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Web browser scheduling

Requirements
= Usethe web browser version of Zoom to access all scheduling options for virtual health
visit meetings.

o Youcan use the desktop application to schedule, but it does not include
options for adding a meeting description, scheduling from a meeting template,
or adding registration.

= Use Google Chrome.

= [f 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 URLs. This allows participants to
click to join their visit.

o Click on the Settings tab.
o Scroll to 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
link to allow participants to join with just one click without

having to enter the passcode.

Schedule the virtual health visit

1. Sign into your Zoom for Virtual Health Visits account on the web browser -
https://zoom.us/

Click on the Meetings tab.
Click Schedule a Meeting.

2 Profile Meet‘ings Get Training
Upcoming  Previous Personal Room  Meeting Templates

Wehbinars

£y StartTime to End Time Myself v

Recordings

4. Complete virtual health visit me eting details.

Topic Title of the virtual health visit

Description A description of the virtual health visit

(optional)

When The intended date and start time of the virtual health visit

The Virtual health visit can be started before or after the
start time
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Duration The intended length of the virtual health visit
The virtual health visit will not automatically end after the
duration time
Registration Requires participants to register for the virtual health visit to
(optional) receive the link to join

See reqistration quide

Schedule for

Option to schedule the session on behalf of someone else,
e.g. a provider

See scheduling privileges guide

Meeting ID Leave as Generate Automatically
Template Select a template to schedule from
See templates for scheduling virtual health visits guide
Security — Permanently enabled for security purposes
Passcode

Security — Waiting
Room

Permanently enabled for security purposes

See more details about waiting rooms

Video

Change to ‘on’ for host and participant

Audio

Leave as ‘Both’

Meeting Options

Allow participants to join anytime — permanently un-
ticked; participants cannot bypass the waiting room.

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

Approve or block entry for users from specific
countries/regions —leave as un-ticked in case participants
are joining from abroad

Purpose of the
virtual health visit

Select the purpose from the dropdown options

Alternative Hosts

The alternative host must have a Zoom for Virtual Health
Visits account.

Alternative hosts can:

Start the virtual health visit on behalf of the main
host

Admit participants from the waiting room into the
virtual health visit

5. Click Save when all virtual health visit meeting details are completed.
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Invite participants to the virtual health visit

1. Click Outlook Calendar (.ics) to download a pre-populated Outlook calendar
invitation.

My Meetings Manage "Virtual Health Visit"

Topic Virtual Health isit

Time Mow 4, 2020 09:00 AM Vancouver

Add to [ ai Outlook Calendar (.ics) ]I[ o Yahoo Calendar ]

2. Afile will begin downloading. Click the file when it is done downloading. An Outlook
calendar invitation will open.
3. Click Invite Attendees.

BHS® = Virtual Health Visit - Appointment
AT APPOINTMENT | INSERT ~ FORMATTEXT  REVIEW
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finy
22 show As: M Busy - O (2] ==I Private Q .’
_

! High Importance

Save & Delete () Fopyarg - | Schedule | Appointment Scheuling Skype Meeting Invite Reminder: |10 minutes - |Recurrence Time | Categorize * Low| Zoom | Apps for
Close a Meeting Assistant Meeting Notes: Attendees Zones - ow Importance Office
Actions Zoom Show Skype Meeting | Meeting Noteq| Attendees Optians I Tags Zoom | Add-ins ~

B

Click To....

5. 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.
6. Click OK.
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4 November, 2020 b
Su Mo TuWe Th Fr Sa
Virtual Health Visit
12 3[@]5 6 7
Rooms 8 o 10l 12 {314
15 16 17 18 19 20 21
Starttime | Wed 11422020 =] [e00am | [ Al day event CHHEHE
Endtine | Wed 117472020 ) [1eo0am =E
10 Poor
Select Attendees and Resources: Global Address List
Hello, room:
Search: @ Name only (O More columns  Address Book
Youarei G0 [Global Address List - AlyssaToy@phsa.ca_~|  Advanced Find
Join the\ | Name Tite Business Phane Location Department e
#RHPharmacy)OHSC B~
hitps //pl| |22 errs - 2 south NuAS #
. 5 #RHS - 2 South Staf #
Meeting| |5z sses - 3n surgery stast M
52 #RHS - 6 North Staff #
Passw |55 #Ris - AAA Test Group #
L. .| |a® #RHs- AcuTE care eLDERLY AcE sTAFF #
Can’tjoir |z #RHs - Acute Care Team Leaders R
5% #RHS - Acute Social Work - PAT 2 | lapn. M
1833 |2 #a#s - Adminon can R
5% #RHS - AMBULATORY CARE Bolm
5% #RHS - Bed Capacity # | s
isit| |55 #RHS - Bed Control staft #
.
Visit| 122 s maeri cenee B M %
http:/i 51 #RHS - CARDIO CLERKS #
healthcan |z #es - cast ciinic Group R ™ e
52 #RHS - CFH Leadership # | saPH
* Ifyo| |s#RHs- cHACOP REHAB # -
supp| |2 #RHS - CHILD HEALTH cenTRe B M
2 #RHS - CLINICAL DIETITIANS B
®  Aftel |zt #RHS - CLINICAL DIETITIANS CASUALS #
Tl BT o v e M
5% #RHS - Community & Family Health Services P
2 #RHS - COVID PHNS #y
b apn.
< >
NOTE: Ti
o B
o B
6 J[ox ]|l cane
o B
T

This materi




PHSA Office of Virtual Health

Providing support for Zoom for Healthcare to: X Provincial Health ﬂ&ﬂ*
\KAServices Authority gl AA Q"jj . ‘{‘
aZ)rovigence

X ¢ Province-wide solutions. BRITISH

Better health. COLUMBIA COMMUNITY LIVING 4
BRITISH COLUMBIA |S|andhea|th HEALTH CARE

7. 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.
8. Click Send to send the invitation.

Editing virtual health visits

6. Sign into your Zoom for Virtual Health Visits account on the web browser -
https://zoom.us/

7. Click on the Meetings tab. Under Upcoming, scheduled virtual health visits are
listed.

8. Hover your cursor over the visit to be edited and click Edit.

Profile Meetings Get Training
z B Upcoming  Previous Personal Room  Meeting Templates

Webinars

£ StartTime to EndTime Myself v
Recordings
Settings Today

3

Account Profile

11:00 AM - 12:00 PM Virtual Health Visit - Delete
Reports Meeting ID: 668 3665 0871

9. Edit the virtual health visit meeting details as required.
10. Click Save when all changes details are completed.
* The meeting link, ID, and passcode will remain the same.
11. Open Outlook Calendar event for the virtual health visit.
12. Edit the date and time of the invitation as required.

13. Click Send Update to send an updated invitation.

B H S L Virtual He
FILE MEETING | INSERT  FORMAT TEXT  REVIEW

R | OERE B & | B | %

Cancel @,Forward - | Schedule | Appointment Scheduling Tracking Skype Meeting Contac
Meeting a Meeting Assistant < Meeting Mates Attendee
Actions Zoom Show Skype Mee... | Meeting M...

ﬂ Mo responses have been received for this meeting.
This appointment conflicts with another one on your calendar.

:El To.. |
j Virtual Health Visit
Send Subject
Update Location https://phsa.zoom.us/j/66836650871 Tpwd= (VMNIbmh2TW3oWTZNVHZRe EgwHGpMZz09
Start time | Wed 11/4/2020 [E| | 11:00 AM - All day event
End time | Wed 11/4/2020 3| |12:00 PM -
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Cancellingvirtual health visits

1. Sign into your Zoom for Virtual Health Visits account on the web browser -
https://zoom.us/

2. Click on the Meetings tab. Under Upcoming, scheduled virtual health visits are
listed.

3. Hover your cursor over the visit to be cancelled and click Delete.

Profile Meetings Get Training

2 Upcoming  Previous  Personal Room Meeting Templates

Webinars
By StatTime to EndTime Myself .
Recordings
Settings Today
3
Account Profle 11:00 AM - 12:00 PM Virtual Health Visit p—
Reports Meeting ID: 668 3665 0871
4. Click Delete to confirm you want to cancel the virtual health visit.
Open Outlook Calendar event for the virtual health visit.
Click Cancel Meeting.
E H [ Virtual Health Visit - Meeting ? E N X
MEETING | INSERT ~ FORMATTEXT  REVIEW
=0 [&/ 1 [ Address Book O R [ 1]
B‘_( 7 Calendar E E| LI % @ D(_ . ress Bod! ZshowAs: | M Busy - ceutence m .’
: . L 2% Check Names @ Time Zones 1
Cancel |5 romuarg - | Schedule | Appointment Scheduling Tracking | Skype | Meeting | Contact — . : Categorize | Zoom | Appsfor
Meeting | ~ a Meeting Assistant - Meeting Notes | Attendees~ &) Response Options - 24 Room Finder - + Office
ctions Zoom Show Skype Mee... | Meeting M... Attendees Options Tags Zoom | Add-ins |~

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

BHS L Virtual Health Visit - Meeting N T =7
FILE MEETING | INSERT ~ FORMATTEXT  REVIEW
=(T 4 = Privat
T Calendar B i =0 ix f?El @ Zshowhs | Free - & ==I rivate S
. v = ! High Importance
© Forward | Schedule | Appointment Scheduling Tracking | Skype Meeting Reminder: [None .| Time Room | Categorize Zoom | Apps for
2 a Meeting Assistant - Meeting Notes Zones Finder -  LowImportance Office
Adtions Zoom Show Skype Meeting | Meeting Notes Options Tags Zoom | Add-ins -~
10 The cancellation has net been sent for this meeting. Click Send Cancellation to update meeting attendees.
= To. ||l
ji Virtual Health Visit
Send Subject irtual Hea isif
Cancellation h .
Location https://phsa.zoom.us/j/610559002227pwd=RnZIbIN6RGwATTdsNjd2MnBGdOFNQTOS - Rooms...
Start time Wed 11/4/2020 E 11:00 AM - All day event
Endtime | Wed11/4/2020 | [12:00 Pm
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