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This guide provides information and instructions for Med Clinic / support staff and psychiatrists to

conduct Telepsychiatry sessions within a Zoom Meeting Room.
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General Information

The following process is in place for CMHA-CEI Med Clinic or support staff and psychiatrists who

are providing Telepsychiatry services.

These sessions are conducted via Zoom, a cloud-based meeting room. A Zoom Meeting Room is a
virtual meeting place that is set up for a block of time, during which one or more Telepsychiatry
sessions can be scheduled. A Telepsychiatry Session refers to a single remote video meeting

between the client and psychiatrist, held inside a Zoom Meeting Room.

Multiple clients can be scheduled for individual Telepsychiatry sessions throughout the day by
utilizing one Zoom Meeting Room scheduled by Med Clinic / support staff.

Designated support staff are responsible for setting up the Zoom Meeting Rooms, providing the link
to the psychiatrists, initiating the sessions, and adjusting settings as necessary during the session to
ensure optimum quality. When Med Clinic / support staff schedule a Zoom Meeting Room, it means
the room is open for psychiatrists to provide one or multiple Telepsychiatry sessions within that

virtual Zoom Meeting Room.

CMHA-CEI Helpdesk will set up the computer to be used at CMH for the Telepsychiatry sessions.
The CMHA-CEI Helpdesk will also assist with any technical problems that Med Clinic / support staff

and/or psychiatrists encounter, and will answer any questions relating to the use of the software.

Prior to implementing Telepsychiatry sessions, staff and psychiatrists are encouraged to preview
Zoom by taking advantage of online resources and tutorials accessible via their website

https://zoom.us/. It is also recommended that Med Clinic staff and psychiatrists consider setting up

some practice sessions to ensure that each party is set up in Zoom correctly and is familiar with the
equipment, application and process for creating an actual Zoom Meeting Room prior to initiating

actual Telepsychiatry sessions with clients.

Getting Started Videos:
https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-Tutorials

Links to some of the most common questions:
https://support.zoom.us/hc/en-us/articles/206175806-Top-Questions
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Med Clinic / Support Staff

One-time Setup on Zoom.com

Med Clinic / support staff who will be setting up the sessions or assisting psychiatrists or clients with
their session will need to set up a profile in Zoom. This must be completed the first time you access

Zoom.

1. Open Zoom: Open Chrome and go to the URL www.zoom.us.

Q) Video Conferencing, Web Canfer X +

<« C {} @ htips//www.zoom.us

2. Sign up for Zoom: Click on the SIGN UP, IT’S FREE button

REQUEST A DEMO 18887999666 RESOURCES ~ SUPPORT

JOIN A MEETING HOST A MEETING ~ SIGN IN m

Create a Basic profile at Zoom using your work email address. You will receive a confirmation
link from Zoom to continue with the registration process. Create a password to complete your
profile.

3. Set up your profile:
a) After the screen updates, click on the Go to My Account button

Start your test meeting.

Excellent! Now it's time to start meeting.

Your personal meeting url:
https:/zoom.us/j/8103111823

Start Meeting Now Go to My Account
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b) Customize your settings so that meeting rooms that you set up will have the correct

configuration. It is important to complete this step before scheduling meeting rooms to

ensure that the controls will work properly. Go to the Schedule Meeting section and

turn on:
a)
b)
c)
d)
e)

Host video

Participants video

set Audio Type to Computer Audio
Turn on Join before host, and

click on Save.

PRICING CONTACT LE SCHEDULE A MEETING
Meeting Recording Telephone
Schedule Meeting Schedule Meeting
In Meeting (Basic) Host video

Start meotings with host video on

In Meeting (Advanced)

Participants video

Start meetings with participant

Emadl Notification

video on, Participants can change this dor

ng the

meeting,

Other

Audio Type

Determine how p

LSO, You can e jcrophone/

telephone. You c ose audio types

party

POV

Telephone and Computer Audio
Telephone
" O Computer Audio

Join before host

JOIN A MEETING HOST AMEETING @ scnour

Reset

ed  Reset

f) Then scroll down to In Meetings (Advanced), to turn on Far End Camera Control.

Far end camera control

Allow another user to take control of your camera during a meeting
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Scheduling a Zoom Meeting Room

Med Clinic / support staff setting up the Zoom Meeting Room will need to have set up a Zoom
account and configured their settings before they set up a meeting room / session (See the previous
section: One-time Setup). If your profile has already been created and you are logged in to Zoom,
skip to step 2 below. If you already have a Zoom profile and need to log in, start here:

1. Login to Zoom
a) Click on the link www.zoom.us.
b) If not already signed in, click on the SIGN IN link on the right-hand side of the screen to
sign in:

JOIN A MEETING HOST A MEETING ~

c) At the Sign In page, enter your credentials and click Sign In.

Sign In
Email address

Email address )

Forgot password? @ Stay signed in

2. From the navigation bar on the left side of the screen, click on My Meetings, then Schedule a
New Meeting.

My Praofile Upcoming Meetings Previous Meetings Personal Meeting Room

My Meeting Settings

Schedule a New Meeting

My Recordings Start Time = Topic =

3. Create the Zoom Meeting Room: On the Schedule a Meeting page, fill out the following fields:

a) Topic: Med Clinic / support Telepsychiatry (Note: Do not add any Protected Health
Information, such as client name or ID.)

b) When: Verify the correct date and time are selected.

c) Duration: Set the session for at least an hour. You may set it for the duration of the day
if you expect multiple Telepsychiatry sessions to occur throughout the day. If the Zoom
Meeting Room is set for the day and there is a two-hour 10:00 a.m. session and a two-
hour 2:00 p.m. session, you can either follow the instructions in the Multiple
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Telepsychiatry Session section on page 18 or close Zoom and then re-access the
meeting by clicking on the session link in the e-mail invitation.

d) Make sure the other settings look correct.

e) Scroll to the bottom and click Save.

My Meetings - Schedule a Meeting

Schedule a Meeting

Topic Med Clinics Telemedicine Session E

Description {Optional “riter you

When 08/21/2019 I 1200 v || PM ~ E
Duration 1 . hel O v | min @

Your Zoom Basic plan has a 40-minute time limit on meetings with 3 or more participants.
Upgrade now to enjoy unlimited group meetings. Contact info Services Dopartment

¥ Do not show this message again

Time Zone (GMT-4:00) Eastern Time (US and Canada)
Meating 1D » Generate new meeting 1D Personal Mecting 1D (PMI)
Video Host = on off
Participant ® on off @
Audio Telephone = Computer Audio Both
Meeting Options Require meeting password
@ Enable join before host
Mute participants upon entry £
Enable waiting rcom
Record the meeting sutomatically on the local computer

Cancel
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4. Invite the Psychiatrist to the Zoom Meeting Room
In order for the psychiatrist to join a Telepsychiatry session, they must have a link to access the

Zoom Meeting Room:
a) On the next page after Saving, look for the Join URL section and click Copy the

invitation.

REQUEST A DEMO 1.888.799.9666 RESOURCES ~ SUPPORT

PLANS & PRICING COMNTACT SALES SCHEDULE A MEETING JOIN AMEETING HOST A MEETING « SIGN OUT

My Meetings Manage "Med Clinic Telemedicine”

Start this Meeting

Topic Med Clinic Telemedicine

Time Aug 15, 2019 03:00 PM Eastern Time (US and Canada)

Add to | m Google Calendar | [ aﬁ Outlook Calendar (.ics) J [ o\‘awoo Calendar J

Meeting ID 724-434-335 \

Join URL: https://zoom.us/j/724434335 @ Copy the invitation

b) On the page that pops up, click the Copy Meeting Information button at the bottom.
This will copy the link and information to your PC’s clipboard.

Copy Meeting Invitation

Meeting Invitation

is inviting you to a scheduled Zoom meeting.

Taopic: Med Clinic Telemedicine
Time: Sep 17, 2019 04:00 PM Eastern Time (US and Canada)

Join Zoom Meeting
https:#/zoom.us/j/8600

Copy Meeting Invitation Cancel
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c) Open MS Outlook and create an email:
i. Address it to the Psychiatrist that will be performing Telepsychiatry sessions that
day
ii. Enter the Subject: “Med Clinic / support Telepsychiatry Sessions MM/DD/YY”
iii. In the body of the email, enter: “Please use this link to access your Telepsychiatry
sessions today.”
iv. Paste the URL link that you copied from the previous address into the email.
(From the body of the email, right click and select ‘Paste.”)
v. Send

Hi, Doctor —
Please use this link to access your Telemedicine sessions today.
Med Clinic staff are inviting you to a scheduled Zoom meeting,.

Topic: Med Clinic Telemedicine
Time: Sep 17, 2019 04:00 PM Eastern Time (US and Canada)

Join Zoom Meeting
https://zoom.us,’jj860028676

Regards,

Scheduling a Zoom Meeting Room for a Psychiatrist

Scheduling Privilege
Overview:

Scheduling privilege is designed for a user to:
e Schedule meetings on behalf of a user (or multiple users) that has assigned you scheduling
privilege
e Assign or delegate a user or multiple users in your account to schedule meetings on your
behalf.

Users with Scheduling Privilege will be able to manage and act as an alternative host for all meetings.
If you want others to be able to schedule meeting on your behalf, go to the psychiatrist instruction
section on page 24 to see how to set up the scheduling privilege on your profile.

Note: You and the person you are scheduling for must have a Zoom license. If you receive a 3003
error when edit or canceling a meeting for another user, check that scheduling privileges have not
been modified. Also, check that you and the user you are scheduling for are both Licensed users.
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Scheduling for another user (Zoom)

5. Sign in to the Zoom Desktop Client.
6. Click on the Schedule icon.

Schedule

Click Advanced Options.

Check Schedule For.

Choose the user you want to Schedule For from the dropdown menu.
10. Click Schedule to finish, and open up the calendar you have selected.

o N

Set up Waiting Room for a Psychiatrist

Starting September 27, 2020, Zoom will require that all meetings have a Passcode or a Waiting Room
enabled for all licensed accounts. If neither is enabled, Zoom will enable a Waiting Room for your

meetings. Meeting passcodes are already enforced for all basic accounts.

If you already have a Passcode or Waiting Room enabled your settings will remain the same for your
current selection and there will be no change to how you schedule meetings. You can change your

security preference at any time.

The Waiting Room

The Waiting Room feature allows the host to control when participants join the meeting. When
participants join a meeting, they are placed in a waiting room and the host is required to admit them.
As the meeting host, you can admit attendees one by one, or hold all attendees in the Waiting Room
and admit them all at once. Enabling Waiting Room for new or existing meetings does not affect

calendar invitations.
To enable Waiting Room:

1. Sign in to your Zoom profile at the Zoom.com web portal and click on Settings.
2. Under the Security section, activate the Waiting Room function:
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< [OIEA] & httpsy//zoom.us/profilefseting

REQUEST A DEF

zoom SOLUTIONS - PLANS & PRICING CONTACT SALES SCHEDULE AMEETING
Profile Meeting Recording Telephone
Meetings
Security
Webinars
Recordings Waiting Room ()

When participants join a meeting, place them in a waiting room and require

the host to admit them individually. Enabling the waiting room automatically /

disables the setting for allowing participants to join before hast.

Account Profile
Waiting Room Cptions

Reports The options you select here apply to meetings hosted by users who turned
"Whaiting Room’ an
+ Everyone will go in the waiting rcom

Edit Opticns Customize Waiting Room

3. Click on Edit Options to select who you want to admit to the waiting room:

Waiting Room Options

These options will apply to all meetings that have a Waiting Raom, including standard meetings,
PMI| meetings, webinars.

Who should go in the waiting room?
(o} Everyone
Users not in your account

Users who are nat in your account and not part of the allowed domains

Continue Cancel

Participants will see a pop up dialog that says "Please wait, the meeting host will let you in soon."

Please wait, the meeting host will let you in soon.

Molly Parker's Personal Meeting Room

Test speaker and microphone
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Set up a Passcode for a Psychiatrist

Passcodes

Meetings can require passcodes for an added layer of security. If Passcodes are added to new
meetings, the Passcode will automatically be embedded into the meeting link.

IMPORTANT: If you add a Passcode to an existing meeting, calendar invites will need to be resent to

include the Passcode.

To enable Passcode settings:

1. Sign into the Zoom web portal and navigate to Settings.

2. In the Security section, verify that the passcode settings that you would like to use for your
meetings and webinars are enabled.
If the setting is disabled, click the toggle to enable it. If a verification dialog displays, choose Turn

On to verify the change.

Editing a passcode for a meeting

By default, meetings are assigned a random passcode. You can update the passcode to one of your

choosing:

1. Sign in to the Zoom web portal.
2. In the navigation menu, click Meetings.
3. Click the topic of the meeting you would like to update the passcode for.

Upcoming Previous Personal Room Meeting Templates

All Hast v + Schedule Meeting
Today

10:00am - 11:00am Kyle Anderson's Zoom Meeting
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4. Click Edit This Meeting.
5. In the Security section, edit the passcode. You can also enable Waiting Room.
6. Click Save

Editing the passcode for your Personal Meeting ID
1. Sign in to the Zoom web portal and navigate to Meetings.

2. Click Personal Meeting Room.

Upcoming Previous Personal Room Meeting Templates
Details Pol Live Streaming

Kyle Anderson’s Zoom Meeting

nttps://success.zoom. us/)/

3. Click Edit this Meeting.

Upcoming Meetings Previous Meetings Personal Meeting Room Meeting Templates
Topic Molly Parker's Personal Meeting Room
Time Add to [ Google Calendar ] [ [ outiook Calendar Lics) [ © tahoo Calendar ]
’ J

Meeting ID
Meeting Password + Require meeting password
Join URL: & Copy the invitation
Video Haost off

Participant oif
Audio Telephone and Computer Audio

Dial from
Masting Options Enable join before host

Mute participants upon entry
+ Enable waiting room

Record the meeting automatically on the local computer

Edit this Meeting

4. In the Security section, edit the passcode. You can also enable Waiting Room.
5. Click Save.
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Helping the Client Begin their Session in the Zoom Meeting Room

Getting Connected
1. Start the Telepsychiatry Session: You can start the Telepsychiatry session for the client by

logging into the CMH-CEI workstation in the room where the client will be sitting, opening
MS Outlook and accessing the email invitation sent to the psychiatrist:
e Open the email and click the Join Zoom Meeting link:

Hi, Doctor —
Please use this link to access your Telemedicine sessions today.
Med Clinic staff are inviting you to a scheduled Zoom meeting,.

Topic: Med Clinic Telemedicine
Time: Sep 17, 2019 04:00 PM Eastern Time (US and Canada)

Join Zoom Meeting /
https://zoom.us/j/860028676

Regards,

2. A video Preview screen will display. Click on the Join with Video button.

o Video Preview

O Rotate 90°

@ Always show video preview dialog when joining a video meeting /

Join with Video Join without Video
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3. When you are prompted to join with audio, click on the Join with Computer Audio button.

‘ © Zoom 0

Automatically join audio by computer when joining a meeting

4. You will now wait for the psychiatrist to join. Once they join you will see them in the
participant screen. If you do not see the Participants window, click on Manage Participants on
the bottom menu.

g 2’ ul ~ ® @

Invite Manage Participants Polls Share Chat Record

This should bring up the list of participants and you should see the psychiatrist's name in the
list.

5. Once you see the psychiatrist’s name (showing as Steven below), move your cursor to their
name and click More. Then select Make Host:

Participants (2)
Chat

e Josh [Host, me)
N Make Hest
O s C T .
Allcw Record
/' Fename
Rermoye

6. The psychiatrist is now the meeting host. The psychiatrist will Right Click on their view of the
camera and select Request Camera Control. This will create a popup window on the Med
Clinics / support staff end asking to allow them to have control of the camera. Click Approve.
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Camera controls should now display on the psychiatrist’s computer.

7. Verity that both the psychiatrist and client’s monitors are on and displaying correctly. You
may also need to verify the cap is removed from the camera, if it is not, carefully remove the
cap from the camera.

Optimizing Audio - Video
Before leaving the room for the Telepsychiatry session to begin, make sure that the audio and

video are set up optimally.

Volume can be controlled by clicking on the audio icon (which looks like a microphone), and
clicking on Audio Settings. In the image below, the psychiatrist is in the larger image and the
client at the Med Clinic location displays in the smaller image at the top.

© Zoom Meeting 1D: 164-742-935 - (=] X

Adjust the speaker and microphone volume as needed:
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2 settings *

General

Video Speaker Test Speaker Headset Earphone (Plantrenics C320-k  ~

g Virtual Background

@ Recording \

@ Statistics M|cropho|1e Test Mic Microphone (2- HD Pro Webcam C910 ~

Volume: ® o)

Accessibility Input Level: /

Volume: o o— <)

Automatically adjust volume
Use separate audic device to play ringtone

Automnatically join audie by computer when joining a meeting
Always mute microphone when joining meeting
Press and hold SPACE key to temporarily unmute yourself

Sync buttons on headset

Psychiatrist Audio-Visual Controls
In case the Psychiatrist has questions, these are some of the settings they can control:

1. Finding Camera Controls: The camera controls will fade out when not in use on the
psychiatrist’s screen. If they no longer appear in the lower right-hand corner of the
psychiatrist’s screen, the psychiatrist can use their mouse or touch pad to move the cursor into
the client’s video area and the camera controls will reappear.

2. Operating the Camera Controls: For the psychiatrist to zoom the camera in have them click on
the plus sign (+), and to pull the camera back click on the minus sign (-). The camera can also
be adjusted to the left (<), right (>), up (%), or down (v) using the controls in the screen shot
below:
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3. Mute Audio or Stop Video: During the Telepsychiatry session, the psychiatrist can mute the
microphone or stop the video at any time:
a. Mute the Audio: The Psychiatrist can temporarily mute the audio so the client cannot
hear them. To mute the audio, click on the Microphone icon on the left-hand side at the
bottom of the screen:

1.Muted: Client cannot hear the psychiatrist:
[ 4\ W . & ' ~ @ @

Unmute Stop Video Invite Manage Participants Share Chat Record

2.Not muted: Client CAN hear the psychiatrist
LN p & ' : ® @

Stop Video Invite Participants Share Record

Note: if the Psychiatrist mutes the audio during the session, they will need to make sure to
un-mute the audio when the session is resumed.

b. Stop the Video Camera:
1. Video is On: Client can see the psychiatrist:

| I 1 '

Mute Stop Video Invite Manage Participants Share
S

) ./ v 2 2

Mute Start Video Invite Manage Participants Share
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Multiple Telepsychiatry Sessions

When there are multiple Telepsychiatry sessions scheduled over the course of the day, one Zoom
Meeting Room can be utilized for the entire day.

As the same Zoom Meeting Room can be utilized all day regardless of the number of Telepsychiatry
sessions, only one Zoom Meeting Room needs to be created for that day. Multiple clients can be
scheduled for individual Telepsychiatry sessions throughout the day by utilizing the Zoom Meeting
Room scheduled by Med Clinic / support staff.

If there is a significant period of time between Telepsychiatry appointments, you can Minimize and
Mute the Zoom Meeting Room, or you can Leave the Zoom Meeting Room.

Minimize and Mute: This option allows you to keep the Zoom Meeting Room open so you don’t
have to reinitialize the established Zoom Meeting Room or set up multiple Zoom Meeting Rooms
over the course of the day. By muting the audio and stopping the video camera on both the client
and the psychiatrist, neither party will be seen or heard by the other.

1. To minimize and mute at the end of a Telepsychiatry session, both you (on the client station)

and the psychiatrist can mute the audio, stop the video camera, and hide video without
closing the meeting. Do this by following these steps:

1) Minimizing the Zoom Meeting Room screen and then clicking on the down
arrow, microphone and camera icons. It is important to note that, at the end of
the session, if the microphone and camera are not muted and/or stopped, either
party still active in the Zoom Meeting Room will be able to hear and/or see
whatever the microphone and camera pick up. The following sequence of screen
shots shows the microphone and camera as active, as inactive, and as inactive

with the video minimized:

The Zoom Meeting Room screen is minimized, audio is not muted, and video camera is active:
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The Zoom Meeting Room screen is minimized, audio is muted, and video camera is off:

To hide the Zoom Meeting Room, click on the down arrow:

The Zoom Meeting Room screen is hidden, audio is muted, and video camera is off:

i %

L

2. To reactivate the audio and video camera for the next Telepsychiatry session, maximize the

screen, unmute the audio and turn on the video camera:

Expand the screen:

Unmute the audio and reactivate the camera:
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Leave the Zoom Meeting Room: You can opt to leave the Zoom Meeting Room after each
Telepsychiatry session. Using this option will require you to start a whole new Zoom Meeting Room
for each Telepsychiatry session. In addition, Med Clinics / support staff may need to make the
psychiatrist the Host again, and the psychiatrist may need to Request Camera Control again, as
outlined in step 5 on page 14 above.

e To end the Zoom Meeting Room, follow the steps in the next section: Leaving the Zoom
Meeting Room.

e To start a new Zoom Meeting Room for the next Telepsychiatry session, follow the steps
in the preceding sections: Scheduling a Zoom Meeting Room and Starting
Telepsychiatry Session/s in the Zoom Meeting Room.

Leaving the Zoom Meeting Room

The psychiatrist (as Host) can end the Zoom Meeting Room at the end of their Telepsychiatry session,
or at the end of their last Telepsychiatry session for the day. Reminder, if you end the Zoom Meeting
Room between Telepsychiatry sessions, you will need to schedule and restart the Zoom meeting
every time you start a new Telepsychiatry session. See previous section for Multiple Telepsychiatry
Sessions on page 18.

Med Clinic / support staff can choose to Leave Meeting at the end of a Telepsychiatry session, or at
the end of their last Telepsychiatry session for the day.

To leave the Zoom Meeting Room, click on the Leave Meeting label:

o

ommunity
MENTAL HEALTH

CLINTON »
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Click on the Leave meeting button:

) Leave meeting ¥

Do you want to leave this meeting?

I'd like to give feedback to Zoom

Leave Meeting Cancel
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Psychiatrists

One-time Setup on Zoom.com

Setup Steps 1 through Step 4 must be completed the first time you access Zoom to set up your profile.

1. Open Zoom: Open Chrome and go to the URL www.zoom.us.

Q Video Conferencing, Web Confer X =+

<« C 3 @ htipsy//www.zoom.us

2. Sign up for Zoom: Click on the SIGN UP, IT’S FREE button

REQUEST A DEMO 1.888.799.9666 RESOURCES ~ SUPPORT

JOIN A MEETING HOST A MEETING - SIGN IN m

Create a Basic profile at Zoom using your work email address. You will receive a confirmation
link from Zoom to continue with the registration process. Create a password to complete your
profile.

4. Set up your profile:
a) After the screen updates, click on the Go to My Account button

Start your test meeting.

Excellent! Now it's time to start meeting.

Your personal meeting url:
https:/zoom.us/j/8103111823

Start Meeting Now Go to My Account
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b) Customize your settings so that meeting rooms that you set up will have the correct
configuration. It is important to complete this step before scheduling meeting rooms to
ensure that the controls will work properly. Go to the Schedule Meeting section and
turn on:

a) Host video

b) Participants video

c) set Audio Type to Computer Audio
d) Turn on Join before host, and

e) click on Save.

N

PRICING CONTYACT SALES SCHEDULE A MEETING JOIN A MEETING HOST AMEETING » @ seNour
« 23

Meeting Recording Telephone

Schedule Meeting Schedule Meetmg

In Meeting (Basic) Host video () E Modifed  Reset
Start meotings with host video on

In Meeting (Advanced)

Emadl Notification Participants video () Modified  Reset
Start mectings with participant video on, Participants can change this daring the

Other meeting

Audio Type

1 choose Lo use their uter microphone/s

» it them to jus audio types, i

requare that all partsciponts fallow the instructions you

oom audio.

Telephone and Computer Audio
Telephone

© Computer Audio
0y =

— ol €

f) Then scroll down to In Meetings (Advanced), to turn on Far End Camera Control.

Far end camera control (\_.

Allow another user to take control of your camera during a meeting
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Setting up Scheduling Privilege so others can create Zoom meeting rooms for you

Overview:
Scheduling Privilege is designed for you to:

1.

Assign or delegate a user or multiple users in your account to schedule meetings on your
behalf

You can also schedule meetings on behalf of a user (or multiple users) that has assigned you
scheduling privilege

You and the assigned scheduler must have a Zoom license and have been added to our
CMHA-CEI Zoom account

Users with Scheduling Privilege on our account will be able to manage and act as an
alternative host for all meetings.

Setting up scheduling privilege

1.
2.
3.

Sign in to the Zoom web portal.
Click Settings.
Under Other, click the plus sign (+) next to Assign scheduling privilege to.

Schedule Privilege

You can assign users in your account to schedule meetings on your 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 to

No one

| can schedule for

4. Enter one or more email addresses in the window, separated with a comma.
5. Click Assign.
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Assign scheduling privilege

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

P

Va

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

If the user was assigned successfully, they will appear under Assign Scheduling Privilege to.

However, they will need to sign out of the Zoom desktop client and sign in again before they will be
able to schedule for you there.

Schedule Privilege

You can assign users in your account to schedule meetings on your 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 privilegeto 4+
I Max X I

| can schedule for

If scheduling privilege cannot be assigned because the user is not on our CMHA-CEI account or is

not a Licensed user, you will receive an error message.

Assign scheduling privilege

BN

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

Can't find user molly@testemail.com.

The user given scheduling privilege will need to logout of the Zoom client and login again for the

scheduling privilege option to appear.
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Set up Waiting Room

Starting September 27, 2020, Zoom will require that all meetings have a Passcode or a Waiting Room
enabled for all licensed accounts. If neither is enabled, Zoom will enable a Waiting Room for your

meetings. Meeting passcodes are already enforced for all basic accounts.

If you already have a Passcode or Waiting Room enabled your settings will remain the same for your
current selection and there will be no change to how you schedule meetings. You can change your

security preference at any time.

The Waiting Room

The Waiting Room feature allows the host to control when participants join the meeting. When
participants join a meeting, they are placed in a waiting room and the host is required to admit them.
As the meeting host, you can admit attendees one by one, or hold all attendees in the Waiting Room
and admit them all at once. Enabling Waiting Room for new or existing meetings does not affect

calendar invitations.
To enable Waiting Room:

4. Sign in to your Zoom profile at the Zoom.com web portal and click on Settings.
5. Under the Security section, activate the Waiting Room function:

< O & https//zoom.us/profilefsetiing
2 Oom SOLUTIONS PLANS & PRICING CONTACT SALES SCHEDULE AMEETING
Profile Meeting Recording Telephone
Meetings
Security
Webinars
Recordings Witing Room ()

When participants join a meeting, place them in a waiting room and require
the host ta admit them individually. Enabling the waiting raom automatically

disables the setting for allowing participants to join before hast.

Acceunt Profile
Whaiting Room Options

Reports The cptions you select here apply te meetings hosted by users who turned
"Waiting Room' on
v Everyone will go in the waiting rcom

Edit Opticns Customize Whaiting Room
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Click on Edit Options to select who you want to admit to the waiting room:

Waiting Room Options

These options will apply to all meetings that have a Waiting Raom, including standard meetings,
PMI meetings, webinars.

Who should go in the waiting room?
o Everyone
Users not in your account

Users whao are net in your account and not part of the allewed domains

Continue Cancel

Participants will see a pop up dialog that says "Please wait, the meeting host will let you in soon."

Please wait, the meeting host will let you in soon.

Molly Parker's Personal Meeting Room

Test speaker and microphone

Enabling or disabling Waiting Room during a meeting

1. As the meeting host, click Participants.

2. Click More and choose Enable Waiting Room to enable or disable the feature.

yes no go slower Qo faster more Clear a

Invite Mute All More v

Ask All to Unmute
v Mute Participants upon Entry
v Allow Participants to Unmute Themselves
v Play Sound When Someone Joins/Leaves
v Allow Participants to Rename Themselves
Lock Meeting

v Enable Waiting Room
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Admitting participants during a meeting

1. As the meeting host, click Manage Participants.

2. Click Admit to have the participant join the meeting.

1 Waiting Message

Guest 1 (Guest) [ Remove |

Admit all participants from the Waiting Room

1. As the meeting host, click Participants.

2. Click Admit all.

2 Waiting Message Admit all

Guest 1 (Guest) [ Remove |

Guest 2 (Guest) \: Remove :I

Sending participants to the Waiting Room during a meeting

1. As the meeting host, click Participants.

2. Click More next to the participant's name and choose Put in Waiting Room
[ NN ] Participants (3)

. Francis (Host, me) % A
@ Guest 1 (Guest) A |
@ ocuest 2 (Guesy |

Chat
Ask to Start Video

Make Host
Make Co-Host
Rename

Put in Waiting Room

Remove
Report
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Sending messages to participants in the Waiting Room

1. As the meeting host, click Chat.

(J

2. Click the dropdown next to To:

Joe Smith

3. Click Everyone (in Waiting Room):

Joe Smith

« Everyons (in Mesting)
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4. Type and send your chat message to the Waiting Room.

Once the message has been sent, the participants in the Waiting Room will see the message on the

Waiting Room screen:

© Zoom - m} X

Meeting Messages

to Everyone (in Wait ng Room)

Please wait, the meeting host will il admit you in one moment.
let you in soon.

Set up a Passcode

Passcodes

Meetings can require passcodes for an added layer of security. If Passcodes are added to new

meetings, the Passcode will automatically be embedded into the meeting link.

IMPORTANT: If you add a Passcode to an existing meeting, calendar invites will need to be resent to

include the Passcode.

To enable Passcode settings:

1. Sign into the Zoom web portal and navigate to Settings.

2. In the Security section, verify that the passcode settings that you would like to use for your
meetings and webinars are enabled.
If the setting is disabled, click the toggle to enable it. If a verification dialog displays, choose Turn

On to verify the change.
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Editing a passcode for a meeting

By default, meetings are assigned a random passcode. You can update the passcode to one of your

choosing:

1. Sign in to the Zoom web portal.
2. In the navigation menu, click Meetings.
3. Click the topic of the meeting you would like to update the passcode for.

Upcoming Previous Personal Room Meeting Templates
All Hast  ~ + Schedule Meeting
Today

10:00am - 11:00am Kyle Anderson’s Zoom Meeting

4. Click Edit This Meeting.
5. In the Security section, edit the passcode. You can also enable Waiting Room.
6. Click Save

Editing the passcode for your Personal Meeting ID

1. Sign in to the Zoom web portal and navigate to Meetings.
2. Click Personal Meeting Room.

Upcoming Previous Personal Room Meeting Templates
Details Pol Live Streaming

Kyle Anderson's Zoom Meeting

nttps://success. zoom.us/|/

3. Click Edit this Meeting.
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Upcoming Meetings Previous Meetings Personal Meeting Room Meeting Templates

Topic Molly Parker's Personal Meeting Room
Time Add to [ Google Calendar ] [ @5 outiook Calendar Lics) [ © vshoo Calendar ]
’ J

Meeting ID
Meeting Password + Require meeting password
Join URL: & Copy the invitation
Video Host o

Participant oit
Audio Telephone and Computer Audio

Dial from

Nasting Options Enable join before host

Mute participants upon entry
v Enable waiting room

Record the meeting automatically on the local computer

Edit this Meeting

4. In the Security section, edit the passcode. You can also enable Waiting Room.
5. Click Save.

Starting Telepsychiatry Session/s in the Zoom Meeting Room

1. Open the email received from the Med Clinic / support staff.
a. Join the Telepsychiatry session by clicking on the Join Zoom Meeting link:

Hi, Doctor —
Please use this link to access your Telemedicine sessions today.
Med Clinic staff are inviting you to a scheduled Zoom meeting,

Topic: Med Clinic Telemedicine
Time: Sep 17, 2019 04:00 PM Eastern Time (US and Canada)

Join Zoom Meeting /
https://zoom.us/j/860028676

Regards,

Telepsychiatry User Guide




2. A video Preview screen will display. Click on the Join with Video button.

@ video Preview X

O Rotate 90°

R
@ Always show video preview dialog when joining a video meeting /

Join with Video Join without Video

3. When you are prompted to join with audio, click on the Join with Computer Audio button.

‘ ° Zoom = O

L Computer Audio

Join with Computer Audio

Automatically join audio by computer when joining a meeting

4. After you join the Telepsychiatry session, the Med Clinic / support staff will make you the
Host of the meeting. Once you are the Host, right click on your view of what displays at the
Med Clinic / support location and select Request Camera Control:
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& Zoom Meeting = [m] X

Unpin Video

Request Camera Control

5. This will create a popup window at the Med Clinic / support location asking that you be
allowed to have control of the camera. After the staff at the Med Clinic location clicks on the
Approve button, Camera controls will display on your computer.

Operating the Camera Controls: Use the direction controls to move the camera up, down, left
or right, as well as to zoom in or out as desired. Click on the plus sign (+), and to pull the
camera back click on the minus sign (-). The camera can also be adjusted to the left (<), right
(>), up (), or down (v) using the controls in the screen shot below:

| &

When not in use, the camera controls will fade out. If they no longer appear in the lower right-
hand corner of your screen, use the mouse to move the cursor into the client’s video area and
they will reappear.

Optimizing Audio - Video

Before the Telepsychiatry session begins, make sure that the audio and video are set up
optimally. Volume can be controlled by clicking on the audio icon, and clicking on Audio
Settings. In the screen shot below, the microphone icon and Audio Settings option are
displayed in the lower left-hand corner.
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© Zoom Meeting ID: 164-742-935

.

sebect 3 Mrephone

Sebect 2 Speaker

Adjust the speaker and microphone volume as needed:
D settings
General

Video Speaker Test Speaker Headset Earphone (Plantronics C320-h  ~

Virtual Background /

Volume: o [ ] o))
@ Recording \
@ Statistics Microphone Test Mic Microphone (2- HD Pro Webcam C910  ~
a Accessibility Input Level: /
Volume: o o— o)

Automatically adjust velume

Use separate audio device to play ringtone

Automatically join audic by computer when joining a meeting
Always mute microphone when joining meeting
° Press and hold SPACE key to temporarily unmute yourself

Sync buttons on headset

If you need to mute the audio or stop the video camera at any time, click on the microphone
(Mute) and/or video icon (Stop Video) at the left-hand side on the bottom of the screen.
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Verify that both cameras are on and displaying correctly. Your image will display at the top
and the Med Clinic / support location displays in the larger section below. Click on the
Gallery View option in the upper-right corner of your video display to alter the window
display.

Mute Audio or Stop Video: During the Telepsychiatry session you can mute the microphone

or stop the video at any time:

a. Mute the Audio: You can temporarily mute the audio so the client cannot hear you. To
mute the audio, click on the Microphone icon on the left-hand side at the bottom of the

screen:

1.Muted: Client cannot hear you:

‘ 2z \~ W . p > ) 8

Unmute Stop Video Invite Manage Participants Share

2.
3.Not muted: Client CAN hear you:

LN g & '

Stop Video Invite Participants

Note: if you mute the audio during the session, you will need to make sure to un-mute the
audio when the session is resumed.

b. Stop the Video Camera:
1. Video is On: Client can see the psychiatrist:

s - b '

T
Mute Stop Video Invite Manage Participants Share

! A Wl A~ 2= '

Mute Start Video Invite Manage Participants Share Record
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Multiple Telepsychiatry Sessions

When there are multiple Telepsychiatry sessions scheduled over the course of the day, one Zoom
Meeting Room can be utilized for the entire day.

As the same Zoom Meeting Room can be utilized all day regardless of the number of Telepsychiatry
sessions, only one Zoom Meeting Room needs to be created for that day. Multiple clients can be
scheduled for individual Telepsychiatry sessions throughout the day by utilizing the Zoom Meeting
Room scheduled by Med Clinic / support staff.

If there is a significant period of time between Telepsychiatry appointments, you can Minimize and
Mute the Zoom Meeting Room, or you can End the Zoom Meeting Room.

Minimize and Mute: This option allows you to keep the Zoom Meeting Room open so Med Clinic /

support staff don’t have to reinitialize the established Zoom Meeting Room or set up multiple Zoom
Meeting Rooms over the course of the day. By muting the audio and stopping the video camera on
both the client’s and your workstations, neither party will be seen or heard by the other.

1. To minimize and mute at the end of a Telepsychiatry session, both you and the Med Clinic /
support staff can mute the audio, stop the video camera, and hide video without closing the
meeting. Do this by following these steps:

1) Minimize the Zoom Meeting Room screen and then click on the down arrow,
microphone icon, and video camera icon. The following sequence of screen shots
shows the microphone and camera as active, as inactive, and as inactive with the

video minimized:

The Zoom Meeting Room screen is minimized, audio is not muted, and video camera is active:
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The Zoom Meeting Room screen is minimized, audio is muted, and video camera is off:

To hide the Zoom Meeting Room, click on the down arrow:

The Zoom Meeting Room screen is hidden, audio is muted, and video camera is off:

i %

L

2. To reactivate the audio and video camera for the next Telepsychiatry session, maximize the

screen, unmute the audio and turn on the video camera:

Expand the screen:

Unmute the audio and reactivate the camera:
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If the Zoom Meeting Room is set for the day and there is a two hour 10:00 a.m. session and a
two hour 2:00 p.m. session, you could also close Zoom and then re-access the Zoom Meeting

Room later by clicking on the link in the e-mail invitation received earlier.

It is important to note that, at the end of the Telepsychiatry session, if the microphone and
camera are not muted or stopped, either party still active in the session will be able to hear
and/or see whatever the microphone and camera pick up at the other location. In addition,
when you start the 2:00 p.m. session you will have to unmute the microphone and restart the
video camera. If you had ended the Zoom Meeting Room altogether, the Med Clinic / support
staff may need to make you the Host again, and you may need to Request Camera Control

again, as outlined in step 4 on page 33 above.

Ending the Zoom Meeting Room

When the Telepsychiatry sessions are over, you can end the Zoom Meeting Room for all (End
Meeting). Med Clinic / support staff can Leave the Meeting if you had not ended it when closing
Zoom.

;
©) Zoom Meeting 1D 768-185-939 = (] X

& 2 End Meeting or Leave Meeting? X
Community

MENTAL HEALTH To keep this meeting running, please assign a Host before you click Leave
CLINTON + * INGHAM Meeting.

End Meeting for All Leave Meeting Cancel
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Troubleshooting

My video/camera isn't working;:

https://support.zoom.us/hc/en-us/articles/202952568-My-Video-Camera-Isn-t-Working

There is echo in my meeting:

Echo can be caused by many things, such as a participant connected to the meeting audio on multiple

devices or two participants joined in from the same local.

https://support.zoom.us/hc/en-us/articles/202050538-Audio-Echo-In-A-Meeting

Additional Zoom Meeting Room Details:

If additional information is required about specific Zoom Meeting Room detail, click on the
Information icon in the upper left-hand corner of the Zoom Meeting Room screen and additional

details will display:

) Zoom Meeting ID: 768-185-939

My Meeting

Community

MENTAL HEALTH
CLINTON » « INGHAM
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