VIRTUAL CARE

QUICK REFERENCE GUIDE

Scheduling and Joining
a Zoom Meeting

If you are a Health Care Provider (HCP) who will be offering virtual visits using Zoom for
Healthcare or an administrative assistant scheduling on behalf of an HCP, please review
the following:

System Requirements for HCPs and Patients.

e An internet connection — high-speed internet or wireless (3G or 4G/LTE).
e Speakers/microphone or headset — built-in, plug-in, or wireless Bluetooth.
e A webcam or HD webcam — built-in or USB plug-in.

Getting Set-Up for a Zoom for Healthcare Appointment

Note: If an administrative assistant will be scheduling virtual visits on behalf of the HCP, they
will need their own Zoom for Healthcare account and must be assigned scheduling
privileges from the HCP’s account.

Sign in using either the Zoom web portal or the desktop client. Instructions for downloading
the desktop client can be found here. If you are having challenges downloading the desktop
client and are using a Regional Health Authority (RHA) device, please contact your RHA
service desk for support.

Scheduling a Zoom for
Healthcare Appointment asc | «

Please follow the steps below:
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1. Click Schedule. o

Newfoundiand & Labrador Newfoundland and Labrador

&
s/ Centre for _ Newfo dland TELEHEALTH
Health Information Labrador PROGRAM



https://support.zoom.us/hc/en-us/articles/201362023-System-Requirements-for-PC-Mac-and-Linux
https://support.zoom.us/hc/en-us/articles/201362803#h_a9476921-e417-4d02-bf62-7bc96554f9a4
https://support.zoom.us/hc/en-us/articles/201362803#h_a9476921-e417-4d02-bf62-7bc96554f9a4
https://zoom.us/signin
https://support.zoom.us/hc/en-us/articles/360032812931-Starting-the-Zoom-Desktop-Client

Quick Reference Guide — Joining a Zoom Meeting for Clients VIRTUAL CARE

Scheduling a Zoom Meeting

Enter Topic (i.e. John Doe Zoom Meeting).

Enter meeting Start, Date, and Time.

Duration: 1 hour is default.

Meeting ID: Generate Automatically is default, do not change.

Password: Require meeting password is set automatically, do not change.
Video: Host: On Participants: On. Both are required to be On.

Audio: Telephone and Computer Audio is default.

© ©® N o g bk D

Calendar: Google Calendar is default. Select appropriate calendar for the invite
to appear in.

© Zoom () Schedule meeting x - X

Q Search

Schedule Meeting

Topic

Asron Morgan's Zoom Mesting

Start: [Tue March 24,2020 V][00 am =
Duration: 1 hour ~ 0 minute v
() Recurring meeting Time Zone: Newfoundland and Labrador ~
Meeting 1D
© Generate Automatically () Personal Meeting ID 950-963-8252

New M
Password

Require meeting password | 002671

Video
Host: @ on () off Participants @ On () Off

Audio

Sche
() Telephone () Computer Audio © Telephone and Computer Audio

Dial in from United States Edit

Calendar

() Outlook © Google Calendar () Other Calendars

.. Y=y

Advanced Options -
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Quick Reference Guide — Joining a Zoom Meeting for Clients VIRTUAL CARE

10. Under Advanced Options, click Enable Waiting Room. Click Schedule.

© Zoom () schedule meeting X - x
| mecuming mesung 11 LU NEWU UG anu Leorauur
O
Q Search
Meeting ID
O Generate Automatically () Personal Meeting ID 969-963-8252 o]
Password

Require meeting password | 002671

Video
Host @ on () off Participants: @ 0n () Off

Audio
() Telephone () Computer Audie © Telephone and Computer Audie

Dial in from United States Edit

New M
Calendar
() Outlook O Google Calendar () Other Calendars
Advanced Options ~
Enable waiting reom
() Enable join before host
Sche

() Mute participants on entry
() Only authenticated users can join: Sign in to Zoom
() Automatically record meeting

Alternative hosts:

Examplejohn@company.com;peter@school.edu

Schedule | Cancel

11. Go back to Zoom. Click Meetings.

I

© Zoom - =] X
n =) ® Q search [
Home Chat Meetings Contacts

10:42 PM

March 2

New Meeting ~ Join

s

Schedule Share screen -

No upcoming meetings today
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Quick Reference Guide — Joining a Zoom Meeting for Clients VIRTUAL CARE

12. Your Zoom meetings will load. Select Meeting. Click Copy Invitation.

© zoom - X
Q = ° Q Search @
Home Chat Meetings Contacts
c Upcoming Recorded ®
Today Zoom Meeting

Aaron Morgan’s Zoom Meeting 9:00 AM - 10:00 AM /
10:45 PM-11:45 PM

Meeting ID: 797-085-
Meeting ID: 648-580-781

fa Copy Invitation # Edit X Delete Join from a Room

Start
Tue, Mar 24
) ) Show Meeting lvitation
Aaron Morgan's Zoom Meeting

9:00 AM-10:00

Meeting ID: 79

Aaron Morgan’s Zoom Meeting
12:00 PM-1:00 PM
Meeting ID: 366-380-719

Aaron Morgan - DJ
1:00 PM-2:00 PM

Meeting ID: 464-554-368

Aaron Morgan - PS

2:00 PM-3:00 PM
Meeting ID: 185-342-032

13. To share the meeting details with your client, complete the following steps:

a. Open your email.
b. Create a new email.
c. Enter the client’s email address in the To field.
d. Indicate the meeting time in the Subject line.
e. Paste the meeting link into the body of the email. Highlight text (as noted
below) and delete all information below Password.
 Workspace Webmail : Compose - Google Chrome - [m] X - X
& email12.godaddy.com/pcompose.php
=R
7 Ca % B-
T Zoom |3 Comess v
Subject: Meeting 9am Priority: o
Add Attachment. [g0 ] Norr.lessaﬂes
e leh::“e PIamje; Greeting Card
[ TIPS 77Z00TT. US] 17 797 U8 3980 /pWa = =
Pacaerds b0z
g rrevew = B
o.png ~ Showall | X
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Quick Reference Guide — Joining a Zoom Meeting for Clients VIRTUAL CARE

14. This will provide your client will all the information they will require to join the
Zoom meeting.

% Workspace Webmail : Compose - Google Chrome - o x

& emaili2.godaddy.com/pcompose.php

=3 [SendmsiEmal  [v] P p———re—————
& v B-

&  From: <amorgan@khaliliandassociates coms

Z Ce Email
To: avmorgang5@gmail.com oom [, Compose Email
feler HgeBCC [
Bee: ore Acions [+ (g
Subject: Meeting 9am Priority: E
40 - No messages
Add Attachment |
Date v | Size
No Attachments

jages to display.
Rich Text Plain Text Greeting Card

Fontfamily - Fontsze - A-®-|B 7 U |

= @=- 020

Aaron Morgan is inviting you to a scheduled Zoom meeting.

Topic: Aaron Morgan's Zoom Meeting

Time: Mar 24, 2020 09:00 AM Newfoundland and Labrador

Join Zoom Meeting

https://zoom.us/3/ 797085486 ?pwd=WUEQSzayZGp3b29ThzRBSDICRGZ4dz09
Meeting ID: 797 085 486

Password: 002671

i Freview B

Showall %

Joining a Zoom Meeting

15. In Zoom, select Meetings. Click Start.

@ Zoom - X
] o [ @ Search @j
Home Chat Meetings Contacts
c Upcoming Recorded ®
Today Aaron Morgan's Zoom Meeting
Aaron Morgan's Zoom Meeting 9:00 AM - 10:00 AM

10:45 PM-11:45 PV
Meeting ID: 648-580-781

Meeting ID: 797-085-426

m @ Copy Invitation # Edit X Delete Join from a Room
Tue, Mar 24

Show Meeting Invitation

Aaron Morgan's Zoom Meeting

9:00 AM-10:00 A
Meeting ID: 79

Aaron Morgan's Zoom Meeting
12:00 PM-1:00 PM
Meeting ID: 366-380-719

Aaron Morgan - DJ
1:00 PM-2:00 PM
Meeting ID: 464-554-368

Aaron Morgan - PS
2:00 PM-3:00 PM
Meeting ID: 185-342-032
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