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Schedule a Zoom virtual health visit (1:1 or group) in Microsoft
Outlook

Purpose
The Microsoft Outlook (referred to as Outlook from here on) plugin for Zoom allows you to schedule
and manage virtual health visit meetings from Outlook for your own account or on behalf of a

provider.

The Outlook plugin can be used for:
= Scheduling one-to-one and group virtual health visit meetings for yourself or on behalf of a

provider
= Assigning an alternative host to virtual health visit meetings
= Managing virtual health visit meetings as Zoom and Outlook delegates
= Inviting participants via Outlook invitation
= Sending email notification for changes or cancellations to virtual health visit meetings

The Outlook plugin can’tbe used for:
= Scheduling virtual health visits as webinars
= Scheduling virtual health visit meetings requiring registration
= Scheduling virtual health visit meetings from a meeting template

How to requestthe Outlook plugin
= Submit an IMITS Self-Service Portal request > Make a request - Software — Install,
Transfer, Remove - Complete the order form using these values:

Request Type: Order and Install Software

Did you find the software that you needed: No

Please detail the software you need: Zoom Outlook plugin

Install on Workstation Host Name: Your health authority PC or laptop number
o It may take 4-6 weeks for your request to be processed.

o Toreceive the plugin, the healthy authority (HA) device needs to be connected to
the health authority network.

o O

(0]

Requwements
If a staff member is supporting a provider with scheduling, the provider must assign
scheduling privileges to the staff member in advance.

= Enable meeting passcodes to be embedded in invitation URLSs. This allows participants to
click to join their visit.

o Click onthe Settings tab.
o Scrollto Embed passcode in invite link for one-click join and toggle to ‘on.’

Embed passcode in invite link for one-click join

Meeting passcode will be encrypted and included in the invite
ink to allow participants to join with just one click without
having to enter the passcode.
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Schedulethe virtual health visit
1. Open Outlook Calendar module.
2. Create a new calendar event with the date and time of the virtual health visit.
3. Click Schedule a Meeting.
74 =] Untitled - Appointment
APPOINTMENT INSERT FORMAT TEXT REVIEW
@ x PR, Calendar i E C‘C&I m :,-\'._ 22 Show As: | Busy O & = l :"":‘:E Q .’
Save & Delete 1 poryard - | Schedule JAppaintment Scheduling Skype Meeting Invite Reminder: |10 minutes - |Recurrence Time | Categorize e P Apps for
Close * 2 Meeting Assistant | Meeting Notes | Attendees Zon ¥ Low Importance Office
Actions Zoom Show Skype Meeting | Meeting Notes | Attendees Options Tags Zoom | Add-ins ~
Start time Thu 11/5/2020 E 11:00 PM Il day event
End time Thu 11/5/2020 E| 11:15PM
4. Complete virtual health visit meeting details.
Meeting ID Leave as Generate Automatically
Password Permanently enabled for security purposes
Video Change to ‘on’ for host and participant
Audio Change to ‘Telephone and Computer Audio’
Purpose of the virtual | Select the purpose from the dropdown options
health visit

Advanced Options
(click to view options)

Enable Waiting Room — permanently enabled for security
purposes

Enable join before host — permanently un-ticked as participants
must enter the waiting room before entering the virtual health visit

Mute participants upon entry — leave as un-ticked to reduce
participant audio issues

Only authenticated users can join: Sign in to Zoom — leave as
un-ticked to allow participants to join without a Zoom account
Forceinclude Join URL in location field — leave as ticked
Insert Zoom meeting invitation above existing text - if ticked,
invite is placed above any text you may have manually typed. If un-
ticked, manually typed text appears above the invitation.
Schedule for - Option to schedule the session on behalf of
someone else, e.g. a provider.

Alternative hosts - Assign an ‘alternative host’ to start the virtual

health visit on behalf of the provider. The alternative host must have
a Zoom for Virtual Health Visits account.

5. Click Continue. The Zoom invitation will populate.
6. Edit the Subject for the virtual health visit if required.
7. Add any text below the invitation information if required.

Invite participants to the virtual health visit meeting

1. Click Invite Attendees.
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FILE APPOINTMENT INSERT FORMAT TEXT REVIEW

@ x [ Calendar a i E @ @ !.n';‘ﬁ 22 Show As: Ml Busy - O & I. Soets .’

! High Importance
Save & Delete ) popyorg - | Cancel Change | Appointment Scheduling | Skype Meeting Invite Reminder: |10 minutes - |Recurence Time | Categorize Zoom | Apps for
Close Settings Assistant | Meeting Notes | Attendees

Zones © ¥ LowImportance Office
Adtions Zoom Show Skype Meeti... | Meeting Notes| Attendees

2. Click To....

3. Enter participant(s), provider, and alternative host’s email addresses as Resources.
= Participants are added as resources to protect the privacy of email addresses
» [|f email addresses are entered as Required or Optional, they are exposed to all recipients of
the invitation.
4. Click OK.

m H 5 Invitation to a virtual health appointment - Meeting
FILE MEETING | INSERT ~ FORMATTEXT  REVIEW

x [7 Calendar a D EI (% @ S‘( =} Address Book 22 show A | Busy - O = =I "

. L
2, Check Names - 1

Options ] Tags Zoom | Add-ins | ~

Delete () fonyare ~ | Cancel Change | Appointment Scheduling | Skype | Mesting | Cancel e o : Reminder: 10 minutes - |Recurrence Time Room | Categorize * Zoom | Appsfor
Settings Assistant | Meeting Notes | Invitation «:| Response Options Zones  Finder - Office
Actions Zoom Show Skype Me... | Meeting... Attendees Options I Tags Zoom | Add-ins |~

) Vou haven't sent this meeting invitation yet.

Room Finder ™%
]

4 November, 2020 b
Subject Invitation to a virtual health appointment Su Mo Tu We Th Fr Sa
send

Location  hitpsi//phsa.zoam,us/)/696922877667pwd=YVhLdmdSb0JuZi9qNVQzUkI4dOFTZ209 - Rooms... 12 3[4]5 6 7

8 9 10 11 12 13 14
Start time | Thu 11/5/2020 = [11:00Pm - Al day event § ozl u
Endtime  Thu 11/5/2020 | [1sem - i; iz 24 25 26 27 28

Select Attendees and Resources: Global Address List X e Foor

Search: (® Name only (O More columns  Address Book room:

Go  [Global Address List - Alyssa Toy@phsa.@ |  Advanced Find

[ Name Title Business Phone Location Department
-
&% #RHS - 2 SOUTH NUAS

2% #RHS - 2 South Staff

2% #RHS - 3N Surgery Staff

2% #RHS - 6 North Staff

2% #RHS - AAA Test Group

2% #RHS - ACUTE CARE ELDERLY ACE STAFF
2% #RHS - Acute Care Team Leaders

&% #RHS - Acute Social Work - PAT

2% #RHS - Admin On Call

2% #RHS - AMBULATORY CARE

2% #RHS - Bed Capacity

2% #RHS - Bed Control Staff

2% #RHS - BIRTH CENTRE

2% #RHS - CARDIO CLERKS

2% #RHS - Cast Clinic Group

2% #RHS - CFH Leadership

2% #RHS - CHAC OP REHAB

2% #RHS - CHILD HEALTH CENTRE

2% #RHS - CLINICAL DIETITIANS

&% #RHS - CLINICAL DIETITIANS CASUALS

2% #RHS - CODE BLUE ADVISORY TEAM

2% #RHS - Community & Family Health Services
2% #RHS - COVID PHNS

<
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a Concel

5. Click No on the pop up asking if you want to change the location of the event to the email addresses
entered.

= |f youclick Yes, any email addresses entered as resources appear as the location for the
meeting.

6. Click Send to send the invitation.

The virtual health visit scheduled through Outlook will also appear in the ‘Meetings’ tab in the Zoom desktop
application.
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Editing virtual health visits
1. Open Outlook calendar event forthe virtual health visit.

2. Edit the date and time of the invitation as required.
3. If required, click Change Settings to change the virtual health visit settings.
4

Click Send Update to send an updated invitation.
= H S O

FILE MEETING INSE
& Calendar . a

IMAT TEXT REVIEW

N E S | B

Cance\ 3 Forward - Cancell Change § Appointment Scheduling Tracking Skype Meetin
Meeting Assistant & Meeting Motes
Actions Z Show Skype Meeting | Meeting b
ﬁ No responses have been received for this meeting.
= To.. |
4 Virtual Health Visit
Send Subject
potalc Location https://phsa.zoom.us/j/667214254797pwd=Y1RnRThxTDV5bzRDckOrv2haTTd5Zz09
Start time | Thu 11/19/2020 FE| | @00 M B All day event
Endtime  |Thu 11/19/2020 [ &15em -

Changes to the virtual health visit will automatically reflect in the ‘Meetings’ tab in the Zoom desktop
application.

NOTE: If you edit the virtual health visit from the Zoom desktop application instead of Outlook, the Outlook
calendar event will not update automatically. A new Outlook calendar event with the modified details will
generate. We recommend deleting the new calendar e vent and modifying the original as described above.

Cancellingvirtual healthvisits
1. Open Outlook Calendar event for the virtual health visit.
2. Click Cancel Meeting.

B HS LI Virtual Health Visit - Meeting
MEETING | INSERT  FORMATTEXT  REVIEW

Oy (a3 S = N -
B | Y [ & Bsrowrs Moy | L @ | o TEe 3
2 ] g Y [
" = ve € = ! High Importance C
Mesting | Contact Address Check Response | & peminder |10 minutes | Recur oom | Categorize Apps for
Notes | Attendees~ Book Mames Options - 27 ¥ LowImportance Office

Zoom Show. Skype Meeting | Meeting Motes Attendees Options 5 Tags Zoom | Add-ins

Subject Virtual Health Visit

Locstion | ttps:/ph: 34208 -] Rooms,

Starttme | 11192020 | [so0rm <[] A cay event

tnatine |Thu 111972020 | [s1sem

Click Got it on the pop up advising the meeting can be recoveredin the web browser.

Click Send Cancellation to send an email notification to all invitees. The calendar event will be
deleted.

The cancelled virtual health visit will automatically be removed from the ‘Meetings’ tab in the Zoom desktop
application.

NOTE: If you cancel/delete the virtual health visit from the Zoom desktop application instead of Outlook, the
Outlook calendar eventwill not be automatically deleted. You must go back to the Outlook calendar event to
cancel and send the cancellation as described above.
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