself in a smaller screen.

You may IM with your classmate if you click on the little word bubble icon. Your chat window will open up and you may start 
chatting. This might be useful if audio/video is not working properly.

You or your classmate might have to click on the video button to ensure your can see 
each other.



Recording Client Interview/

Counseling Session



To record your session (which you must do for your client interviewing and counseling 
exercises), click on the three little dots to the far right of your screen. A dialog box will come up 
and one of the options is “Start Recording.”

The person who is playing the attorney should be the one to click “Start Recording.” The 
person who starts the recording will be saving the video file to his/her computer and 

uploading it to the assignment area on WRAP.



A message will come up telling you to inform your colleague that you are recording her.

Conduct your interview/counseling session.

In your left-hand side tool area, you will see recording buttons – to stop or pause your 
recording. 

When you are done recording the session, hit the “stop” button – the square.

The recording will capture both 
your voices and video. So 
remember to pause a little bit 
between talking, and try not to talk 
over each other



When you hit the stop button, you will get a message telling you that the recording has stopped.



To hang up, click the red phone icon in the upper right.



When your video is finished processing, 
you will get a notification that it is now 
available. 

Your computer will either automatically 
save it to a “Lync Recordings” file 
(probably under “My Videos”) or ask you 
where you want to save it.



You must publish your recording somewhere on your computer, and then upload it to 
the web. You will submit the URL for the recorded video to the appropriate assignment 
in your WRAP course on Blackboard. The next screens will show a suggestion of where 
to upload it on the web.



As part of your Microsoft Office Professional Plus 2013 package, you obtain a Microsoft 
OneDrive. Here, you may upload your Client Interviewing and Counseling Videos, allow your 
professor to see them, and generate a link to put into the Blackboard assignment for your 
professor to access them.

When you’ve logged into outlook.com, click on “OneDrive.” Then create a folder for your 
videos. 



You will want to invite your WRAP 
professor to your folder.



Search for your WRAP 
professor in the “Invite 
People” box. They all have 
wmitchell.edu email 
addresses.

You do not need to send them 
an email invitation.

You will want the 
dropdown menu here 
to say “Can view.”

Then click “Create” to finish 
setting up your WRAP folder.



Now you need to upload your video (which you saved to your 
computer) to your WRAP folder in your OneDrive.



Find your video on your computer.



Now the video is in my OneDrive WRAP folder.

Click on “Share”



Click on “Get a Link” and then “Create Link” and you will be given a URL 
that you will enter …



Into the “Assignment Submission” 
box of your Client Interviewing 
Exercise (or your Client Counseling 
Exercise) assignment in Week 9 or 
10.

(You will submit a written plan that 
you will attach as a file, as well). 



Or will they submit their URLs into the 
“Add Comments” box?



To sign out of Lync, click on the little gear icon



Where to go for Help
• Microsoft Tutorials 

• Lync On-Demand Training

• Get started with Lync 2013

• Basic tasks in Lync 2013

• Contact Mitchell’s IT Helpdesk 

• edtech@wmitchell.edu or IT@wmitchell.edu

• 651-290-6411

http://goo.gl/ys8KQ7
http://office.microsoft.com/en-us/support/getting-started-with-lync-2013-FX103299702.aspx
http://office.microsoft.com/en-us/support/getting-started-with-lync-2013-FX103299702.aspx
mailto:edtech@wmitchell.edu
mailto:IT@wmitchell.edu

