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Introduction

Zoom for Healthcare isa cloud-based video conferencing software approved for the
delivery of virtual health. It is endorsed by PHSA and the British Columbia Ministry of Health.

A virtual health visit s a technology-enabled remote interaction between providers,
provider(s)fand patient(s), and patients and families t

To support virtual health visits, PHSA is provisioning Zoom accounts to eligible health care
users. These accounts are referred to as Zoom for Virtual Health Visits  accounts.

This manu al provides step-by-step
information on how to schedule, host, and
use various functions with your Zoom for
Virtual Health Visits account.
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REQUEST A DEMO 1.888.799.9666 RESOURCES ~ SUPPORT

Start or join a meeting

Mobile app

.‘ e

Desktop Client (i.e. app)
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Sign In with

Sign In with SSO

HealthBC HealthBC

Sign in Pick an account

Sign in with SSO

Launch Zoom
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Sign In witl

Sign In with SSO

in

Note: You may notsee the following promptsin steps 5 - 8 if you have already followed these steps to sign in to
the PHSA network,orhave checked ORemember Med when first sig

HealthBC HealthBC

Signin Pick an account

HealthBC

Stay signed in?

Cl
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When you join meetings . includi r name
andp X s. Your name and email
Meetings ‘o \ the z 1 r and host when you join mee r webinars on their accoun
t owner and others in the meeting can share this information
Webinars

Personal Contacts
Recordings
Settings

Account Profile

1al Health
Reports
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Meeting Controls (as a host)

=) Zoom Meeting — O X

4
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Patient (he/him) e . ., Host (she/her)

Record Breakout Rooms Reactions




1. Audio 6. Chat 10. More A Focus Mode

1 Mute and unmute microphone 1 Chat with participants 1 Click More to access Focus Mode,
1 Click  to manage audio settings 1 Take note of who is receiving the which gives hosts view of all
message, i.e. everyone vs. a private chat participantsd vide
with a specific participant participants seeing each other.
1 See Using Focus Mode for more
details.
2. Video and virtual backgrounds 7. Share screen and whiteboard 11. End
{1 Start and stop video 1 Share screen (entire desktop) or a 9 If the virtual health visit is finished, click
1 Click  to manage video settings specific application that is open End the Meeting for All
71 Click ~ to choose a virtual background 1 Note: if sharing a video (e.g. from 1 Alternatively, if you are the only person
or quickly blur your background. See YouTube) or something with audio, tick leaving the meeting, click Leave the
Setting up a virtual background for the the box to Share computer sound so Meeting and assign a new host before
desktop application for more details participants can hear the audio you leave
1 Select Whiteboard to beginawhiteboard
3. Security session. _ _ 12. Change video layout
f Lock virtual health visit ' See Screen Sharing for more details. 1 Select your preferred video layout:

1 Control participant abilities

1 Remove participants Speaker View

Gallery View

L3 ¢ SRR

1 Report participants R any
4. Participants 8. Record e 4
{ View participants in the virtual health 1 Approved users can create an audio and Shows up to 49
visit video recording of a webinar or meeting. participants
T View and admit participants in the 1 Recordings will be automatically saved to
waiting room the cloud. _ 13. Meeting Information H
T Hover over partici T See Recording for more details  Click the green or orange shield to
click More to manage participant quickly access & copy the current
1 Click Invite to invite additional meeting information, including:
participants 0 Meeting link
0 Meeting ID & passcode
5. Polls 9. Breakout rooms 0 Security settings overview
{1 Start (launch) polls or create an ad- 1 Open and manage breakout rooms within
hoc poll the virtual health visit.

9 See Polling for more details 1 See Breakout Rooms for more details.
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Zoom Meetings vs. Webinars

Meeting and webinars offer similar features and functionality but have some key differences:
in the healthcare setting, one of the most important differences are that webinars do not
include a virtual waiting room and therefore participants cannot be scree ned before entering
the session.

Note: For best privacy and security practice, all virtual health visits that directly address a
patientds health or all ow a pati entmettingsbhse seen or
participants can be screened.

Meetings Webinars

Key feature: Waiting room included ; No waiting room ; participants are
participants need to beletinby aut omati cally | et i1
the host(s). begun.

Description: Meetings are designed to be Webinars are designed so that only the

collaborative , with all participants host and any panelists can share their

being able to turn on their audio  video, audio, and screen. Other

and video, screen share, chat, participants are view -only and can

and see who else is attending. interact with the panelists via Q&A, chat,
and poll questions.

Best used for: { Virtual health visits that T One or a few peopl

directly addre speaking to a view-only audience
health or allow a patient to be
seen or heard 1 Events up to 500 participants*

1 Small to large group sessions  Events where no identifiable patient

where participants should be information is shared

able to interact and engage

with each other 1 Audience only needs to interact with the
panelists (e.g. Q&A), not with one
another

Related resources

Zoom: Meetings and webinars comparison

Convert webinars to meetings

Virtual health Zoom security best practices

For detailed instructions on scheduling/hosting meetings or webinars, including
registration, see the full Zoom manual.

1 *For 500 7 1000 participants, see overview of large-scale webinars.

)l
)l
)l
il
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Webinars

Application

Waiting rooms

Audio & video sharing

Screen sharing

Breakout rooms

Participant list

Chat

Automated email
reminders

Q&A

200m

v

C € £ €«

Participants need to wait in the waiting room for
the host (or any co-hosts/alternate hosts) to let
them into the visit.

All participants can see and hear each other.

If enabled, all participants can share their
screen.

Participants can be assigned to smaller rooms
in a group visit for discussion.

All participants can see the full meeting
participant list. Participants can also rename
themselves (e.g. pronouns, preferred name,
first name only)

Questions and comments can be entered into
the chat for everyone, and/or private messages
between participants, to view.

If registration is selected when scheduling, a
Zoom confirmation email is sent to the
participant.

Additional reminder emails can be sent via
Outlook.

Not a feature.

2 4
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Participants are automatically let into the
webinar once itds bec

Only the host and panelists can share their
audio and video, allowing the audience to see
and hear them.

Only the host and panelists can share screen.

Not a feature.

Only the host and panelists can see the full
participant list.

Questions and comments can be entered into
the chat for just the host and panelists, or
everyone, to view.

If registration is selected.

Allows participants to ask questions directly to
the host and panelists to answer.
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Zoom Vv Iirtual health visits
Scheduling

Web browser scheduling.........cccovuveviieriiimmmereirsrren e reraee s 16
Schedule the virtual NEAIN VISIL............couiiiiiereic s 16
Invite participants to the virtual health VISIL............ccooo oo eee e e 18
Editing Virtual REAITN VISILS.........c.oouieie e ceeee e seemmte ettt smmene st st e et sre e e s bmmmnreenee e 19
Cancelling virtual health VISILS..........cceeiiii e emeee ettt e nmnete e eneesreeneesae e e semmmaes 20
Desktop application schelifog..............ccocviiieiiiviicm e, 21
Schedule the virtual NEAIN VISIL............couiiiierei e e 21
Invite participants to the virtual health VISIL............ccoovoiieecece e e 22
Editing Virtual NEAIN VISILS.........c.oouiiie et e 23
Cancelling Virtual NEAITN VISIES.........ccoiiiieieeeme et emesi e e e 25
Outlook plugin scheduling...........cccooveiiiiiimm e en 26
Schedule the virtual NEAIN VISIL..........coiiiiieeee e emee e emnas e emnmns 27
Invite participants to the virtual health VisSit MEEtiNG..........ccoeieirieeee e 28
Editing Virtual NEAIN VISILS.........c.oiuiiieeeec et e 29
Cancelling VItal NEAITN VISIES.........co.oiiiie e emesi e seemne e s 29
Registration for virtual health Visits............ccocoveiiiiimmme e, 31
Schedule the virtu@iealth visit with registration requUIred............coveerieeeeeieeeseres s 31
Set up registration reQUITEMEILS ... ..uiiierereesemree e e see s e seesee e eemnsseeseeseeseeeeee e e eemnassseseeneeneeneeneesesseann 32
Invite participants to register for the virtual health ViSit............ccoooiereeiniin e 33
Checking the registration status for the virtual health.ViSiL............cccooieeeeeieniiniecece e s 34
Templates for scheduling virtual health visits................c.c.coeeee.. 35
Schedule the virtual NEAIN VISIL............ciiiiieeeereee e emree e e et e 35
Save the virtual health visit as a meeting teMPpPIAE...........ccooir e e 35
Schedule a new virtual health visit using a meeting template.............c.cooeereirenninecre e 36
Editing MeEeting tEMPIALES.........cviuiirieeeeeems et reese ettt 37
Deleting MEEtiNg IEMPIALES. .....c.ioveeeeeeeieceee et emee ettt bsmnnm et be b bbb st emmnms e 38
Assigning scheduling privileges..........cc.cvieiiiiiiicme e 39
Assigning scheduling privilegesto SOMEONE.EISE.........ccv i iceecere e srre e e 39
Scheduling a virtual health visit on behalf of someone.elIse...........cooieeceece e 40
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Web browser scheduling
Requirements
A Use the web browser version of Zoom to access all scheduling options for virtual health visit
meetings.

0 You can 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.

.

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

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

0 Click on the Settings tab.

o Scroll to Embed passcode in invite link forone-c | i ck j oi n an

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 Meetings Get Training
Upcoming  Previous Personal Room  Meeting Templates

Wehbinars

£y StartTime to End Time Myself
Recordings

4. Complete virtual health visit meeting 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

) m Zoom for Healthcare created by Provincial Virtual Health z Education, Effective date: September 19, 2024
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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
(optional)

Requires participants to register for the virtual health visit to
receive the link to join

See regqistration guide

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 1 Permanently enabled for security purposes
Passcode

Security T Waiting
Room

Permanently enabled for security purposes

See more details about waiting rooms

Video

Change to 6ondé for host and

Audio

Leave as O6Bot ho

Meeting Options

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

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

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

SJrovidence

HEALTH CARE

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.

m
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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.

B HS = Virtual Health Visit - Appointment
AT APPOINTMENT | INSERT  FORMATTEXT  REVIEW

P Xeeer (| F B | & | B |

finy
22 Show As: M Busy - O © ==I s C)\ .’

—= ! High Importance
Save & Delete () Fopyarg - | Schedule | Appointment Scheuling Skype Mesting Invite Reminder [0minutes - |Recurrence Time | Categorize - = Zoom | Apps for
Close a Meeting Assistant Mesting Notes Attendees Zones - Sl mporiaiee Office
Actions Zoom Show Skype Meeting | Meeting Noteq| Attendees Optians I Tags Zoom | Add-ins ~

Click T o é
Enter participant(s), provider,and alternat i ve host 6 s e Resourcesaddr esses
A Participants are added as resources to protect the privacy of email addresses
A If email addresses are entered as Required or Optional, they are exposed to
all recipients of the invitation.
6. Click OK.

o s

(= E Virtual Health Visit - Meeting
MEETING | INSERT  FORMATTEXT  REVIEW
=) 2 Ev r\ [EE} Address Book DN B [ ] ’
£ G 3 if z - &
x T Calendar a | = ( ] NZ) = S Zshowas: | Busy O Gl m | &
Delete (O Forward - | Schedule | Appointment Scheduling | Skype Meeting | Cancel Reminder 10 minutes - |Resunrence Time  Room | Categorize Zoom | Appsfar
i aMecting Assisk Mesting Notes | Invitation £] Response Opions - Zones - Office
Adions 2o0m Show Skype Meeti... |Meeting Notes Attendees Options 5l s Zoom | add-ins |
@ You haven't sent this meeting invitation yet. i - X
This appointment conflcts with another one on your calendar. Room Finder
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
storttme | wed 1122020 | [200am <] 1 A day event - Bpaas
Endtime | Wed 11/4/2020 @ [1000am 29 0
10 Poor
Select Attendees and Resources: Global Address List
Hello, room:
Search: (@ Name on ly (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 £~
hitps //pl| |22 errs - 2 south NuAS #
. 5 #RHS - 2 South Staf #
Meeting | |5z #rrs - 3n Surgery staft »
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| |22 #RHS - Admin on Call R
T |at #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
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7. Click No on the pop up asking if you want to change the location of the event to the
email addresses entered.
A If you click Yes, any email addresses entered as resources appear as the
location for the meeting.
8. Click Send to send the invitation.

Editing virtual healt h 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 MGEflngs
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.
A. 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 EgwMGpMZz 09
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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Cancelling virtual 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

& saTme w EdTme VTR
Recordings
Settings Today

3

Account Profile

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

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 ? BN X
FILE MEETING | INSERT ~ FORMATTEXT  REVIEW
(T 37 El Oy
Rpe- O B = & | 02 | Bg et oo Wy (O R 3
3 - _ 2o - 2 Check Names & Time Zones !
Cancel | £onyard - | Schedule | Appointment Scheduling Tracking | Skype Meeting | Contact Reminder |Mone . : Categorize Zoom | Apps for
WMeeting aMeeting Assistant - Meeting Notes | Attendees~ &) Response Options * 24 Room Finder - + Office
ctions Zoom Show Skype Mee... | Meeting N... 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

= iy ey
T Calendar B i =0 ix A @ B showss [ Free 16 ==I Private S

! High Importance

© Forward - | Schedule | Appointment Scheduling Tracking Skype Meeting Reminder: | None | Time FRoom | Categorize Zoom | Apps for
2 a Meeting Assistant - Meeting Notes Zones Finder -  LowImportance Office
Actions Zoom Show Skype Meeting | Meeting Notes Qptions Tags Zoom | Add-ins ~

) The cencellation has not been sent for this meeting. Click Send Cancellation to update meeting attendees.

= To. ||l
j Virtual Health Visit
Send Subject
Cancellation " "
Location https://phsa.zoom.us/j/610559002227 pwd=RnZJbIN6RGWATTdsNjd2MnBGdOFNQTOS - Rooms...
Start time Wed 11/4/2020 E 11:00 AM - All day event
End time Wed 11/4/2020 E 12:00 PM
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Desktop application scheduling

Requirements
1 Usethe desktop application to schedule virtual health visits if you do not need a meeting

description, scheduling from a meeting template, or adding registration.
o If any of these features are required, please use the web browser version of Zoom

to access all scheduling options.
1 If a staff member is supporting a provider with scheduling, the provider must assign

scheduling privileges to the staff member in advance.
1 Enable meeting passcodes to be embedded in invitation URLs. This allows participants to
click to join their visit.

0 Click on the Settings tab.
0 Scroll to Embed passcode in invite link for one  -click join and t oggl ¢

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 desktop application.
2. Click Schedule.

MNew Meeting ~ Join

Schedule Share screen -

Page
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Complete virtual health visit meeting details .

rovidence

HEALTH CARE

Topic Title of the virtual health visit
Start The intended date and start time of the virtual health visit

The Virtual health visit can be started before or after the start time
Duration The intended length of the virtual health visit

The virtual health visit will not automatically end after the duration
time

Recurring meeting

Option to book virtual health visit as a recurring meeting

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
Passcode Permanently enabled for security purposes
Waiting R oom Permanently enabled for security purposes
See more details about waiting rooms
Video Change to 6ondé for host and g
Audio Leave as O0TelepheneAmaddo€ompu
Calendar Leave as Outlook
Purpose of the virtual Select the purpose from the dropdown options
health visit

Advanced Options

(click title to expand
menu)

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

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

Only authenticated users can join 1 leave as un-ticked to allow
participants to join without a Zoom account

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 and admit participants from

the waiting room into the virtual health visit.

4. Click Save when all virtual health visit meeting details are completed.

5. An Outlook calendar invitation

will automatically open and populate.

Invite participants to the virtual health visit

1.
2.

3.

m

Click To é
Ent er

participant(s),

provi der , Resodrcea.l

A Participants are added as resources to protect the privacy of email addresses
A If email addresses are entered as Required or Optional, they are exposed to
all recipients of the invitation.
Click OK.

Zoom for Healthcare created by Provincial Virtual Health z Education, Effective date: September 19, 2024

This material has been prepared solely for use at Provincial Health Services Authority (PHSA). A printed copy of this document may not reflect the current electronic version.

ternat

Page

vV e



PHSA Provincial Virtual Health

Province-wide solutions. BRITISH

Providing support for Zoom for Healthcare to: ,.\-j Provincial Health ﬂ&ﬂ&
“\\\ﬁ | Services Authority Siagll AA @OVI: dé nee

Better health. COLUMBIA  COMMUNITY LIVING
’ island health

BRITISH COLUMBIA

HEALTH CARE

B

x [ Calendsar B E| D;E? @E @ LD_>‘< B Address Book 22 show As: M Busy - O @ ==.

Delete 3 Fonyard - | Cancel Change | Appointment Scheduling | Skype | Meeting | Cancel

) You haven't sent this meeting invitation yet.

H 5 Virtual Health Visit - Meeting
MEETING INSERT FORMAT TEXT REVIEW

(]
& 1
Reminder: |10minutes - |Recurrence Time Room | Categorize
Seltings Assistont | Meeting | MNotes | Invitation 4] Response Optians - Zones Finder - v

Actions Zoom Show Skype Me... | Meeting... Attendees Options r. Tags

&%, Check Names

i Ty o G S AR T e T ST Room

Su Mo
Subject Virtual Health Visit

12
Location https://phsa.zoom.us/j/657353507287pwd=W)XZPK3hDKOw3by3qdG1RY3A3Wno5QT09

1 4 November, 2020 »
0.

=

Send

S

Zoom | Appsfor

Office
Zoom Add-ins ~
Finder ~ X

Tu We Th Fr Sa

3 4 5 68 7

Rooms... 8 9 10 11 12 13 14
15 16 [17] 18 19 20 21
Starttime | Tue 11/17/2020 | [ :00pm - Al day event 2 23 24 25 26 [l 28
Endtime | Tue 11/17/2020 | [400pm - 29 [300
= | []eeod [ |Fair [ Poor
Choose an available room:
. . J J None
PHSA Office of Virtual Health oty doctors
Providing support for Zoom for Virtual Health Visits to: e O
= | Provincial Health \33 15
- H b ide AA
:( | Services Authority Jrovidence
Select Attendees and Resources: Global Address List X

Search: (®) Name only () More columns  Address Book

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

2% #RHS - 2 SOUTH NUAS

2% #RHS - 2 South Staff

4% #RHS - 3N Surgery Staff

4% #RHS - 6 North Staff

2% #RHS - AAA Test Group

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

2% #RHS - Acute Social Work - PAT

2% #RHS - Admin On Call

2% #RHS - AMBULATORY CARE

4% #RHS - Bed Capacity

2% #RHS - Bed Control Staff

&% #RHS - BIRTH CENTRE

2% #RHS - CARDIO CLERKS

5% #RHS - Cast Clinic Group

4% 2RHS - CFH Leadership

2% #RHS - CHAC OP REHAB

2% #RHS - CHILD HEALTH CENTRE

&% #RHS - CLINICAL DIETITIANS

2% #RHS - CLINICAL DIETITIANS CASUALS
2% #RHS - CODE BLUE ADVISORY TEAM
4% #RHS - Community & Family Health Services
2% #RHS - COVID PHNS

<

<

M S L R LR EE R R R

es:
Name Title Business Phone Location Department L .
#RHPharmacyJOHSC B~ | v Ayssa PH...

Required ->
Optional ->
Resources 2 | pr m; Gl |

3 Cancel

4. Click No on the pop up asking if you want to change the location of the event to the

email addresses entered.

A If you click Yes, any email addresses entered as resources appear as the
location for the meeting.

5. Click Send to send the invitation.

Editing virtual health visits

1.

If you have the Zoom Outlook plugin installed, you can edit the virtual health visit
from within Outlook.

If you do not have the plugin installed, proceed with the steps below.
Sign into your Zoom for Virtual Health Visits account on the desktop application.

Click on the Meetings tab and select the virtual health visit you wish to edit.
Click Edit.
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© Zoom — [m] X
] = 3 [ Q Search s
Home Chat Meetings Contacts
(e Upcoming Recorded ®
Virtual Health Visit 2
356
My Personal Meeting 1D (PMI) 11:00 AM - 12:00 PM
Meeting ID: 663 1828 6213
Today

D oo 4 % Deete

Show Meeting Invitation

Virtual Health Visit 1
11:00 AM-12:00 PM
Meeting ID: 612 1570 0900

Virtual Health Visit 2
11:.00

Meeting ID: 663

Edit the virtual health visit meeting details as required.
Click Save when all changes details are completed.

A. The meeting link, ID, and password will remain the same.

The Outlook Calendar event for the virtual health visit will open. If you changed the
date and time, this should be automatically updated. Confirm all details are correct.

Click Send Update to send an updated invitation.

B H 9 L I Virtual He
FILE MEETING | INSERT ~ FORMATTEXT  REVIEW

5‘_( [, Calendar E E E}D Eg @E @Ul Q@

Cancel Q.,Forward . | Schedule | Appointment Scheduling Tracking Skype Meeting Contac
Meeting a Meeting Assistant < Meeting Motes Attendee
Actions Zoom Show Skype Mee... | Meeting N...

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

:El To.. |
j Virtual Health Visit
send Subject
Dpdate Lacation https://phsa.zoom.us/j/668366508717pwd=VN3Ibmh2TWIoWTZNYHZR eEgwN G pMZz09
Start time Wed 11/4/2020 El 11:00 AM - All day event
Endtime | Wed 11/4/2020 FE| [12:00 PM -
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Cancelling virtual health visits

1. If you have the Zoom Outlook plugin installed, you can cancel the virtual health visit
from within Outlook.

If you do not have the plugin installed, proceed with the steps below.
2. Sign into your Zoom for Virtual Health Visits account on the desktop application.

3. Click on the Meetings tab and select the virtual health visit you wish to cancel.
4. Click Delete.

© Zoom — =] %

™) (] 3 [ ] Q. Search g

Home Chat Meetings Contacts

c Upcoming Recorded (O]

Virtual Health Visit 2
356

My Personal Meeting 1D (PMI) 7:00 PM - 8:00 PM

Meeting ID: 663 1828 6213

m fa Copy Invitation # Edit 4 X Delete Join from a Room

Show Mesting Invitation

Today

Virtual Health Visit 1
11:00 AM-12:00 PM
Meeting ID: 612 1570 0800

Virtual Health Visit 2

7:00 PM-8:

Meeting |

5. Click Yes to confirm you want to cancel the virtual health visit.
6. Open Outlook Calendar event for the cancelled virtual health visit.

7. Click Cancel Meeting.

L Virtual Health Visit - Meeting ? @B - O-%

MEETING INSERT FORMAT TEXT REVIEW

(T 7 ] o
A Calendar E | -;O (S‘E‘ @ [y [EE Address Book 2 show s [ By 0 Recurrence ==I .’

€ 2% Check Names @ Time Zones !
I, Forward - Schedule | Appointment Scheduling Tracking Skype Meeting Contact Reminder: |None - Categorize Zoom | Apps for
a Meeting Assistant - Meeting Notes | Atendees - <] Response Options - ¢ Room Finder - v Office
Actions Zoom Show Skype Mee... | Meeting N... Attendees Options Tags Zoom | Add-ins | A

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

BHS L Virtual Health Visit - Meeting ? ST,
FILE MEETING | INSERT ~ FORMATTEXT  REVIEW
=T I iy Privat
T Calendar a s =0 {?E @ 22 show As: | Free 6B ==I rivate S
: . = I High Importance
£ Forward - | Schedule | Appointment Scheduling Tracking Skype Meeting Reminder: |Mone .| Time FRoom | Categorize Zoom | Apps for
a Meeting Assistant - Meeting Motes. Zones Finder - ¥ Low Importance Office
Actions Zoom Show Skype Meeting | Meeting Motes Options Tags Zoom | Add-ins A
) The cancellation has net been sent for this meeting. Click Send Cancellation te update mesting attendees.
= To. ||l
Subject Virtual Health Visit
Cancellation " "
Location https://phsa.zoom.us/j/61055%002227pwd=RnZIbINERGwWATTdsNjd2MnBGAOFNGTOS - Rooms...
Starttime | Wed 11/4/2020 = | 11:00 M - All day event
End time ‘Wed 11/4/2020 E 12:00 PM -
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Outlook plugin scheduling

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:
A 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

v v > >

The Outlook plugin candt be 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 request the Outlook plugin
A Submit an IMITS Self-Service Portal request A Make arequest A Software i Install, Transfer,
Remove A Complete the order form using these values:

0 Request Type : Order and Install Software

o Did you find the software that you needed : No

0 Please detail the software you need : Zoom Outlook plugin

o 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.

o0 Toreceive the plugin, the healthy authority (HA) device needs to be connected to the
health authority network.

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

A Enable meeting passcodes to be embedded in invitation URLSs. This allows participants to click to
join their visit.
0 Click on the Settings tab.
o0 Scroll to Embed passcode in invite link forone -click j oi n and toggl e

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.
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Schedule the 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 .

rovidence

HEALTH CARE

E H Untitled - Appointment
APPOINTMENT |NSERT FORMAT TEXT REVIEW
@ x 7 Calendar E I:l E] % @ :‘.i.\"l D show s M buzy . O @ =I T:r.i::t\;pnrtan:a -’
scalvesa Delete (2 Fopgard - | Schedule [Appointment Scheduling | Skype Meeting Invite Reminde |10 minutes - |Recurrence Time | Categorze | =" © " | Zoom | Apps for

ose a Meeting Assistant Meeting Notes Attendees Zones P Office

Actions Zoom Show Skype Meeting Meeting Motes | Attendees Options IF] Tags Zoom Add-ins ~

Subject
Location
Start time Thu 11/5/2020 E 11:00 PM - All 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 6oné for host and
Audio Change to O0Telephone and Co

Purpose of the
virtual health visit

Select the purpose from the dropdown options

Advanced Options
(click to view options)

Enable Waiting Room 1 permanently enabled for security
purposes

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

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

Only authenticated users can join: Sign in to Zoom T
leave as un-ticked to allow participants to join without a
Zoom account

Force include Join URL in location field T leave as ticked
Insert Zoom mee ting 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. See scheduling privileges
quide.

Alternative hosts -Assi gn an oOalternad
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.
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Invite participants to the virtual health visit meeting

1. Click Invite Attendees

B H®S s Invitation to a virtual health appointment - Alyssa Toy's Zoom Meeting - Appointment A e 7
FILE APPOINTMENT | INSERT ~ FORMATTEXT  REVIEW

S =(T) o =
E‘J x [ Calendar a El E f_% ﬁ :ﬂ.‘..! Z2 show As: |1l Busy - O ) =II Private .’

! High Impartance

Save 8 Delete O Fonyag - | Cancel Change | Appointment Scheduling | Skype Meeting Invite Reminder:[10minutes - [Recurience Time | Categorize | " Zoom | Apps for
Close Settings Assistant Meeting Notes Attendees Zones i D P EE Office
Actions Zoom Show Skype Meeti... | Meeting Noteg) Attendees Options I Tags Zoom Add-ins ~

2. ClickTo é

3. Enter participant(s), provider, Resodrcea.l t ernati ve
A Participants are added as resources to protect the privacy of email addresses
A If email addresses are entered as Required or Optional, they are exposed to
all recipients of the invitation.
4. Click OK.

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

=(0) B s
x [ Calendar a i =2 | & m}i‘ = B et Zshowas | M Busy - O @ 2 I“ . "

£ Check Names

Delete (0 fonuar | Cancel Change | Appointment Scheduling | Skype | Meeting | Cancel Reminder 10 minutes - |Recurrence Time Room | Categorize | Zoom | Apps for
Settings fssistant | Meeting | MNotes | Invitation ) Response Optians - Zones Finder - Office
Actions Zoom Show Skype Me... | Meeting... Attendees Options ] Tags Zoom | Add-ins |

) Vou haven't sent this mesting invitation yet. Room Finder ~ %

2 4 November, 2020 b
= i

Subject Invitation to a virtual health appointment Su Mo Tu We Th Fr Sa
Send
Location  |f 6969: Zpwd=YVhL UKJ4dOFTZZ09 - Rooms... 12 3 5 6 7
8 9 10 11 12 13 14
Starttime | Thu 11/5/2020 E2| |11ooem - All day event - EEEEE =
Endtime  |Thu 11/5/2020 [E [1n1sem - 22 23 24 35 26 27 28
29 30
Select Attendees and Resources: Global Address List X r Poor
Search: (® Mame only () More columns  Address Book room:
Go [ Global Address List - AlyssaToy@phsa.ca v |  Advanced Find
Name Title Business Phane Location Department Em
#RHPharmacy)OHSC G~
5% #RHS - 2 SOUTH NUAS.
2% #RHS - 2 South Staff
2% #RHS - 3N Surgery Staff
2% #RHS - 6 North Staff
&% #RHS - AAA Test Group
- ACUTE CARE ELDERLY ACE STAFF
- Acute Care Team Leaders
- Acute Social Work - PAT t provided
- Admin On Call duration
- AMBULATORY CARE jutes.

- Bed Capadity

- Bed Control Staff

- BIRTH CENTRE

- CARDIO CLERKS

- Cast Clinic Group

- CFH Leadership

- CHAC OP REHAB

- CHILD HEALTH CENTRE

- CLINICAL DIETITIANS

- CLINICAL DIETITIANS CASUALS
- CODE BLUE ADVISORY TEAM

- Community & Family Health Services

TTRERERRAR N R B RA R AR R R R

- COVID PHNS v
>
Required ->
Optianal -
Reswees 3| [leoree r 11
a Cancel

5. Click No on the pop up asking if you want to change the location of the event to the
email addresses entered.
A If you click 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 thro
in the Zoom desktop application.
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Editing virtual health visits

Open Outlook Calendar event for the virtual health visit.

island health

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.
2 H © L I
MEETING IMSERY QEMAT TEXT REVIEW
=(T) 1% )
1
Cancel (1 poryard - | CancellChange | Appointment Scheduling Tracking Skype Meetin
Meeting * i Assistant - Meeting Motes
Actions Pl Show Skype Meeting | Meeting b
0 No responses have been received for this meeting.
1= To... |
4 Send Subject Virtual Health Visit
dirHE Location https://phsa.zoom.us/j/667214254797pwd=Y1RnRThxTDVSbzRDckOrvV2ZhaTTd5Z209
Start time Thu 11/18/2020 E 6:00 PM - All day event
End time Thu 11/18/2020 E 615 PM -
Changes to the virtual heal th visit

desktop application.

wi ||

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 event and modifying the original as described below.

Cancelling virtual health  visits

1. Open Outlook Calendar event for the virtual health visit.

2. Click Cancel Meeting.

d % r s Virtual Health Visit - Meeting
MEETING | INSERT  FORMATTEXT  REVIEW
=0 Oy @3 st Prvate
=) D ) 0] rivate
7, Calendar . a ES G m 22 &= @ ZshowAs M Busy ’
i / < Yo « 1 Highimportance =
) Fonward - | Cancel Change | Appointment Sches Skype Meeting | Contact Address Check Respon R e e Apps f
Settings Ass Meeting Notes | Attendees~ Book Names Option: ¥ Low Importance Office
s Zoom Show Skype Mecting eeting Notes Attendees Options n Tage Zoom | Add
es

eceived for this mesting.

Virtual Health Visit

Loaation | nty

ime | Thu 11/19/2020 | |&o00Pm

| ersem

Al day event
e | Thu11/1922020
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3. Click Got it on the pop up advising the meeting can be recovered in the web
browser.

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

BH®S T 4= Virtual Health Visit - Meeting 7 EHh)-O-%
FILE MEETING | INSERT ~ FORMATTEXT  REVIEW

D E—m 4 =) W Fiey 1 Pri
mc = x i As O LB rivate
A Calendar E = H i) = RS Free < [ []] ‘.

I High Importance

©) Forward - | Schedule | Appointment Scheduling Tracking | Skype Meeting Reminder: [None | Time Room | Categorize Zoom | Apps for
a Meeting Assistant - Meeting Notes Zones Finder - + LowImportance Office
Adtions Zoom Show Skype Meeting | Meeting Notes Qptions Tags Zoom Add-ins -~

) The cancellation has not been sent for this meeting. Click Send Cancellation to update meeting attendees.

= To... |
Virtual Health Visit
Send Subject
Cancellation
Location https://phsa.zoom.us/j/610559002227pwd=RnZIbIN6RGWATTdsNjd2ZMnBGdOFNQTOS - Rooms...
Starttime | Wed 11/4/2020 EE| |11:00aMm - All day event
Endtime  Wed 11/4/2020 | [1z00Pm

The cancelled virtual heal th visit wi | | automati c
the Zoom desktop application.

NOTE: If you cancel/delete the virtual health visit from the Zoom desktop application
instead of Outlook, the Outlook calendar event will 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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Registration for virtual health visits

Purpose

Scheduling a virtual health visit requiring registration can provide confirmation that a
participant plans to attend their virtual health visit. The organizer of the virtual health visit will
be able to see a list of registrants and know who to expect. Registration may be most helpful
for group virtual health visits.

Registration also allows participants to receive automated scheduling updates via email
from Zoom.

Requirements
A Use the web browser version of Zoom to schedule a virtual health visit with

registration.
0 The deskto p application does not include this option.

Schedule the virtual health visit with registration required

1. Follow steps 1-4 to schedule the virtual health visit.
2. Tick the Required box in the Registration section.

Registration Required

3. Click Save when all virtual health visit meeting details are completed.
4. Click Outlook Calendar (.ics) to download a pre-populated Outlook calendar event.

My Meetings Manage "Virtual Health Visit"

Topic Virtual Health Visit

Time Mow 4, 2020 09:00 AM Vancouver

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

5. Afile will begin downloading. Click the file when it is done downloading. An Outlook
calendar event will open.

6. Click Save & Close to add the event to your calendar.
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Set up registration requirements

1. On the web browser, scroll down to Registration section.
2. Click Edit next to Registration Options.

Registration Email Settings Branding Poll

Manage Attendees Registrants: O View

Registration Options Automatically Approved

Send an email to host
Close registration after meeting date
« Allow attendees to join from multiple devices

« Show social share buttons on registration page

Want 3 wabinar instead of 2 meeting? Convert this Maeting to 2 Webinar

3. Adjustthe registration settings  to your preference. We recommend the following:

Registration

Registration Questions Custom Questions

Approval

@® Automatically Approve
Registrants will autormatically receive information on how to join the meeting.

O Manually Approve
The organizer must approve registrants before they receive information on how to
join the meeting.

Notification

[ Send an email to host when someone registers

Other options
Close registration after event date
Allow attendees to join from multiple devices

O Show social share buttons on registration page

4. Click the Questions tab to modify registration questions.

A. For1:1visits: We recommend leaving the questions as is, i.e. the participant
is required to provide their first and last name and email address.

B. Forgroupvisits: Consi der making 6Last Named not req
entered displays on the Participants list during the visit. The meeting host can
change a participantodés name i f required. Otft
registration form can only be seen by the host.
5. Click the Custom Questions tab to create your own registration questions, if
required.

6. Click Save All.
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Invite participants to register for the virtual health visit

1. Scroll back up to the Registration Link
2. Click Copy Invitation and then Copy Meeting Invitation.

Registration Link https:#phsa.zoom.us/meeting /register/uSMucOgtrzMuHES pBQTUIMY TIONFugXyubYp

Copy Meeting Invitation

Meeting Invitation

Hi there,

You are invited to a Zoom meeting.
When: Nov 4, 2020 01:00 PM Vancouwer

Register in advance for this meeting:
https: #phsa.zoom.us/meeting/register/usEvduysqlooHtFAEYS&hnvEmjd08AshPna?

After registering, you will receive a confirmation email containing information about joining
the meeting.

Copy Meeting Invitation Cancel

Open Outlook .

Create a new email message.
5. Paste the meeting invitation into the email.

Please note, this is not the link to join the virtual health visit. The participant must
register for their virtual health visit in order to receive the link to join the visit.

6. Invite participants to register for the virtual health visit:

A. If conductingal:lvirtualhealthvisit , enter the participantds ¢
i n T bféeld.6

B. If conducting a group virtual healthvisit , enter the participant s¢
addr e s s e Bc cfiald to dgrogect privacy.

7. Send the email.
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Checking the registration status for the virtual health visit

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. Click the name of the visit with registration.
Scroll down to Registration .

The number of attendees registered will appear. Alternatively, click View to view the
detailed list of registrants.

Registration Email Settings Branding Poll

Manage Attendees Registrants: O View

Registration Options Automatically Approved Edit
Send an email to host
Close registration after meeting date
« Allow attendees to join from multiple devices

+ Show social share buttons on registration page

Page
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Templates for schedul ing virtual health visits

Purpose

A meeting template allows you to save certain details of a previously scheduled virtual
health visit and apply it to future virtual health visits. You can save up to 40 meeting
templates.

Requirements
A Use the web browser version of Zoom to create meeting templates and schedule
using meeting templates.

0 The desktop application does not include this option.

Schedule the virtual health visit

1. Follow steps 1-5 to schedule the virtual health visit.

2. If poll s are required, you can create questions and answers in advance. This saves
to the template.

3. If reqgistration isrequired, adjust Registration options . This saves to the template.

Save the virtual health visit as a meeting template

1. Click Save as a Meeting Template.

Frofie Py Micaatings © Marags "My Mesting”
ez
Sy Meeting
‘Whebirors
Ry Feb 2 201 0500 AM Vanoo P
Settings Addte | B o-took Calendar ics . ) oo Calind )
Aaonount Protk
&31 2485 1792
Fpart
Pasaiind Whaiting R
ation
il Live Trai -
beas Tustinai ks
owiedipe Bis Hast o
Particigan! ]

bebzphone and Computer Audio

CHhw

m Ecit [Cimimte | Sove s Template ‘Wiant pwebsirer instead of a meeting? Corvert this Mesting
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2. Modify the meeting template name as required.

3. Click Save as Template.

Save as a Meeting Template

This template will copy all settings from the original meeting except for Alternative Hosts and

Time.

Template Name 2 Virtual Health Visit

4. The meeting details saved to the template include:

Meeting details applied from template:
(Can be edited as required)

Meeting details not applied fromtemplate:
(Must be manually entered for every meeting)

Topic

Description

Recurrence
Registration preference
Video

Audio

Meeting options

> > > > > > B

A Date and time

Scheduled for

Alternative hosts

Purpose of virtual health visit

> > >

5. Finish the remaining scheduling activities for the virtual health visit, e.g. inviting

participants.

Schedule a new virtual health visit using a meeting template

1. Follow steps 1-3 to schedule the virtual health visit.
2. Inthe Template field, select your meeting template

Template [ Select a termnplate
_ MNone
Security
Foom VH Visit

Re-check the meeting details.

S

Click Save when all virtual health visit meeting details are completed.
Adjust template poll questions and answers if required.
Adjust template Registration options if applicable and required.
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7. Finish the remaining scheduling activities for the virtual health visit, e.g. inviting
participants.

Editing meeting templates
1. Sign into your Zoom for virtual health visits account on the web browser -
https://zoom.us/
2. Click on the Meetings tab.

3. Click Meeting Templates .
4. Click the name of the template you wish to edit.

Profile Meetings ] Get Training
2 _ eetings Upcoming  Previous  Personal Room | Meeting Templates

Wehbinars

Recordings Template Name Modify Time

Settings -
< 4 Virtual Health Visit Nov 4, 2020 02:22 PM Use this Template Delete

Account Profile

5. Click Edit this Meeting Template and edit details such as topic, description,
recurrence, purpose of the virtual health visit, etc.

Profile Meeting Templates = Virtual Health Visit
Meetings
Webinars Template Name Wirtual Health Visit
Recordings Topic Virtual Health Visit
Settings
Security « Passcode « Waiting Room

Account Profile

Reports Video Host On
Participant On
Audio Telephone and Computer Audio

Attend Live Training Dial from Canada

Video Tutorials Meeting Options Allow participants to join anytime
Knowledge Base Mute participants upon entry

Require authentication to join

Edit this Meeting Template Schedule Meeting with this Template

6. Make all required changes and click Save.
7. If applicable, click the Edit button within Registration and Poll to edit details.

I Registration Branding Poll |

Registration Options Automatically Approved

Send an email to host
Close registration after meeting date

Show social share buttons on registration page ‘
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Deleting meeting templates

1. Sign into your Zoom for virtual health visits account on the web browser -
https://zoom.us/

2. Click on the Meetings tab.

3. Click Meeting Templates .
4. Click Delete for the template you wish to delete.
Profile Meetings Recently Deleted  Get Training
Upcoming  Previous  Personal Room  Meeting Templates
Webinars e
Recordings Template Name Modify Time

Settings p
S Virtual Health Visit Nov 4, 2020 02:40 PM Use this Template

Account Profile

5. Click Delete again to confirm you want to delete the template.
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Assigning scheduling privileges

Purpose
A Assign or delegate a user or multiple users in your account to schedule virtual health
visits on your behalf, e.g. provider assigns scheduling privilege to those supporting
scheduling.

A Allow users with scheduling privilege on your account to manage and act as an
alternative host for all virtual health visits.

A Alternative hosts can:
o Start the virtual health visit on behalf of the main host
0 Admit participants from the waiting room into the virtual health visit

Requirements
A The user assigning privileges and user receiving privileges must have an account
provisioned under Zoom for Virtual Health Visits instance.

A Use the web browser version of Zoom to assign scheduling privileges. This cannot
be done through the desktop application or mobile app.

Assigning scheduling privileges to someone else

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

2. Click Settings.

3. Scroll to Schedule Privilege.
Click the + sign next to Assign scheduling privilege to

Schedule Privilege

You can assign users in your account to schedule meetings on yvour
behalf. You can also schedule meetings on behalf of someone that
has assigned you scheduling privilege. You and the assigned
scheduler must be on a Paid plan within the same account.

Assign scheduling privilege lCI

Mo one

| can schedule for
Mo one

5. Enter one or more email addresses in the window, separated with a comma.

A. If scheduling privileges cannot be assigned, an error message will appear.

6. Click Assign.
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Assign scheduling privilege

5 example: sales ea@company.com,marketing.ea@company.com
)

Enter the email addresses of those who can schedule meetings on your
behalf. Use a comma to separate multiple email addresses.

island health

The user with newly assigned privileges needs to sign out of their account on the web
browser and desktop client and sign in again before they are able to schedule for

someone else.

Scheduling a virtual health visit on behalf of someone else

Note: for complete scheduling instructions, please see Scheduling Zoom virtual health visits.

1. Look for the Schedule For section when scheduling a virtual health visit.

2. Select the user you want to schedule on behalf of.

Schedule For

Meeting 1D

3. Finish the remaining scheduling activities for the virtual health visit, e.g. inviting

participants.

O
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Zoom Virtual Health Visits

Hosting

Hosting with the desktop application......................... e 42
Starting a scheduled virtual health VISIL.............ccooi e eseemere e semsre e 02
Starting an instant/adhoc virtual health ViSiL...............ccooiiioeeeicec e 44
LAYz 1101V I T PSSR 45
Inviting participants to joiN Via PRANE...........cc.oiiii e s be e a7
Invite participants to JOIN VIa PROME..........cooiiiiiereses e emnas e 47
Convert phone call #oom videeenabled virtual health Visit..............cccoiiemiiiicreeeee . 49
Convert phone call to VIAEO CAll.........coviiiieeee e emse e emnae e emnnan 49

Hosting with smartphones/tablets..............cccooiiiiiiccceieeceeee, 51
Starting a scheduled virtual NEalN VISIL...........cooeiieeeiesee e e 51
Starting an instant/adhoc virtual Nealh ViSit..............ccoiiiioei e 52
WWAITING ROOIMIS ... ettt ereme ettt semne e b ettt b e bmems e b e e e b e b e st b et seemnt et b et e b e e e bt e b 53
Meeting controls and optionsi@ PhoneRabIEL.............coiiiieee e e 55
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Hosting with the desktop application

Recommendations
A Use the Zoom desktop application  to host one-to-one or group virtual health visits.
A Do not use the web browser to conduct virtual health visits as visit quality may not be

optimal.
Review the webside manner and etiquette for virtual health visits.

See Appendix 4 to review an infographic on assistance managing virtual health
visits. The text is also summarized below in Notes.

> >

Notes
A Anyone with scheduling privileges  to your account can start the virtual health visit
on your behalf because they are automatically assigned the role of alternative host .

o This means they can also manage and admit participants in the waiting room.

A If you assigned an alternative host(s) when scheduling, they can start the virtual
health visit on your behalf.

o The alternative host can manage and admit participants from the waiting room.

A A co-host can be assigned after starting the virtual health visit if you did not assign
an alternative host or have anyone with scheduling privileges to your account.

o You cannot assign a co-host before starting a virtual health visit. Therefore, a co-
host cannot start the virtual health visit on your behalf.

o The co-host can, however, manage and admit participants in the waiting room.
o To assign a co-host:

0 Open the Participants window from the toolbar.
o Hover over particiNoent 6s name and

o Click Make Co-Host.

Starting a scheduled virtual health visit

1. Open the Zoom desktop application and sign into your Zoom for Virtual Health
Visits account.

2. Click Meetings.
3. Click the name of the meeting you wish to start.
4. Click Start.
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BRITISH COLUMEBIA
© Zoom — [m] x

-
R = 2] © Q Search @3

Home Chat Meetings Contacts

c Upcoming Recorded

Virtual Health Visit

My Personal Meeting ID (PMI) 3:00 PM - 4:00 PM | NOW

Meeting hosted by Everyone ~ Meeting ID: 652 7381 2511

Haost:
Today
Virtual Health Visit 4 m fa Copy Invitation # Edit X Delete Join from a Room
9:00 AM-10:00 AM
Host: Show Meeting Invitation

Meeting ID: 642 2894 5863

Virtual Health Visit
12:00 PM-1:00 PM

Host:

Meeting ID: 629 6171 1923

My Meeting

1:00 PM-2:00 PM

Host:

Meeting ID: 652 1547 1245

Virtual Health Visit
2:00 PM-3:00 PM

Host:

Meeting ID: 665 5945 0614

Virtual Health Visit
3:00 PM-4:00 PM
Host:

Meeting ID: 652

5. Select to Join with Computer Audio if you have a microphone and speaker
connected. We recommend using a headset.

A. You can save this preference for future Virtual health visits be checking the
box to Automatically join audio by computer when joining a meeting.

) Choose ONE of the audio conference options >

Phone Call Computer Audio Call Me

Join with Computer Audio

Test Speaker and Micrephone

Automatically join audio by computer when joining a meeting
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Starting an instant/ad -hoc virtual health visit

1. Open the Zoom desktop application and sign into your Zoom for Virtual Health
Visits account.

2. Click the New Meetings .

Mew Meeting ~ Join

Schedule Share screen -~

Call a Room

3. Select to Join with Computer Audio if you have a microphone and speaker
connected. We recommend using a headset.

A. You can save this preference for future virtual health visits be checking the
box to Automatically join audio by computer when joining a meeting.
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Waiting rooms

Waiting rooms are permanently enabled on the Zoom for Virtual Health Visits instance for
enhanced security.

With waiting rooms, the host and co-hosts control when participants enter the virtual health
visit. Participants can be admitted one by one or all at the same time. If an interpreter is
joining your virtual health visit, they will need to be admitted from the waiting room as well.
Hosts can also message participants in the waiting room and participants can reply back,
allowing for two-way communication.

If you would like to, or not like to, hear a sound notification when some enters the waiting
room, adjust your Zoom for Virtual Health Visits account settings.

After starting the virtual health visit:
1. Click Participants to view who is in the waiting room.
2. If needed, click Message to send a message to all participants in the waiting room.

w Participants (1)

Waiting Room (2) ~ Admit all
Patient 1 m Remove

Patient 2

In the Meeting (1) ~

3. Hover over the padnititempant s name t o
A. Alternatively, click Admit all to admit all participants at once.

B. You can also remove someone from a waiting room by clicking Remove.
Participants will (or will not) be able to rejoin based on your setting for Allow
removed participants to rejoin.

4. Confirm the identity of the virtual health visit participants.

A. If conducting a one-to-one virtual health visit , you can use the audio and
video to talk to the patient instead of using chat.

B. If conducting agroup virtual health visit , you can admit participants one-by-
one and use audio and video to confirm their identity OR you can open a
private chat with each participant.
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Patient 2
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v Participants (2)

Waiting Room (1)
Patient 2

In the Meeting (2) ~

m Dr. PHSA (Host, me)
m Patient 1
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COMMUNITY LIVING
BRITISH COLUMBIA

Message

#

A Q‘ﬁovidénce

island health HEALTH CARE

-+ EEE

Ask to Start Video

Make Host
Make Co-Host
Rename

Put in Waiting Room

-

Remove

Report.

5. Recommended: Lock the virtual health visit after all participants have joined*.
A. Click Security and select Lock Meeting.

B. *If a participant accidentally leaves the virtual health visit, they will not be able
to enter the waiting room until the meeting is unlocked. Be mindful if the
number of participants suddenly drops. You may need to unlock the virtual

health visit.

Lock Meeting

Hide Profile Pictures

Allow participants to:

# Share Screen
I:: |.-.. b
* Rename Themselves

4 Unmute Themselves

L
»
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Inviting participants to join via phone

Purpose
You can invite participants to join by phone during an in-progress virtual health visit. The participant

will have audio only and will be unable to view your video. This may be useful in the event that the
participant does not have access to a device with video capability, or for specific clinical workflows.

If the participant does have a device with video capability, the host may also convert this audio call to
avideo call during the virtual health visit if necessary.

Requirements
A Use the desktop or mob ile application.

Invite participants to join via phone

1. Start the virtual health visit on your computer or mobile device.
2. Click Invite participants i this can be done in 2 ways:

a. Click onthe up arrow beside the Participants button, then click al e
Participants
Invite, or; :
- O X

b. Click on the Participants buttonto open the sidebar, thenclick - Participants (1)

Invite at the bottom left. B ook ot mo ¥ o

N
© © © © o
3. Adialog box will appear. Click on the Phone tab. Mute Al
B invite people to join meeting 619 6347 0581 X

‘ Contacts Zoom Rooms Room System Email “

Invitee Name  Jane Doe

Phone Number = +1 ™ 6041234567

Invite

[ Copy Invite Link ] [ Copy Invitation ) Meeting Passcode: 655980
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Enter the name of the participant you are calling in the Invitee field.

For group virtual health visits, we recommend participants do not add their
full name (e.g. Jane D.)

Enter the 10 digit phone number for the participant.
Click Invite.
Participant will see an incoming call from an unknown number (often an Ontario number)

Inform the participant ahead of time so that the call is not blocked or
mistaken as spam.

Participant answers the call and presses 1 to join the virtual health visit.
Host clicks Admit once the participant enters the waiting room.

& a’ : CK entered the waiting room | Admit

puely 22882 ] dtlseH Isionivoyd '3
s r;;f‘ﬁ \JiorfuA 2ediviee | (

r
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Convert phone call to Zoom video -enabled virtual health visit

Purpose

During a virtual health visit where the participant has initially joined via phone audio only, the host
may convert the audio call to a video-enabled visit if necessary. This process can be followed without
ending the original audio-only virtual health visit. This may be useful in the event that the participant
did not initially have access to a device with video capability, or for specific clinical workflows.

Requirements
A Participant should have access to the Internet (Google Chrome is recommended), a
microphone, speaker, and camera.

A The host should be using the desktop or mobile application

Convert phone call to video call

The host or participant may wish to convertthep ar t i ci pant sé6 phone call to
virtual health visit.

1. While connected over the phone, the host provides the virtual health visit information (i.e.
invitation link, meeting ID and passcode) to the participant. This information can be found in 2
places:

a. Click the green icon at the top left of the Zoom window. A black dialog box will open.

o

Cecilia K.'s Zoom Meeting
675 0027 2870
Cecilia K. (You)

051188

httpsy/

Y OOE 4
23885

Enabled
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b. Click on the Participants buttonto open the sidebar, then click Invite. A dialog box will
open with the meeting ID and passcode along the top and bottom. You can also email
the participant by copying the invitation link or sending the entire email invitation.

2 Irwitie pagote s i mesetingeS 8 2% 8641

= e e =

Chsi your arnall service 1o send Invitation

0 :0 O

Default [mad Sarriail Yadea Mlaal

Comy e Uk | [ Copy i

2. If the participant has received the email invitation, the participant can just click on the invitation
link to launch the virtual health visit and be admitted into the waiting room.

3. If the participant has not received the email invitation, instruct the participant to launch their web
browser (zoom.us), desktop, or mobile app, and do the following:
a. Click on Join Meeting.
b. Enter their Meeting ID.
c. Enter their passcode.
d. They will be admitted into the waiting room.

4. Admit the participant from the waiting room.

5, After confirming the parti ci thesparticipaht mayundw o and
disconnect from their original phone call.
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Hosting with smartphones/tablets

Recommendations
A Use the Zoom Cloud Meetings app to host one-to-one virtual health visits.
A For optimal hosting experience, please use the Zoom desktop application to host group virtual

health visits. The Zoom Cloud Meetings app does not have all functions that may be required
for group visits, such as polling and breakout rooms.

A Review the webside manner and etiguette for virtual health visits.
Download Zoom Cloud Meetings app
Apple iOS Android

Requires iOS 8.0 or later.
Compatible with iPhone, iPad, and iPod touch.

Requires Android 5.0 and up

Starting a scheduled virtual  health visit

Open the Zoom Cloud Meetings app and sign into your Zoom for Virtual Health Visits account.
Tap Meetings.
Tap Start next to upcoming virtual health visit.

If you are using Zoom on a device for the first time, allow access to your camera and
microphone .

PN

wil TELUS LTE 1:21PM - 100% () ll W)l TELUS LTE 121PM Wil TELUS LTE
) Meet & Chat (4 Meetings
Personal Meating ID
' st Sendimiiaton  Edi
New Meeting Jain Schedule Share Screen  Ci
A ar
Add a calenda To heabothers
Today please join audio
Alyssa (you) .
v o o . “Zoom" Would Like to Access
aw |vitation to a virtual health 3 the Camera s | Call using Internet Audio
appointment - Alyssa
R Announcements @ y z Meeti Start For people to see you during meetings,
M o of ol oom Meeting Zoom needs access to your camera
PHSA Office of Virtual Health: The followi... ® , Dial in
Meeting ID: 680 0643 0071
Don't Allow Call My Phone
0100 YHY
P Start
Meeting ID: 675 5128 7016 Cancel
01:00 YHV 2
PM . Start
Meeting ID: 622 7287 2042
2
Meet & Chat Meeting
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Starting an instant/ad -hoc virtual health visit

1. Openthe Zoom Cloud Meetings app and sign into your Zoom for Virtual Health Visits account.

2. Tap New Meeting.

3. Select if you want to start the meeting with your video on and use your Personal Meeting ID
(PMI).

4. Tap Start a Meeting.

5. If you are using Zoom on a device for the first time, allow access to your camera and

microphone .
6. Select Call using internet audio.
il TELUS LTE 1:21PM #1007 (M- |SENEESNE— ol [EE== . Tciuc 2:42 PM wil TELUS LTE
g Meet & Chat 64 Start a Moeiing
Search
2 Videa On
' Lien Peryonal Mostirg 10 PRI} g

To hear others
please join audio

N
Alyssa (you) m :
“Zoom" Would Like to Access
the Camera 6 | Call using Internet Audio
Announcements Vesterday For people to see you during meetings,

PHSA Office of Virtual Health: The followi.. ® Zoom needs access to your camera.

Dial in

Don't Allow Call My Phone

Cancel
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Waiting Rooms

Wiaiting rooms are permanently enabled on the Zoom for Virtual Health Visits instance for enhanced
security.

With waiting rooms, the host controls when participants enter the virtual health visit. Participants can be
admitted one by one or all at the same time. If an interpreter is joining your virtual health visit, they will
need to be admitted from the waiting room as well. Hosts can also message participants while they are
in the waiting room; however, participants can not message back.

If you would like to, or not like to, hear a sound notification when some enters the waiting room, adjust
your Zoom for Virtual Health Visits account settings.

After starting the virtual health visit:

1. From the toolbar, tap Participants to view who is in the waiting room.
2. If needed, send a message to all participants in the waiting room.
A. From the toolbar, tap More.
B. Tap Chat.
C. Send to Everyone (in Waiting Room)
D. Type your message and send.

UM

3. Tap Admit nexttothepart i ci pant 6s name.
| L 2o - ’“C\r se Participants (2) B
Waiting Room (1) v
Patent -]
In the Meeting (1) v

@ Provider (Host, me) L

Invite Mute All  we
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4. Confirm the identity of the virtual health visit participant.
5. Recommended: Lock the virtual health visit after all participants have joined*.
A. From the toolbar, tap More.
B. Tap Security.
C. Toggle Lock Meeting t 0 6o néb.
D. Tap Done to return to the visit.

*If a participant accidentally leaves the virtual health visit, they will not be able to enter the
waiting room until the meeting is unlocked. Be mindful if the number of participants suddenly
drops. You may need to unlock the virtual health visit.

) TELUS LTE

o))

Security Done

SECURITY

Lock Meeting

Waiting Room

Hide All Profile Pictures

Allow Participants tc

oice Ha Share Screen
Raise Hand

Chat with Everyone
Security
Rename
Chat
Unmute
Meeting Settings
Start Video
Minimize Meeting
Virtual Background Remove Participant
Suspend Participant Activities
&
@ =] P K=
Cancel
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Meeting controls and options  on a phone/tablet

1.

Audio

A Mute and microphone
. Video

A and stop video

. Share screen

. Participants

. More

. End the virtual health visit

A Select a content source to share from the device

A View participants in the virtual health visit

A View and admit participants in the waiting room

A Tap participantdés name to manage part.
A Tap Invite to invite additional participants

A Open the Security menu to lock the meeting
A Open the Chat

A Take note of who is receiving the message, i.e. everyone vs. a private chat
with a specific participant

A Open Meeting Settings
A Choose a Virtual Background

A If the virtual health visit is finished, click End the Meeting for All.

'.
F4 - - - - - - ‘?
A Alternatively, if you are the only person leaving the meeting, click Leave the Meeting [BEES

and assign a new host before you leave.

Stop Video

Participants
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Zoom Virtual Health Visits

Joining

Joining from a computer..............cc.cceevenen P v 57
Join your Virtual REAKN VISIL............couoieieceeeee et s emeee e e b et s e rmnne s nenan 57
ChOO0SE YOUI AUAIO SETINGS. ....cuviuieiieeiitietieeecei et e et et te st emsems s e s e ssestessesbessessemenmsesbestessessessensessemanmsessens 58
Meeting CONIOlS N OPLIONS......c.iii e ee ettt e e st s e smems e e e e s aeeaeesteeaee s emnnne e 59

Joining from a smartphone or tahlet.............ccooooiiiimmm e 60
Join your Virtual NEAKN VISIL............couoii e eeee e s emee ettt rmnae e nan 60
Allow Zoom to use your MicrophonNe and CAMEBIA..........c.ecveiveieemesresiersesreseeseeseesesnssessesseeeseeseesessessemnes 62

Meeting contrés and options.
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Joining from a computer

Information Resources
https://tinyurl.com/phsazoompt

Technical Support
If you are a patient, please contact the patient helpdesk. Contact information can be found
in your virtual health visit invitation.

If you are a health authority staff member, please contact your respective Service Desk.

Run a test before your visit
https://zoom.us/test

Do you need a Zoom for Virtual Health Visits account to join?
No! You can join without an account. An account is only required to host the virtual health
visit.

(§> Join your virtual health visit

1. Check your email inbox and junk box for a virtual health visit invite.

2. Click the URL link to join your visit. You do not need a Zoom account to join.
Hello,

You are invited to a Zoom Virtual Health Visit.

Join the Virtual Health Visit

Meeting ID: 648 6061 5114

Password: 004455
Can't join by computer or mobile device? Join by telephone:

1833 955 1088 (Toll-free)

3. If thisis the first time you are using Zoom, the Zoom Client for Meetings desktop software will
automatically begin downloading.
A. Click on the file (bottom-left corner) when it is done downloading.
B. Click Run to complete the installation.
4. If you cannot download or run the desktop software:

A. Download the Zoom Cloud Meetings app on your Apple/Android smartphone or tablet
to join, or

B. Click Join from Your web Browser using Google Chrome, Safari, Firefox, or Edge.

5. You will be assigned to a waiting room or be placed on hold until the host starts the virtual
health visit. Please wait.
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Welcome to the waiting room. The host will let you in
soon.

fO0y  doctors
vitatian £0 & virtal heals e
- Invitation to a virtual health appointment
T
You have previously consented to join this virtual health visit. You can withdraw your consent by leaving this virtual

health visit.

lﬂ )) Choose your audio settings

Depending on your computer set up, you have two options for how to speak to and hear your provider.

1. Use computer audio 2. Use the phone

T This uses your comput 9 Thisprovidesaphone numberforyou to
speakers. call in to the visit in addition to using the

1 If this is always your preferred option, tick the computer video. You can also find this
box to Automatically join audio by computer phone number on your invitation.
when joining a meeting. T We suggest this option if your computer

Oc

does not have audio or the quality is poor.

hoose OME of the audio conference options * © Choose

) Phone Call Computer Audio
Phone Call Computer Audio Call Me

| §+0 ~ | Dial: 8339551088 (Toll Free)

Join with Computer Audio Meeting ID:

Test Speaker and Microphone Participant ID:

Password:

(] Automatically join audio by computer when joining a meeting _ Dome
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Meeting controls and options

Click to open the chat
function.

Click in the ‘Type
messages here...” field to
type a message. Then hit

‘enter’ to send.

Click to unmute Click icon again to close Click to leave
and mute your the chat. If you receive a the virtual
microphone chat message, a red E health visit
bubble with a number when it is
will appear on the chat finished

Click to start
and stop your
video

button.
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Joining from a smartphone or tablet

Downl oad the 6Zoom Cloud Meet i ngq
Apple iOS: Needs iOS 8.0 or higher. ObsA0) Android: Needs Android 5.0 Of:a0)
Compatible with iPhone, iPad and . or higher. F

iIPod touch. apps.apple.com play.google.com

[=]p

Information Resources
https://tinyurl.com/phsazoompt

Technical Support
If you are a patient, please contact the patient helpdesk. Contact information can be
found in your virtual health visit invitation.

If you are a health authority staff member, please contact your respective Service Desk.

Run a test before your visit
https://zoom.us/test

Do you need a Zoom for Virtual Health  Visits account to join?
No! You can join without an account. An account is only required to host the virtual health
Visit.

(§) Join your virtual health visit

1. Check your email inbox and junk box for a virtual health visit invite.
2. Tap the URL link to join your visit. You do not need a Zoom account to join.
Hello,

You are invited to a Zoom Virtual Health Visit.

Join the Virtual Health Visit

Meeting ID: 648 6061 5114

Password: 004455
Can't join by computer or mobile device? Join by telephone:

1833 955 1088 (Toll-free)

3. A. If your device already has the Zoom Cloud Meetings app, it will open automatically.

B. If your device does not have the Zoom Cloud Meetings app, your browser will open with a
link to download it from the app store.

A. Download the free Zoom Cloud Meetings app and go back to your virtual health visit
invite and tap the URL link again.
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11:36 Y
< Search o
< Search
ZOOM Cloud Meetings
Meet Happy
GET M

If you cannot download or run the mobile app:

HEALTH CARE

A. Join from a computer or laptop by downloading the Zoom Client for Meetings, or

B. Join froma computer or laptop web browser in Google Chrome, Safari, Firefox, or Edge.

Enter your name, as recognized by the virtual health visit host.

You will be assigned to a waiting room or be placed on hold until the host starts the virtual

health visit. Please wait.

Zoom X

Welcome to the waiting room. The host
will let you in soon.

Invitation to a virtual health
appointment

You have previously consented to join this virtual
wealth visit, You can withdraw your consent by

eaving this virtual health visit
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X||v: :
D% Allow Zoom to use your microphone and camera

(only needs to be done the first time you use the app)

After being admitted into the virtual health visit:

1. Tap OK to allow Zoom to use your ’
microphone so your provider can hear " 200m" Would Like to Access
you. the Microphone

For people to hear you during

meetings, Zoom needs access to your
microphone.

Don‘t Allow OK

2. Tap Call using Internet Audio so you
can hear your provider. To hear others
please join audio

Call using Internet Audio

Call My Phone
Cancel
3. Tap OK to allow Zoom to use your
camera so your provider can see you. “Zoom" Would Like to Access
the Camera

For people to see you during meetings,
Zoom needs access to your camera.

Don't Allow OK
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Meeting controls and options

Tap to leave the
virtual health
visit when it is

finished

Your camera '

Tap to unn
and mute your

microphone Tap to open the
Chat.

Tap to stz Type your message
and stop your then tap ‘send’.

video

Y it ax

Unmute Start Video Shar enl Participants
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Zoom Webinars

Scheduling

Web browser webinar scheduling.................cc.c...... P 65
Schedule the virtual health Visit as a WERINGL............ccouiirieerrie e e 65
Set registration and limit partiCipant NUMDET..............ceii e emremre e ememaeeren 66
Set up an automatic €mMail FEMINAEL............eoiii e ereer e e emmere e s reeresreeneend 68
ST T 0T SRS 69
INVite Panelists tO the WEDINAL..........ooiiie e e e 70
Invite attendees t0 the WEDINAL.............o et e 72

Largescale WeDINAIS. .......c.ccciviiiiiii o e 73
PriOr 0 the WEDINGAL.......c.iieeee e emrm e smnms et s e st e se e s smmmnn e seeseeseenennens 73
DAy Of tNe WEDINGL.......ccuiiieie e emee et em et ettt se s emmnae e e e eneeneene e 75

Converting a Zoom webinarto a meeting.........ccocvveveivniiimmmrrceivenenenennenens 16
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Web browser webinar scheduling

Purpose

Webinars are designed so that only the host and any designated panelists (presenters) can share
their video, audio and screen. Webinars allow view-only attendees that have the ability to interact
with the panelists via Q&A, chat, and answering polling questions.

Webinars can be used for:

A Events up to 500 participants*

A Events where no identifiable patient information is shared

A One or a few people (fipanelistso) speaki ng
A A view-only audience that only needs to interact with the panelists, not with each other

Webinars canot be used for:
A Virtual heal th visits that di wapatinttp beasdedore s

heard. These should be conducted as meetings .

Requirements
A Use the web browser (Google Chrome) version of Zoom to schedule the webinar.

A Scheduling privileges and passcode settings remain the same as for meetings i see web
browser scheduling requirements.

*For 500 1 1000 participants, see guide for large-scale webinars.

Schedule the virtual health visit as a webinar

1. Sign into your Zoom for Virtual Health Visits account on the web browser - https://zoom.us/
2. Click on the Webinars tab.
3. Click Schedule a Webinar.

Profile Upcoming Webinars Previous Webinars Webinar Templates W Get Training

Meetings

—_— Schedule a Webinar
Webinars

Show webinars by host: ~ All =

Recordings

Settings Start Time = Topic = ‘Webinar ID

4. Complete virtual health visit webinar details.

Topic Title of the webinar
Description (optional) | A description of the webinar
When The intended date and start time
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Duration The intended length of the webinar

The webinar will not automatically end after the duration time
Registration Requires participants to register for the webinar to receive the link
(required) to join

See registration guide
Schedule for Option to schedule the webinar on behalf of someone else, e.g. a

provider

See scheduling privileges guide
Template Select atemplate to schedule from

See templates for scheduling virtual health visits guide
Security i Passcode | Permanently enabled for security purposes

Video Change to O6onaénelstor host and p
Audio Leave as OBot ho
Webinar Options Q&A1 allow question and answer sessions.

Enable practice session
Requires authentication to join

Approve or block entry for users from specific
countries/regions

Purposeofthevirtual | Select6 pat i ent educationd from th
health visit

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

Alternative hosts can:
o Start the webinar on behalf of the main host

0 Admit participants from the waiting room into the webinar

5. Click Save when all webinar details are completed.

Set registration and limit participant number
1. Scroll down to the bottom and click the Invitations tab.

Select Purpose of Vir  QOther
tual Visit

Start Edit Save as Template Want a meeting instead of 2 webinar? Convert this Webinar to a Meeting

Invitations Email Settings Branding Polls/Survey Q&A More

2. Click Edit Registration Settings.
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Edit Save as Template Want a meeting instead of a webinar? Convert this Webinar to a Meeting

Invitations Email Settings Branding Polls/Survey Q&A More

Invite Panelists No panelists invited Import from CSV  Edit
Invite Attendees Wehinar Size: 500 attendees Copy Invitation  Send Invitation to Me
Link to join Webinar

https://phsa.zoom.us/j/69207316117 7pwd=QWUvb2JUVXFSaXIhcHRKROtu...

Registration Settings No Registration Required Edit

3. Check Required under Registration.

4. Check Restrict number of registrants and set limit to 500 or less (for 500 i 1000 see large-
scale webinars).

Registration

Registration Questions Custom Questions

Registration
Required

Approval
@ Automatically Approve
Registrants will automatically receive information on how to join the webinar.
(O Manually Approve

The organizer must approve registrants before they receive information on how to
join the webinar.

Notification

[ Send an email to host when someone registers

Other options

Close registration after event date

Restrict number of registrants

500

If you restrict the number of registfants, no one will be able to register after
reaching this limit.

5. Click Save all.
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Set up an automatic email reminder

1. Click Email Settings.
2. Click Edit next to No reminder email to Attendees and Panelists to adjust the settings.

Start Edit Sawve as Template

Invitations Email Settings Branding Polls/Survey

Select Email Language:English

Email Contact: Cecilia K., cecilia.kim@phsa.ca

Invitation Email to Panelists

Confirmation Email to Registrants Send upon registration
Mo reminder email to Attendees and Panelists

Mo follow-up email to Attendees

No follow-up email to Absentees

3. Select the reminder option(s) you prefer.

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

4. Click Save.

O

Provincial Health

1 Services Authority —
™ Province-wide solutions. BRITISH

Better health.

Q&A

COLUMBIA

More

RERR  alh

smrisn coramsia  island health

Want a meeting instead of a webinar? Convert this Webinar to a Meeting

Edit
Edit
Edit
Send me a preview email | Edit
Edit

Edit
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Setup Q &A
1. Click Q&A.
2. Click Edit next to Settings.
Start Edit Save as Template Want a meeting instead of a webinar? Convert this Webinar to a Meeting

Invitations Email Settings Branding Polls/Survey Q&A More

Settings The Q&A settings configured is for the default settings when you start this webinar. You can Edit
change the settings in this webinar.

v Allow anonymous questions

Allow attendees to view
w answered questions only
all questions
Attendees can upvote

Attendees can cormment

3. https://zoom.us/Select if you want to allow anonymous questions during Q&A and if participants
can view all questions or only answered questions. If you choose for attendees to view all
guestions, you can also allow attendees to upvote questions and provide comments.

Host should remind attendees to avoid sharing any identifiable information during Q&A. ]

Start Edit Save as Template Want a meeting instead of a webinar? Convert this Webinar to a Meeting

Invitations Email Settings Branding Polls/Survey Q&A More

Settings The Q&A settings configured is for the default settings when you start this webinar. You can Edit
change the settings in this webinar.

M Allow anonymous questions
Allow attendees to view
(O answered questions anly

@ all questions
M Attendees can upvote
M Attendees can comment

Save Cancel

4. Click Save.
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Invite panelists to the webinar

Panelists are full participants in the webinar who can view and send video, screen share, etc. Panelists
count towards the maximum number of attendees for your webinar. Please note that panelists will
receive a direct email invitation separate from the attendees of the webinar.

1. Inthe Zoom web browser, click Webinars.
2. Click the topic of the webinar you want to add panelists to.

Webinars

Get Training

Upcoming  Previous  Webinar Templates

f3 StartTime to EndTime Myself ~ Schedule a Webinar

Today

08:00 PM - 09:00 PM Start Edit Delete

Webinar ID: 628 3405 7541

3. Inthe Invitations tab, select the Edit button in the Invite panelists section.

Invitations Email Settings Branding Polls/Survey Q&A More

Invite Panelists MNo panelists invited Import from CSV

Copy Invitation  Send Invitation to Me

Invite Attendees Webinar Size: 500 attendees

Link to join Webinar
https: /phsa.zoom.us/j/ 62834057541 7pwd=RUpUdmxBK3pwSXhWvWGIUczl...

4. Enter aname and email address to invite them.

Zoom for Healthcare created by Provincial Virtual Health z Education, Effective date: September 19, 2024 Page
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Panelists
Invite a person or a Zoom room as a webinar panelist
Mame Email/Zoom Rooms
Cecilia Kim ceciliakim@phsa.ca Delete
Jane Doe Delete
Add Another Panelist
Fnd invitation to all newly added panelists immediately Cancel

Select Add Another Panelist to add more panelists. Press Save to send invites to the new
panelists entered.

If you checked Send invitation to all newly added panelists immediately, they will be sent an
email invitation after you click Save.
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Invite attendees to the webinar

Webinar attendees are view-only participants who can be unmuted if the host chooses. Their view of
the webinar is controlled by the host. They can interact with the host and the panelists through the Q&A,

chat, and polling. To protect the participants privacy, it is recommended that attendees do not interact
each other.

Registration is recommended for webinars hosted with your Zoom for Virtual Health Visits account. The
host will need to share the registration link and have the attendees complete the registration form. Once
registered, they will receive an email notification with a unique join link.

1. Inthe Zoom web browser, click Webinars.
2. Click the topic of the webinar you want to add attendees to.

Webinars Get Training
Upcoming  Previous  Webinar Templates
Start Time to EndTime Myself ~
Today
08:00 PM - 09:00 PM Start Edit Delete

Webinar ID: 628 3405 7541

3. Inthe Invitations tab, there are three different ways to invite attendees to register:
A Copy the registration URL and share via email or other communication method.

A Select Copythe invitation to view and copy the invitation created by Zoom to send out
to your attendees.

A Select Send Invitation to Me to receive acopy of the Zoom invitation that you can then
forward to attendees.

Invitations Email Settings Branding Polls/Survey Q&A More

Invite Panelists Cecilia Kim (ckim#4@bccancer.bc.ca) Import from C5V  Edit

Invite Attendees Webinar Size: 500 attendees Copy Invitation IlSc-ncI Invitation to Me

Registration Link
https:/phsa.zoom.us/webinar/register/WN_KgbHgEy95CeMTdBm8h52t0

Source Tracking Link @  + Add

You have not yet created any source tracking links

4. If you are planning to share your event publicly, please connect with your communications team
and follow the appropriate communication policies.

These events should not be posted on private social media accounts. ]
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Large -scale webinars

Purpose

The maximum number of participants for a standard virtual health visit or webinar is 500 participants.
However, there may be occasions where a virtual event needs to be conducted for >500 participants.
This instruction reviews the steps required to obtain temporary privileges for a large-scale webinar
through the Office of Virtual Health.

Potential use cases include large healthcare education events for patients and families.

Large -scale webinars can be used for:
A Events of 500 - 1000 participants

A Events where no identifiable patient information is shared

>~

One or a few people (Apanelistso) speakingdg

>\

A view-only audience that only needs to interact with the panelists, not with each other

Large-scalewe bi nars canot be used for:
A Vitualheal t h visits that direct | wapatendtobessena p
heard. These should be conducted as meetings .

Requirements
A Use the web browser (Google Chrome) version of Zoom to schedule the webinar.

A Scheduling privileges and passcode settings remain the same as for meetings i see web
browser scheduling requirements.

Prior to the webinar

1. Schedule the webinar at least 1 week prior to the required date using the instructions above.
Limit registration size to 1000 i a notification will appear saying that the webinar only supports
500 attendees. Disregard this message for now.

Zoom for Healthcare created by Provincial Virtual Health z Education, Effective date: September 19, 2024
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Registration
Registration Questions Custom Questions
Registration
Required

Approval

(® Automatically Approve

Registrants will automatically receive information on how to join the webinar.

(O Manually Approve

ﬂ&ﬂ& A A Q’g%ovidénce

COMMUNITY LIVING
BRITISH COLUMBIA

The organizer must approve registrants before they receive information on how to

join the webinar.

Notification

) Send an email to host when someone registers

Other options

Close registration after event date

Restrict number of registrants

1000 (D) The webinar supports up to 500 attendees
If you restrict the number of registrants, no one will be able to register after
reaching this limit

Allow attendees to join from multiple devices
Show social share buttens on registration page

[ Enable Disclaimer (D

2. Save webinar details.

[- Do not send registration link out to participants yet. ]

island health

HEALTH CARE

3. Email ovhzoomsupport@phsa.ca with the following details to request and book your one-time

large scale webinar license:
a. Proposed webinar date & time
b. Webinar ID
c. Host name
d. Purpose of event

4. Once you receive a confirmation email, you may now send the registration link to participants.

In the event your license request is declined (due to a scheduling conflict, it
does not meet the requirements, or for any other reason) go back into the
webinar settings and change the maximum registrant number back to 500.
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Day of the webinar

1. Atleast 2 hours prior to the event, email ovhzoomsupport@phsa.ca to confirm it is proceeding
as planned. The license must be temporarily assigned to you on the day of the event.

2. You will receive a confirmation email. You may also check your profile to see that your webinar
license type has been updated to 1000 participants for Webinars:

& Ty Licensed @
Meeting 200 participants @
Webinar 500 participants @

3. Host your large-scale webinar.
4. After the event, your license will be converted back to the regular webinar size of 500.
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Converting a Zoom webinar to a meeting
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Purpose

A For best privacy and security

Requirements

through the desktop client or mobile app.

pract.i
health or allow a patient to be seen or heard should be conducted as Meetings.

A Webinars are designed so that only the host and any designated panelists (presenters) can
share their video, audio and screen. Webinars allow view-only attendees that have the ability
to interact with the panelists via Q&A, chat, and answering polling questions.

1 If you have scheduled a virtual health visit as a webinar that is more appropriate as a
meeting, you can convert the webinar to a meeting within the Zoom web portal.

A Use the web browser version of Zoom to convert webinars to meetings. This cannot be done

ce

, al

Converting the virtual health visit to a meeting

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

2. Click Webinars in the left-hand panel.

3. Click the name of the webinar you want to convert.

Profile Upcoming Webinars Previous Webinars Webinar Templates
Meetings
Schedule a Webinar
:
Recordings Showwebinars by host: Al -
Settings Start Time Topic =
gccanciile Today 3| virtual Healthvisit

09:00 AM
Reports

Webinar ID

646 5045 2900

M Get Training

Delete

4. Locate the option for Want a meeting instead of a webinar? and click Convert this Webinar

to a Meeting.

Save as Template

Want a meeting instead of a webinar? Convert this Webinar to a Meeting

Invitations Email Settings Branding Polls/Survey Q&A More

5. Click Convert to confirm you want to convert the webinar to a meeting.
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Convert this Webinar to a Meeting

You are converting this webinar to a meeting.

Topic  Virtual Health Visit
Time  Jan 11, 202109:00 AM Vancouver

After this conversion, Q&A, multiple-answer questions, webinar-related
email settings, and surveys will be deleted.

Do the meeting ID, password, or click to join links change after the
conversion?

No, all details remain the same. This also means that anyone with the original webinar link can still use
it to join the meeting. Any Q&A, multiple-answer questions, webinar related email settings, branding,
and surveys, however, will be lost.

Patients were invited to the virtual health visit as webinar panelists. Do |
need to let them know the meeting changed from a webinar to a meeting?

Patients invited as webinar panelists can still use their original virtual health visit invitation to join the
meeting, therefore the conversion is seamless for the patient. You do not need to let them know about
the conversion. They will not receive any automated notification from Zoom letting them know about the
conversion either.

Will patien ts still receive an automatic email reminder after converting the
webinar into a meeting?

No, automatic email reminders are lost after the conversion as they are not a feature of meetings.
What 6s different for patients in a meet

See section on Zoom meetings vs. webhinars.
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Zoom Webinars

Hosting
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Hosting with the desktop application

Recommendations
A Use the Zoom desktop application to host webinars.
Do not use the web browser to conduct webinars as visit quality may not be optimal.

Review the webside manner and etiquette for virtual health visits.

See Appendix 5 to review an infographic on assistance managing virtual health visits. The
text is also summarized below in Notes.

> > > P

Notes
A Anyone with scheduling privileges to your account can start the virtual health visit on your
behalf because they are automatically assigned the role of alternative host.

A If you assigned others as alternative host(s) when scheduling, they can start the virtual
health visit on your behalf.

A A co-host can be assigned after starting the virtual health visit if you did not assign an
alternative host or have anyone with scheduling privileges to your account.

o You cannot assign a co-host before starting avirtual health visit. Therefore, a co-host
cannot start the virtual health visit on your behalf.

To assign a co-host:

Open the Participants window from the toolbar.
Hover over particiMoent 6s name and clic
Click Make Co-Host.

O o o o

Starting a scheduled webinar

1. Openthe Zoomdesktop application and sign into your Zoom for Virtual Health Visits account.
2. Click Meetings.
3. Click the name of the webinar you wish to start.
4. Click Start.
H:|:J.|L'\|\~ C.IFl.;I '.'--?"-r Co'l‘T{.s::la. & search 5
o Upcoming tecorded (+)
Test
587 720 3209
My Persenal Meeting ID (BMI) 800 PM - 9:00 PM | Starts in 2 minutes
by Me « Webinar ID: 628 3405 7541
Host: Cecilia K.
Today

Test ml # Edit Join from a Room

B:00 PM-3:00 PM

Haost: Cecilia K.

‘Webinar ID: 628 2405 7541
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5. Select to Join with Computer Audio if you have a microphone and speaker connected. We
recommend using a headset.

A. You can save this preference for future Virtual health visits be checking the box to
Automatically join audio by computer when joining a meeting.

) Choose ONE of the audio conference options -

Phone Call Computer Audio Call Me

Join with Computer Audio

Test Speaker and Microphone

Automatically join audio by computer when joining a meeting
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Managing Q&A and chat during a webinar

Purpose

The question & answer (Q&A) feature for webinars allows attendees to ask questions during the
webinar, and for the panelists, co-hosts, and host to answer their questions live or as a typed
response. The chat feature also allows attendees to interact with the panelists by typing their
comments or questions in the chat window.

For best privacy and security practices, it is recommended that questions be submitted anonymously
and chat is limited to between attendees and panelists only, not between attendees.

Requirements
A Q&Ais enabled for the webinar under Webinar Options. See Set Up Q&A.

A Option for anonymous questions should be enabled. See Set Up Q&A.

Answering questions

1. As the host, co-host, or panelist, click Q&A in the webinar controls.
2 - I
il L

Unmute » s Polls Chat

2. Find the question you want to answer.
Anonymous Attendee 11:26 AM

How can | schedule a meeting?

ey
Answer live | Type answer |

Lisa Robins 11:2% AM

Where can | download Zoom?

3. Click Answer Live to answer the question out loud during the webinar.

4. Click Type Answer to type out your answer for the attendee.
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Dismissing and reopening questions

1. Asthe host, co-host, or panelist, click Q&A in the webinar controls.

2. Hover over the question that you would like to dismiss and click the button at the top right, then
click Dismiss .

) Question and Answer — O X

Open (1) Answered Dismissed « ]

Anonymous Attendee 0715 AN

Delete
| Answerlive | | Typeanswer | Fi

How do | host a webinar?

3. Toreopen adismissed question, click the Dismissed tab in the Q&A section of webinar controls.
4. Find the question you would like to reopen and click Reopen.
) Question and Answer — O *
Open Answered Dismissed (1) o]

Anonymous Attendee 0715 AN

How do | host a webinar?

| Reopen |I
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Q&A that has been upvoted will automatically be sorted by number of upvotes. You can upvote a

qguestion by clicking the thumbs up icon.

) Question and Answer

Open (3)

Answered

Anonymous Attendee 07:15 AM

How do | host a webinar?

b 2

Cecilia Kim 07:12 AM

How do | use the chat?

51

Anonymous Attendee 07:15 Al

Where do | find more information?

]

Chat

- O s

Dismissed -]
| Answerlive | | Type answer
| Answerlive | | Typeanswer
| Answerlive | | Type answer

After starting the webinar and before participants enter, it is recommended that the host set chat for

participants to be with panelists only.

1. Click the Chat button in webinar controls.

2. Click the button in the top right of the message window, and click All panelists.

To:  All panelists

Type message Participant Can Chat With:
Mo One

+ All panelists I

All panelists and atiendees

]

]
I
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Additional Options

Polling......ccooevevveiiniinennnn. PP ot e e e ——————an 85
Creating a poll in advance of the virtual health.ViSit.............c.ov oo 85
Creating a poll during the virtual health ViSiL.............ccov e e 87
Starting an@NAING @ POLL.......oe e emems ettt emnem et s et et ne e emnnns e e eneas 38
Downloading the results of a virtual health ViSit Pall.............oooeiieeee e 89

Postmeeting SUNVeY........c.coveveernienenenns et e et n s n s 90
Creating a poll in advance of the vitth@alth ViSit..............ccoiiiioenee e 90
Downloading & rePOM ON YOUT SUMMEY......cccuireeuerieueamamseeseseeessesessesessesmsmsessessssessesessessssessemmmssessssessesessesens 91

BreakoUt FOOMS. ... ...cuieieieiiii v immme s e s et e s e e s e smmme e s e e s e ene e na e nnnes 92
Open the DreakoUt TOOMIS.........co et smemne ettt senm e 92
ClOSE the DIreaKOUL FOOIMIS. ... ..ot reecees ettt emem et b e e smmne b s st s et et e e b smnmns e en e 94

SCreen Sharig........cuvvuieiiiie e immmr et r e e et ammmra e e a s e en s raneaenneamn 95
Sharing YOUr SCrEEN OF COMLEIL. ........eiviiieeeieremrieseeee e e seesee e smnmseeeeseesessessessessesmnmnsesseesessessessessessesmmmnses 95
Allow other partiCipants t0 SCrEEN SNALE..........ccci it sremere e e 96
Allow other partipants to CONrol SHABS.........oiiiie e Q7
(@S Ta o JESiTo (=R oTo] 11 o OSSOSO P PP Q7

Setting up a virtual background for the desktop application...................ceueee. 98
Choosing a virtual background for virtual health VISItS............ccooviieemeenn e, a8
Changing the virtual background during a virtual health.ViSit.............cccomeereieeieeiecieccc e 99
For the best virtual background PerforManCe............cociieemerrireere s 100

USING IMMEISIVE VIEML.......oeiieieieie i vmmmr s e e e s e s emmmn e e nn e e enas 101
Starting Immersive View for virtual health VISItS............cooeeminieeem e 101
USE @ CUSLOM IMMETSIVE VIBW.......ciuiiiuiieiiieeceesieseeie sttt s iemnms et se et sttt senmns et b e e s bt st e e bemnaes 102
Moving and adjusting PArtiCIPEEIL..........cceruriririiimeeresiereeie et seem et semne s et nb e 103

USING FOCUS MOGE........ceiieeiiiiiitimmr e et e s e s e e e e r e e eaes 104
Using Focus Mode in a virtual Nealth MISIL...........c..coieeiiree e 104
FOCUS MOUE EXANBS........ccueveeriieeiireemessesee ettt et e iemse e s ss st b et b e e b emmaes e b e e e b e e e bt e s e st b e rmmet st be e 106

=T o0 (0[] o S 107
HOW tO Start @ CloUd rECOIAING.......couiiriiieiirieeeet e emse et emens st 107
Managing YOUr ClOUA MECOMMINGS......couiriruiieiirirmeemeesie ettt iemse ettt smmans st b e b e e 108
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Polling

Purpose

Polling allows you to create various question types for your virtual health visit. During the virtual
health visit, you will be able to start the poll and gather the responses from your participants. Polls
can be conducted anonymously if you do not wish to collect participant information. You can also
download areport of the polling answers after the virtual health visit.

Polls can be set up after scheduling a virtual health visit or during an in-progress, scheduled virtual
health visit by the host or alternative host. Polls cannot be created during in-progress, instant

meetings.

Note: PleaserefertoPHSAGs qui del i nes ar @riomtdinitiating anygolls or &
surveys that may request personal information.

Requirements
A Use the web browser version of Zoom to create polls in advance.

A Enable polling to be included in virtual health visits.
0 Click on the Settings tab.
o Scrollto Meeting Pollsand toggle to oO6on. 0

Meeting Polls ()

Allow host to use 'Polls’ in meetings. Hosts can add polls before
or during a meeting.

A When scheduling the virtual health visit, under Options (web) or Advanced Options (desktop
client), check the box to Allow alternative hosts to add or edit polls.

Options Hide

Allow participants to join anytime
Mute participants upon entry
Breakout Room pre-assign

Approve or block entry to users from specific regions/countries

Alternative Hosts
Enter user name or email addresses

'Allow alternative hosts to add or edit polls @

Creating a poll in advance of the virtual health visit

1. Follow steps 1-5 to schedule the virtual health visit.

2. Scroll down to the Poll section.
3. Click Create and choose from Poll or Advanced Polls and Quizzing:
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Edit Delete Save as Template

Polls/Quizzes Survey

No polls/quizzes created
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Better health.

COLUMBIA — communiy tvme  island health
A. Poll: Single or multiple choice questions that

participants can answer anonymously.

B. Advanced Polls and Quizzing: Additional
guestion types including rank order, short and long answer,
fillin the blank, and rating scale. Questions can also have set
correct answers and be delivered as a quiz.

ﬂ&ﬂ& A A Q’g%ovidénce

HEALTH CARE

Paoll

Present paolls in a meeting and report

o real-time results
Advanced Polls and Quizzing
Add different question types and images

to polls. Set answers for quizzes.

4. Create your polling questions and answers.

A. Advanced Poll

B. Which prompt goes with the possible answers?

D. Prompts Possible Answers * Single Choice
Multiple Choice
A. Prompt 1 1. Answerl
= Matching
B. Prompt 2 2. Answer 2
th Rank Order
C. Prompt3 3. Answer3
D. Prompt 4 4. Answer 4 = Short Answer
E. Prompt5 5. Answer 5 = Long Answer
F. Prompté 6. Answer 6
G. Prompt7 7. Answer7
H. Prompt 8 8. Answer{
Upload Image
+ Add choice + A ) .
Duplicate Question
E. Required

F. + Add Question| Allow participants to answer guestions G,

anonymaously

Make a quiz and set correct answers |,

5. Click Save to save your poll questions and answers.

A. Poll title

B. Poll question

C. Question type

D. Answer options

E. Option to set required question
F. Option to add a question

G. Option to allow participants to
answer questions anonymously

H. Option to make a quiz and set
correct answers (Advanced)

I. Option to upload images and/or
duplicate questions

6. Once you start your virtual health visit, you may start using the poll.
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Creating a poll during the virtual health visit

island health

To launch an ad-hoc poll in a scheduled virtual health visit, the original meeting host must:

1. Start the virtual health visit.
Admit participants from the waiting room.
From the toolbar, click Polls.

arwN

Create your polling questions and answers.
Add a Pall

A | Enter a title for this poll.

B [0 Anonymous? ()

o A. Poll title

Type your question here

B. Option to make poll
anonymous

D @ Single Choice (O Multiple Choice

C. Poll question

Click Add a Question. Yo u 61 | ddéo thd web browser to create the poll.

Arswer 3 (Optionsl D. Allow participants to select one

P answer or multiple answers

Answer 5 [Optional)

E. Answer options

Answer 6 (Optional)

Answver 7 (Option) F. Option to add additional
Answer 8 (Optional) q Uestions

er 9 (Optional)

wer 10

(Optional)

Delete

F + Add a Question

7. Click Save to save your poll questions and answers.

8. Return to the virtual health visit and start the poll.
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Starting and ending a poll

1. Start the virtual health visit.

Admit participants from the waiting room.
From the toolbar, click Polls. Polling 1: Icebreaker
If you have more than one poll question,
select the poll you want to start.

PN

v Polling 1: lcebreaker

Polling 2: Evaluation

© polis — m} . D Polis — m} X

Cats or dogs in Progress 0:16

Polling 1: Cats or dogs

5. Click Launch Polling. 1. D you like cats or dogs more? _

6. As participants complete the poll, o= :Dy B .
the results will update. Lt - o

7. Click End Polling when you have ~ © "o o o

received enough responses.

Launch Polling End Polling

8. If required, click Share Results to allow all participants to see the results of the poll. Otherwise,
only the host can see the results.
9. Click Stop Share Results when you are finished sharing the results.

2 Polls — O X Q Polls - ul X

Sharing Poll Results

Polling 1: Cats or dogs

Polling is closed 0 voted

1. Do you like cats or dogs more? 1. Do you like cats or dogs more?

Cat 0 0%

Cats © 0% o "
(0) 0%

Dogs (0) 0% Dogs 0) 0%
! ©0) 0%

I love them equally! (0)0% Ilove them equally! 0) 0%

Share Results Re-launch Polling Stop Share Results Re-launch Polling
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Downloading the results of a virtual health visit poll

1. Sign into your Zoom for Virtual Health Visits account on the web browser - https://zoom.us/
2. Click Reports.
3. Click Meeting under Usage Reports.

Profile Usage Reports Document
Meetings
Webinars Usage View meetings, participants and meeting minutes within 3 specified time range.
Recordings
Settings 3 Meeting View registration reports and pall reports for meetings.
2 Account Profile
Webinar View registration, attendee. performance, Q&A. poll and survey reports for webinars.

Reports

4. Change the Report Type to Poll Report.
5. Change the date filters to the required range.
6. Click Search.

Reports Usage Reports Meeting

Meeting Report Report Queue
a4

Report Type () Registration Report | ® Poll Report B
Search by time range = 5§ QJFrom: | 1170472020 & To:| 11/05/2020 i  Search ]

Maximum report duration: 1 Month

The report displays poll information for meeting that ended at least 5 minuwtes ago.

7. Click Generate next to the virtual health visit you are obtaining the poll results for.

O 11/04/2020 03:00:00 PM 11/04/2020 03:43:48 PM  Virtual Health Visit 452 7391 2511 3

8. The report will enter the Report Queue.
9. When the download is ready, click Download. A .csv file will download.

Reports Usage Reports Meeting
Meeting Report Report Queue

Include reports that failed to generate results

Report Type Scheduled Time Start Time Topic Meeting ID Generate Time
Mov 4, 2020 03:00:00  Nov 4, 2020 03:43:48 ) - . Mov 5, 2020 o
Pall Report oM oM Wirtual Health Visit 4652 7391 2511 12:55-95 BM Download
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Post -meeting survey

Purpose

feedback collection.

Note: Please referto PHS A0 s

g ui

As the host, you can schedule a survey with various question types to be sent to participants when
your virtual health visit ends. Afterwards, you can download the responses as a report to simplify

del i nes

Requirements

surveys that may request personal information.

A Use the web browser version of Zoom to schedule and create surveys in advance.

a r_eriomtalinitiating anygells or &

Creating a poll in advance of the virtual health visit

1. Follow steps 1-5 to schedule the virtual health visit.

Click + Create new survey.

Hwn

Survey question

Select question type
Question responses
Option to add a question

Option to allow participants to
answer anonymously

Option to duplicate or delete a
question

moow»

n

5. Click Save.

6. Thesurveywilaut omati cal ly
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Scroll down to the bottom of the page and click Survey.

Create your survey questions and answers. Question types can
include single choice, multiple choice, rating scale, or long answer.

Create New Survey

A. Untitled Question
C. Choice 1
Choice 2

Choice 3

Required Show as dropdown

2. Untitled Question (Single Choice}
Choice 1

Choice 2

D. + add Question

anonymously

appear i

n

Purpose of Virtual Health Visit (re Other

quired)

Start Edit Delete Save as Template

Polls/Quizzes Survey

+ Create new survey

® Single Choice

® Single Choice
Multiple Choice
Rating Scale

= Long Answer

Duplicate Question

F. "E

Delete

Allow participants to answer guestions

E. Save Cancel

your partici

Page

hes KRR Al
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Downloading a report on your survey

1. Sign into your Zoom for Virtual Health Visits account on the web browser - https://zoom.us/
2. Click Reports.
3. Click Meeting under Usage Reports.

Profile Usage Reports Document
Meetings
Webinars Usage View meetings, participants and meeting minutes within 3 specified time range.
Recordings
Settings 3 Meeting View registration reports and pall reports for meetings.
2 Account Profile
Webinar View registration, attendee. performance, Q&A. poll and survey reports for webinars.

Reports

4. Change the Report Type to Survey Report.
5. Change the date filters to the required range.
6. Click Search.

Reports Usage Reports Meeting

Meeting Report Report Queue

Report Type (O Registration Report ) Poll Report | ® Survey Report

5

Search by time range = From: | 03/09/2022 iH To:| 03/10/2022

Maximum report duration: 1 Month

7. Click Generate next to the virtual health visit you are obtaining the survey results for.

O 11/04/2020 03:00:00 PM  11/04/2020 03:43:48 PM  Virtual Health Visit 452 7391 2511 3

8. The report will enter the Report Queue.
9. When the download is ready, click Download. A .csv file will download.

Reports Usage Reports Meeting
Meeting Report Report Queue

Include reports that failed to generate results

Report Type Scheduled Time Start Time Topic Meeting ID Generate Time
Mov 4, 2020 03:00:00  Nov 4, 2020 03:43:48 . - - Mov 5, 2020 e
Poll Report oM oM Wirtwal Health Visit 652 7391 2511 12:59:95 B Download
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Breakout rooms

Purpose
A Allows you to split a group virtual health visit into up to 50 separate sessions. The host and
co-hosts can choose to split the participants into separate sessions automatically, manually
assign participants to breakout rooms, or allow participants to choose their breakout room.

Requirements
A Use the Zoom desktop application to host the group virtual health visit.
A If letting participants choose their breakoutroom, both the meeting hostand participants need

to be on desktop client version 5.3.0 or later.

A Breakout room function is enabled:

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

Click Settings.
Scroll to Breakout room.
Toggle Breakout roomt o 6 oné.

Breakout room @
Allow host to split meeting participants into separate, smaller rooms

Allow host to assign participants to breakout rooms when scheduling &)

> >

Open the breakout rooms

After starting the virtual health visit and Q Create Breakout Rooms x
admitting participants from the waiting
room:

1. From the toolbar, click Breakout Create III breaknut rooms

Rooms.
2. Enter the number of breakout

© Assign automatically
rooms you want to create.

3. Choose to assign participants () Assign manually
automatically , manually , or let
participants choose* their () Let participants choose room

breakout room.
4. Click Create.

» m Zoom for Healthcare created by Provincial Virtual Health z Education, Effective date: September 19, 2024
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5. After creating the breakout rooms, click Options to view additional breakout room options.
6. If you chose to automatically assign participants,  participants will be assigned to waiting
rooms automatically.

T I f you would Iike to change participants,
Move to or Exchange.

* Breakout Room 1 1
Breakout Room 2
Eren Yaeger 3] Movete & Exchange (
Jack Barker
= Breakout Room 2 1

Jack Barker

If you chose to manually assign participants,  click Assign next to the breakout room and tick
the box next to the participants you want in the room.

Eren Yaeger
* Breakout Room 1 Assign

lack Barker

If you chose to let participants chooseroom, a pop up will appear on
screen and allow them to choose their breakout room.
7. If the breakout rooms are ready, click Open All Rooms.

c Breakout Rooms - In Progress X
. As the virtual health visit
* Breakout Room 1 Join . .
— host, you will stay in the
carrot (notjoined) main meeting. You can click
* Breakout Room 2 Join // JOln to ]OIn any of the
® Banana breakout rooms.
Dragon Fruit (not joined)
v Breakout Room 3 Join
® Honey Dew . L.
Sreakout Room 4 o If a participant has not joined
reakout Foom o their breakout room, it will be
Eggplant (not joined) noted by (not joined) nextto
Figs (not joined) their name.
Optional: Send a message to
| all partici_pants while they are
in their breakout room.

Broadcast a message to all ~ Close All Rooms
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Close the breakout rooms

1. Click Close All Rooms.

2. A countdown timer will appear and participants will receive a notification that their breakout
room is closing.

All Breakout Rooms will cdose in 53 seconds

3. All participants will be returned to the main virtual health visit after the breakout rooms close.
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Purpose
participants even while your video is on.

Requirements

With Zoom, share your screen, desktop or other content during a virtual health visit to your

Initially, only the host can screen share by default. However, participants can be granted screen
sharing rights during the virtual health visit.

Sharing your screen or content

1. Start a virtual health visit.

2. Click Share Screen on your meeting control toolbar.-

3. A dialog box will appear with 3 tabs along the top (Basic, Advanced, Files*). Select one of these

screen share options:

1 Basic: Share your

) Select a window or an application that you want to share

Files

pdvanced

desktop, specific
program application
windows (e.g. Word or
PowerPoint), or
whiteboard.

Advanced: Use a
slideshow presentation

Ll

Whiteboard

Screen 2 Whiteboard iPhone/iPad

fe - Cecilia.Kim@phsa.ca - O... E]

as your virtual . R Tt ot @ Share a specific program or application
background, share just ; R —
a part of your screen,
or just your computer = i -
aUdIO’ Vldeo’ Or Skype for Business @ @ Education crew||cru50ftTaa..‘$ MyPruﬁI‘e—ZoomrGoog\echro‘.‘c;
content from a 2nd
Camera Share sound v (] Optimize for video clip m
A Files*: this feature is not enabled for Zoom for Healthcare.
4. Enable these optional features in the bottom left corner of the screen share dialog box:
C\ Share sound ¥ \:\ Optimize for video clip \:\ Share to breakout rooms m m

A
be shared in the meeting.
A

Optimize for video clip:

Share sound: Any sound played by your computer (e.g. videos, music, notifications) will

Use when sharing a video clip in full screen mode.

Share to breakout rooms: Allows the host or co-host to share their screen from the
main session directly into all open breakout rooms.

5. cick [IEEN .
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Allow other participants to screen share

If you want to grant only one other participant the ability to screen share, you can make them a co-
host during the virtual health visit: Chat

v Participants (2) Ask to Start Video

1. Click on Participants on your meeting control
toolbar m Cecilia K. (Host, me) P Fin

2. Hover over the part iMorepa@mts0 name -lh,.agem.;si_ck

3. Click Make co -host.

Rename

Put in Waiting Room
Remove

Report.

If you want all participants to have the ability to screen share, you can change sharing rights during
the virtual health visit:

A. Click on Security on your meeting control toolbar and check Share Screen;
OR

B. Click onthe . arrow beside Share Screen on your meeting toolbar and click Advanced
Sharing Options to access additional settings.

Lock Meeting OR v One participant can share at a time
Multiple participants can share simultan

Hide Profile Pictures

Advanced Sharing Cptions...

Allow participants in this meeting to:

Share Screen

/ Chat

# Rename Themselves ) Advanced Sharing Options... hld
e How many participants can share at the same time?
Q) ©One participant can share at a time

() Multiple participants can share simultanecusly (dual monitors recommended)

Who can share?
© only Host () All Participants

Who can start sharing when someone else is sharing?
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Allow other participants to control slides

Note: This feature must be turned on in your zoom.us web settings and if enabled, requires all participants in your
meeting have version 5.8.3 or later. If a participant does not have the required version, they may not be able to
enter the meeting until their Zoom desktop client software has been updated.

When screen sharing a presentation, you can also allow other participants to control the progression of
slides for the presenter. This avoids the need to ask the presenter to change the slide, interrupting the
flow of the presentation. Slide control can be given to multiple participants in a virtual health visit, or
multiple panelists in a webinar.

1. Start your virtual health visit. D S

Begin screen sharing presentation in presentation mode. B Stop Share

On the sharing toolbar, click Slide Control.

Select one or more participants you wish to give slide control. The slide control button will
update with the number of participants with slide control next to the icon.

Pown

) Participants only see slide controls

articipants only see slide controls h A
when you are in presentation mode

when you are in presentation mode

Stop Slide Control

Assign slide control privileges:

Brian 1 can control slides

5. The participant(s) will now be able to control your slides. They will retain slide control as long as
you continue sharing.

Using slide control

When youbve beeng
to slide control and the presenter
enters presentation mode, a w—
notification will appear, informing .

: T S, o
you of the new access. The slide R\ttt
controls will appear in the bottom-
left corner of the presentation

[Host] has given you slide control.

NEW Use the buttons below or keyboard shortcuts.

view.
1. Click the left and right
arrow buttons to move the Zoom for Healthcare
presentation forwards or

backwards. Example Presentation

2. Alternatively, you can use
the left and right buttons
on your keyboard.

Control Host's slides | <

2
Y
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Setting up a virtual background for the desktop
application

Purpose
A A virtual background can protect your privacy and provide a more appropriate setting for your
virtual health visits.

Requirements
A Virtual background needs to be enabled for your account.

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

o This candédt be done through the deskt
2. Click Settings and scroll to the In Meeting (Advanced) section.
3. Scrollto Virtual backgroundand toggle to 6édond.

Virtual background ()

Customize your background to keep your environment private

from others in a meeting. This can be used with or without a

green screen.
Allow use of videos for virtual backgrounds &)

Manage virtual background @

f h I \
e Wi B
2 -

Choosing a virtual background for virtual health visits

1. Sign in to the Zoom desktop application
6. In the top right corner, click Settings (the gear icon).
7. Click Background & Filters.
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8. Select one of the available backgrounds or add your own image or video background by clicking
G0 .
) Settings X
General
Video
@ Audio
O Share Screen
0 cha

B Background & Filters

Recording
g Profile

@ Statistics Virtual Backgrounds Video Filters $l€l

O Feedback

g Keyboard Shortcuts

ﬂ Accessibility

("] I have a green screen (® Mirror my video Studio Effects (Beta)

9. The selected image will be your virtual background during meetings launched on this device.
10. Optional: if you have a green background, select | have a green screen for better quality.

11.To remove the virtual background, follow steps 1-3 above and select None as the virtual
background.

Changing the virtual background during a virtual health visit

1. Nextto the Start/Stop Video buttonin the toolbar, click and Choose Virtual Background, or
Blur My Background for a quick option.

Page E
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Select a Camera (Alt+N to switch)
v UVC Camera

Integrated Camera

Blur My Background

Choose Virtual Background...

Choose Video Filter...

Video Seftings...

- -

Unmute

Stop Video

2. ChooHNomedd t o

y N

island health

rovidence

HEALTH CARE

r e mackgreundoiselect an image to change the virtual background.

For the best virtual background performance

A Make sure that your clothing is not the same colour as your real background.
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A Ensure that your real background is a solid color and uniformly light, or use a green screen.
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Using Immersive View

Purpose
A Immersive View allows hosts to arrange video participants and webinar panelists into a single
virtual background, bringing people together into one scene to connect and collaborate in a
cohesive virtual meeting space.

Requirements
A Immersive View needs to be enabled for your account.

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

o This candét be done through the deskt
2. Click Settings and scroll to the In Meeting (Advanced) section.

3. Scrollto ImmersiveViewand toggle to 6éond.

Immersive View ()

Allow hosts to curate case-specific scenes, such as a classroom or
boardroom for their meetings or webinars. )

Starting Immersive View for virtual health visits

1. Start a virtual health visit or webinar as the host.
In the top-right corner, click View.
3. Click Immersive View.

N

Fullscreen

4. Select one of the following options for placing participants into the
scene:
a. Automatically : This will include as many participants as is
possible in the scene you select.

Place participants into scene Q) Automatically Manually

b. Manually : You will add or remove participants as you wish.
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5. Selectthe scene you would like to use. Each scene designates the max number of predefined
places for attendees in the bottom right corner.

Choose Immersive View

This view will gather everyone in the same scene, Participants using older versions w
view others with a dark background.

Place participants into scene 0O Automatically  ( D Manually

6. Click Start to begin the Immersive View.

Use a custom Immersive View

1. In the top-right corner, click View.
2. Click Change Immersive View

Fullscreen

3. Click ® to add a custom immersive background.

Choose Immersive View ®

This view will gather everyone in the same scene. Participants using older versions will
view others with a dark background.

Place participants into scene © Automatically () Manually

4. In the file selection dialog box that opens up, find and
select the image you want to use from your computer.

5. Click Open.

Click Start to launch the new scene.

7. Click and drag participant videos down onto the scene, adjusting their size as needed.

o
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Moving and adjusting participants

When the i mmersive view begins, as many participan
default (or fewer) will be placed in the predefined locations.

Extra participants will be placed above the immersive scene when:

1 predefined locations are filled,
1 not every participant is selected for the scene, or
1 late attendees.

The host can either leave these videos above the scene, click and drag the video down to an empty
location, or click and drag the video to replace someone else. Videos dropped near a predefined
location will snap to that location and resize each video.

To resize a participantso video:

1. Click on the video participant to see a thin, blue box outlining their video panel.

2. Click and drag the participant to a location in the scene.
3. Click and drag one of the corners of the box to resize their video.
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Using Focus Mode
Purpose
A Focus Mode is designed to reduce distractions for participants, particularly in a digital learning
environment . I n a group virtual heal t h vi g

A This feature gives the hostandco-host s vi ew of al lwithpuaatheri ci p
participants seeing each other. Participants in focus mode can still see their own video, but

can only see other participants6 names, th
audio when unmuted.
Requirements

A Start a virtual health visit as the host or co-host.

A To schedule a virtual health visit with Focus Mode already turned on, expand Options or
Advanced Options when scheduling and select the checkbox Enable focus mode when
meeting starts. This option can still be turned off at any time once the visit has started.

Advanced Options ~

[ :I Mute participants upon entry

p
|
L

) Enable focus mode when meeting starts

\:I Approve or block entry for users from specific countries/regions

Alternative hosts:

Using Focus M ode in a virtual h ealth visit

Start Focus Mode

1. Start a virtual health visit or webinar as the host.
Click More on the meeting toolbar. (]
3. Click Start Focus Mode. Reactions More

N

© zoom X

_ _ Start Focus Mode?
4. On the dla]og bOX that appears’ CIICk Start to Participants will only be able to see hosts’ videos, shared content, and

confirm, or selectthe Do n 6 t as k me a gveeiofyptighted participants.
checkbox to skip this confirmation going forward. lote: You can allow shared content to be viewed by everyonein

DDon‘t ask me again

m | Cancel ‘
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5. When Focus mode begins, you and the participants are notified with a banner along the top of
the video window. The focus mode icon is also always visible in the top-left corner of the video
while focus mode is active.

& Zoom Meeting = O X

00:11:37 & View

Participants can see only the host, co-hosts, and spotlighted users

/UNote: Participantsd shared screens ar e initiallm

visible to the host and co-hosts in Focus mode. Change
the settings below to allow all other participants to view
as well:

1. Click the up arrow on the Share Screen button
on the toolbar.
2. Inthe Shared screens can be seenby section,

\ click All participants. /

6. To end Focus mode:
a. Click More on the meeting toolbar. &
b. Click Stop Focus Mode. o iioris
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Focus Mode Examples

Host ( Par meet 69 / h o siradmeetingiwighwthe host and interpreter spotlighted:

o Y

John M.(he/him) (s AlinaK. Sl Amandan.

Participants can see only the host, co-hosts, and spotlighted users

b %

¥ Parmeet H. (Host) - .- -5 ¥ Brian K. (Spotlighted/Interpreter)

Parmeet H. (Host)

s
My

Alina K. (She/her) Amanda D.

L4

John M. (Me) Sanda L,

”
Meeting is in Focus Mode: Only host and co-hosts can see your video. Got It

Ll T
AT

—
-

: Parmeet H. (Host) . i

Parmeet H. (Host)
P
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Recording

Purpose

Zoom for Healthcare has a feature that allows approved users to create an audio and video recording
of awebinar or meeting. Recordings will be automatically saved to the cloud and saved for 1 year,
during which time they may be sharedwit h ot her s and/ or downl oad e/

Requirements
A The purpose for recording must meet one of the permitted scenarios outlined in this decision

support tool.

A Once reviewing the above, Zoom cloud recording functionality can be requested for your
Zoom for Healthcare account.

How to start a cloud recording

1. Start your instant or scheduled virtual health visit as the host.

2. Click the Record button on the toolbar to begin recording.

a2 -~ @® as

Participants Record Breakout Rooms

3. Anotificationpop-up wi |l |l appear on participantsdé Zoom wi
potential risks and considerations associated with any cloud-based recording.

4. To stop recording, click Pause, Stop Recording, or End Meeting.

) Zoom Meeting - a X

@ Recording...

Cecilia K. (she/her) m u
u rticipan )

| Pause/Stop Recording §.
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5. Once the recording has been fully stopped, adialog box will appear asking you for confirmation:

a Zoom

Are you sure you want to stop recording to
the cloud?

If Yes, you will receive an email notification when the cloud recording
is ready.

o -

6. Once the meeting has ended, the recording will be processed. Zoom will send an email to you
when the process is completed. The email will contain a link for you (the host) to view, share
and manage the recording from zoom.us.

Managing your cloud recordings

1. Sign into zoom.us

2. Inthe navigation menu on the left-hand side, click Recordings. Under Cloud Recordings, you
wilseea | i st of recordings that youbve created.

2 OOI l I SOLUTIONS PLANS & PRICING CONTACT SALES

Profile . .
ICIoud Recordlngsl Local Recordings

Meetings
Webinars Q, Search by topic or Meeting ID Em Search text ir

Topic 1D
Settings
Account Profile Cecilia K.'s Zoom Meeting 6650996 ¢
Reports

Cecilia K.'s Zoom Meeting 617 4997 !

3. To filter, adjust the date range and status, then search by host, meeting ID, topic, or keyword.

o

Note that cloud recordings are only available on zoom.us for 1 year, after which they are
automatically deleted.
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4. In the list, find the cloud recording you want to view, share, download, or delete.
a. Click Share to copy arecording link and associated passcode , or access additional
share settings.

The shared link will open up in a browser window. The recipient will be prompted to enter the
passcode and will then be able to view the recording, but only the host will be able to download.

b. Click to download or delete all recording playback file formats.

5. To access individual recording playback formats (e.g. shared screen only vs. speaker view),
click on the bold Topic recording name to view more details
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