HEALTH CARE

Providing support for Zoom for Healthcare to: [ o i akttiove. v communityuving  jsland health How you want to be treated.

: 0 = Provincial Health DLOB0 A0
PHSA Office of Virtual Health \ ( Services Authority ~1U;{.:\|z “Rx& AA ﬁovi(ﬁnce

BRITISH COLUMEIA

Schedule and conduct a Virtual Health Visit Meeting with Interpreter in Zoom for
Healthcare

Requirements
= The web browser or desktop client version of Zoom can be used to schedule Virtual Health Visit meetings.

o Note: The desktop client does not include options for adding a meeting description, scheduling from a
meeting template, or adding registration.

o Theinstructions below show how to schedule a meeting from the web browser.
= |faclerkis scheduling on behalf of a provider, the provider must assign scheduling privileges in advance.
= Enable meeting passwords to be embedded in invitation URLs. This allows for patients to click to join.

o Click on Settings tab.

o Scroll to Embed password in meeting link for one-click join and toggle to ‘on.’

Embed password in meeting link for one-click join o

Meeting password will be encrypted and included in the join meeting link to allow

participants to join with just one click without having to enter the password.

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

2. Click on the Meetings tab.

3. Click Schedule a New Meeting or Meeting Templates to select from your meeting templates.

(EEEAL Upcoming Meetings Previous Meetings Personal Meeting Room Meeting Templates

Profile

| Schedule a New Meeting | Join a meeting from an H.323/SIP room system

Webinars Show meetings by host:  All ~

4. Complete meeting details:
= Date and time.
= Registration: Leave as un-ticked.
= Schedule for: Pick the name of the person you want to schedule for, otherwise leave as ‘Myself.’
=  Meeting ID: Leave as ‘Generate automatically’. Do not use your Personal Meeting ID.

= Meeting Password: Leave as randomly generated password. The patient and interpreter do not need to
enter the password to join their visit. The invitation URL has the password embedded.

= Video: Change to ‘On.’
=  Audio: Leave as ‘Both.’
=  Meeting options:
i. Enable join before host — leave as un-ticked. Participants still need to be admitted from the
waiting room.
ii. Mute participants on entry — optional

iii. Enable waiting room — permanently enabled for security purposes. The meeting host/alternative
host will be able to view a waiting room and admit or remove users as required.

iv. Only authenticated users can join — leave as un-ticked to allow patients to easily join
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= Alternative Hosts (optional): assign an ‘alternative host’ to start the Virtual Health Visit on behalf of the
provider. The alternative host must have a PHSA Zoom account.

5. Click Save when all meeting details are completed.

The meeting will be visible under “Meetings” in the Zoom desktop client and Zoom Cloud Meetings app for the meeting
host and scheduler.

If you would like to add the event to your Outlook calendar, please see steps below.

Invite patient to the Virtual Health Visit meeting
1. Click Outlook Calendar (.ics) to download the .ics file.

My Meetings Manage "My Meeting"

Topic My Meeting
Time Apr 9, 2020 12:00 PM Vancouver
Add to aﬁ Outlook Calendar (.ics) a Yahoo Calendar ]

Click the .ics download to open it. Outlook will automatically open and populate a calendar event.
Click Invite Attendees.
Click To.

AR N

Enter patient, provider, and alternative host’s email addresses as Resources.

= |f email addresses are invited as Required or Optional, they will be exposed to all recipients of the

invitation.
6. Click OK.
s = Test invite - Meeting
MEETING | INSERT FORMATTEXT REVIEW
. — s p—a] 88 'Y [ | Private
= - L&) e . .
x oA Colendar e @ x ! V@ € &ishow A [Wbusy A & High Importance s
Delete ) Foward - | Appointment Scheduling | Meeting | Cancel Address Check Response & pominder; 10 minutes | Recurrence Time Room Categorize * Lo oo Apps for
Assistant Notes Invitation Book MNames Options ~ Zones Finder - SETU R ) Office
Actions Show | Selact Attendees and Resources: Global Address List X | | Add-ins ~
0 vou haven't sent this meeting invitat] Search: (8)Nameonly () Morecolumns  Address Book Room Finder ~ %
This appointment conflicts with anot] | - R
— Global Address List - AlyssaToy@phsaca ~ | Advanced Find 4 Apil2020 b
To Name Title Business Phone  Location Department £-mail Address 0159 "‘l"’ T;‘ ;‘ 5:
S Testinvite) | ~ s 6 7 8 [olf#l 1
Send : % NRHS - 2 South Staff #RHS-2SouthStaff 1208 14 15 16 17 18
Location sy, - 3N Surgery Staff VRHS-ANSTAFF@v L 19 20 21 22 23 24 25
- 6 North Staff WRHS-6NorthStaff 36 27 23 29 30
Sarttime | Thu 4732 - ARA Test Group ARHS-ARATestGro
- ACUTE CARE ELDERLY ACE STAFF WRHS-AcuteCarekl .
Endtime  Thu4/372| - Acute Care Managers AcuteCareManage et G e
- Acute Care Team Leaders RHSAcuteCareTea T e T D
- Acute Social Work - PAT W#RHS-AcuteSacial' -
Join from a PC, Mac, - Admin On Call RHS-OnCall@vch.c Mone
- AMBULATORY CARE MRHSAMBULATOR
Please click this Ul - Bad Capacity WRHS-BedCapacity
&% WRHS - Bed Control Staff #RHS-BedControls v
Password: 995363 < bd
Or join by phone: Somrmiae
Optional ->
. . . 1:00 PM - 2:00 PM A
Dial(for higher qum Resources -> I No conflicts
OK 10:30 AM - 11:30 AM
Canada: +1 778 907 20 : — 1 confic: Toy, Alyssa [PHS..

. 11:00 AM - 12:00 PM
Webinar ID: 422 328 888 1 conflict Toy, Alyssa [PHS.. ™
Password: 995363 1130 AM - 1230 PM 5

. i 1 confiict: Toy, Alyssa [PHS...
International numbers available: https:/phsa.zoom.us/u/acvizD7PCI
v 12:00 PM - 1:00 PM -

in Shared Folder [Z]]  Calendar Last modified by AlyssaToy@phsa.ca at 10:16 AM

conflict: Toy, Alyssa [PHS...

7. Click No on the pop up asking if you want to change the location of the event to the email addresses entered.
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= [fyou click Yes, any email addresses entered as resources will be listed as the location for the event.
Patients will be able to see each other’s email addresses and/or patients can see the provider’s email
address.

8. Click Send to send the invitation.

Request an Interpreter via Provincial Language Service (PLS)
1. Scroll down to Invite Attendees.

2. Right click the Join URL and copy it.

Join URLI‘mps‘ phsa.zoom.us/j/99669750224?pwd=aDF6Zz)QdEdIZmZuMjhtdzIXbmIXQTO? I (2 Copy the invitation

3. Access the Provincial Language Service (PLS) Online Booking System, using your PLS account.

= |f you need PLS account credentials please connect with the PLS at: 604.297.8400 or Toll-free: 1.877.BC
TALKS (228-2557)

4. Create a new request.

Choose Virtual Visit as Appointment Type.
6. Paste the Zoom meeting URL into the Meeting Link field.

N
|* Appointment Type | virtual visit ¥ ' * Meeting Link

* Reguest Date 'Week Day
(mmfddyyyy)

*Language = - Y

Alternate Language  ---------- v

The PLS will work on the request. PLS will only contact you if an interpreter cannot be found.

Start the Virtual Health Visit meeting
1. Open the Zoom desktop client* and sign into your Zoom for Healthcare account

2. Click Meetings and Start the upcoming Virtual Health Visit.

*Do not use the web browser or Zoom Cloud Meetings app to conduct group Virtual Health Visit meetings.

Admit patient and Interpreter from the waiting room and confirm their identities
1. From the toolbar, click Participants to view who is in the waiting room.

Paicipants (1)
2. Hover over the patient’s and interpreter’s names to Admit them.

I people ace waiting Message  Admitall
= You can also remove someone from a waiting room by clicking - ) oo
Remove. Once removed, they will not be able to join again.

ntonproter

Confirm the correct interpreter has joined the Virtual Health Visit Meeting.

1 participant in the mesting

4. With the Interpreter, confirm the patient’s identity by asking typical validation _
questions, e.g. full name, DOB, PHN. '

5. Optional: The patient and interpreter names can be changed by clicking More and Rename. Please note that the
displayed name is shared with all participants of the Virtual Health Group Visit.

6. Recommended: Lock the Virtual Health Visit after all participants have joined.
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= Click Security and select Lock Meeting.

Lock Meeting
v

Allow participants to:

Share Screen
v Chat

¥ Rename Themselves

$ as!

Security Participants

Meeting controls/options

Button Function

- Mute/unmute microphone
- Click » to manage sound options

- Start/stop video
- Click ~ to manage video options

- Lock the meeting
- Remove participants
- Report participants

- View meeting participants

P - Mute/unmute specific or all participants
bl - Remove and report participants
Participants - Invite additional participants

- Lock the meeting

- Chat with all meeting participants or send a chat message to a specific participant

- Share screen or specific application that is open
- Note: if sharing a video (e.g. from YouTube) or something with audio, tick off box to Share
computer sound so participants can hear the audio

- If conducting a group visit, participants can be divided into breakout rooms for activities and
discussion. Please see separate document for conducting Meetings with breakout rooms.

End the Virtual Health Visit meeting
1. Click End in the bottom right corner when the visit is finished.

2. Ensure you click End Meeting for All.
= |f you end the meeting for all, the Virtual Visit will close out for you and all participants.

= |f you leave the meeting, a new host must be assigned before you exit. The meeting will not end until
the new host ends it.

In the unlikely event of technical issues, please end the visit and switch to a telephone visit or reschedule.
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