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Webinar templates for Scheduling Virtual Health Visits in Zoom for Healthcare

Purpose
A webinar template allows you to save certain details of a previously scheduled webinar and apply it to future
webinars. You can save up to 40 webinar templates.

Requirements
= Use the web browser version of Zoom for Healthcare to create webinar templates and schedule using
webinar templates.
= [faclerkis scheduling on behalf of a provider, the provider must assign scheduling privileges in advance.
= Enable webinar passwords to be embedded in invitation URLs. This allows for patientsto click to join.
o Goto Settings tab.
o Scroll to Embed password in meeting link for one-click join and toggleto ‘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.

How to create a webinar template

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

2. Click on the Webinars tab.
3. Click Schedule a Webinar.

eSS Upcoming Webinars Previous Webinars Webinar Templates

Profile

Meetings Schedule a Webinar

4. Complete the webinar details.

a. Dateandtime
b. Registration: Leave as un-ticked.

¢. WebinarPassword: Leave asrandomly generated password. The patient does not need to enter the
password to join their visit. The invitation URL has the password embedded.

Schedule for: Pick the name of the person you want toschedule for, otherwise leave as ‘Myself.’
Video: Change to ‘On.’
Audio: Leave as ‘Both.’

Webinar Options: Leave asis.

S ® ~ 0o

Alternative Hosts (optional): Assignan ‘alternative host’ to start the Virtual Health Visit on behalf of the
provider. The alternative host must have a PHSA Zoom for Healthcare account.

5. Click Schedule when all webinar details are completed.

6. Apply Branding, Poll question and answers, and Q&A settings if required. These will be applied to the template.
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Set up an automatic Virtual Health Visit email reminder
1. Click Email Settings.

2. Click Edit next to No reminder email to Attendeesand Panelists to
adjust the settings.

3. Select the reminder option(s) you prefer.
4. Click Save.

Note: Your preferences will be saved to the template.

Change the email contact for the Virtual Health Visit (optional)
1. Click Email Settings.

2. Click Edit next to Email Contact.

3. Add the name and email address of the contact email you wish to
use. The contact email will reflect in all emails from Zoom to the
patient (e.g. the webinar invitation).

4. Click Save.

Note: Your preferences will be saved to the template.
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Reminder Email

Send Reminder Email to Approved Registrants and Panelists
1 hour before the webinar start date and time
1 day before the webinar start date and time

1 week before the webinar start date and time

Edit Contact Email Address

You may change the contact information that attendees ean use if they have questions about
the webinar.
Name

No Reply

Email Address

nereply@healthauthority.com|

m Cancel

Save the Virtual Health Visit as a webinar template

1. Click Savethis Webinar as atemplate. Description
2. Confirm the webinar template name. Time

3. Click Save as Template.

4. Finish the remaining scheduling activities, i.e. e 15

invite the patient as a panelist, add the event to
Outlook if required.

Webinar Password
Video

Audio

Webinar Options

Webinar Template Test

VH visit

Apr 28, 2020 01:00 PM Vancouver

Add to | Hi Outlook Calendar (ics) ‘ [ e\/muu Calendar ]

978-4022-2050

Host On

Panelists On

Telephone and Computer Audio

Dial from Canada

- Q&A

Enable Practice Session

Only authenticated users can join

Save this Webinar as a Template

Invitations

Email Settings

Branding Polls Q&A Integration
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How to schedule a Virtual Health Visit webinar using a template

Pick the Virtual Health Visit webinar template to schedule from
1. Signinto your Zoom for Healthcare account on the web browser - https://zoom.us/

2. Click on the Webinars tab.
3. Click Schedulea Webinar.

4. Choose a template to schedule from.

Topic My Webinar

Description (Optional) Enter your webinar description

Use a template ‘ Select a template a ‘

| Q
Select a template

When VH Visit

5. Some webinar details will populate from the template:

Webinar details applied from template: Meeting details not applied from template:
(Can be edited as required) (Must be manually entered for every meeting)
=  Topic = Dateandtime
= Description = Scheduled for
= Recurrence = Alternative hosts

= Registration

= Video

=  Audio

=  Webinar options

These can be edited if required.

6. Click Schedule when all webinar details are completed.
7. Adjust Branding, Poll question and answers, and Q&A settings if required.
Invite patient(s) to the Virtual Health Visit webinar
1. Now thatthe visit is scheduled, scroll down to Invitations and invite the patients as a panelists by clicking Edit.
2. Entereach patient’sname and email address.

= Recommendation:Ifscheduling a Group Visit, consider entering patient names as [first name] [last
initial], e.g. John S, Jane S). The patient name you enter will be visible to all participants.

=  Upto 99 patients can be invited as panelists.
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3. Click Save. The patient will automatically be sent an email invitation through Zoom.

Invitations Email Settings Branding Polls Q&A Integration
|
Panelists
Invite a person or a Zoom room as a webinar paneli
Name Email/Zoom Rooms
Patient Patient@Email.con| Delete
Delete
Add Another Panelist

end invitation to all newly added panelists immediately Save Cancel

Add the webinar to your Outlook calendar (optional)

H 1

1 CIICk OUtIOOk My Webinars > Manage "My Webinar* APPOINTMENT | INSERT  FORMATTBXT  REVIEW

Calendar (.ics) to Xz [T] X | @ 8 ool O & W 0=

download the .ics file. | ... My Webrar o o || e | i 8 e e T R gt

Acsions Shew hissting Noted Attendess Optiens Tegs z
2. Click the .ics O iz appcintment conficts with ancther ane o your cilendar
Time Apr 9, 2020 05:00 PM Vancouver e
. - bt |y Webinar
download to open it. Add to ‘ [ga Outlook Calendar (ics) J [ e KOUIBZHRNZ D
0ut|00k W|” Sarttime  Thu4/8/2020 I |svoem - [ JAlie e
. Dudime  Tha4/2020 = |asomm
automatically open
a nd populate aca Ienda revent. Join fram a PC, Mac, iPad, iPhone or Android device:
Please click this URL to join. https://phsa zoom.us/j/668524547 ?pwd=clZVTHFhVS8vV TNkbUIBZHRNZ kwvZz09
Join. hitps://phsa,

3. Ifyou area clerk scheduling on behalf of el Passwiord: 603563

the provider, invite the provider and/or Or join by phone:
a |ternative hOSt asan attendee a nd CIiCk Send . Dial(fer higher quality, dial a number based en your current lacation):
Canada: +1 778 907 2071 or 855 703 8585 (Toll Free)
4. Saveand Close the calendarevent. Webinar 1D: 668 524 547

Password: 603583
International numbers available: https:/phsa.zoom.us/uacylzD7PCI
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How to edit or delete a webinar template

Editing webinar templates
1. Signinto your Zoom for Healthcare account on the web browser - https://zoom.us/

2. Click on the Webinars tab.
3. Click Webinar Templates.
4

Click the name of the template you wish to edit.

[EER Upcoming Webinars Previous Webinars Webinar Templates

Profile

You have saved 1 template(s) so far. You can save up to 40 templates

Meetings
| Webinars. Template Name Modify Time Action

Recordings VH Visit Apr 28,2020 12:55 PM Schedule a Webinar with this template || Delete

Settings

5. Click Edit this Webinar Template.

Webinars Template VH Visit

VH Visit

Webinar Template Test (NO ACTION REQ)

VH visit

........ Sho

Host On
Panelists On

Telephone and Computer Audio

Dial from Canada

v Q&A

Enable Practice Session

Only authenticated users can join

Edit this Webinar Template Schedule a Webinar with this template

6. Edit the required fields.
7. Click Save.
8. Ifapplicable, click the Edit button within Email Settings, Branding, Polls, and Q&A to edit details.

Deleting webinar templates
1. Signinto your Zoom for Healthcare account on the web browser - https://zoom.us/

Click on the Webinars tab.

2
3. Click Webinar Templates.
4

Click Delete next to the name of the template you wish to delete.

Upcoming Webinars Previous Webinars Webinar Templates

You have saved 1 template(s) so far. You can save up to 40 templates.

Template Name Modify Time Action

VH Visit Apr 28, 2020 12:55 PM Schedule a Webinar with this template Delete
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