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For Patients To Do BEFORE the Telehealth visit:

The video conferencing platform St. Peter’s Health uses for Telehealth visits is called Microsoft
Teams. As a participant in the visit, it is industry standard best practice to plan for a successful
joining to the Telehealth visit. This document discusses how to do that.

Step 1: Choose what device you plan to use.

You can join the visit from:

e Your home computer (If you have an older browser, make sure it is
supported in this list of Browsers. If you are using a Mac, Safari is not
supported but Edge and Chrome are.)

e Your cell phone

You need to make sure that the device meets the requirements. It needs to have:

e Speakers/microphone OR a headset/earbuds with a mic
e Access to Internet
e A webcam

Step 2: Choose where you plan to use the device.
Consider the Internet quality/quality of your WiFi signal/cell service signal:

e [f you are attending the visit from home, make sure others in your
household aren’t streaming audio or video, playing Xbox, etc.

e Make sure you have plenty of signal bars if you are joining via your
cell phone or wirelessly via your computer

Step 3: Practice accessing the visit with the device:

» Accessing from your home computer
e Go to https://www.sphealth.org/telehealth
e Find your provider
e C(lick Go to Provider Profile >> beneath your provider’s photo
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Go to Provider Profile >>

e Click Click for Virtual Visits

CLICK FOR VIRTUAL

-‘ VISITS

e Click @ next to Review Terms to review the terms
e Then click the Agree & Enter Waiting Room button below the list of
terms

Agree & Enter Waiting Room

e This screen may flash for a moment before you are automatically
taken to the waiting room screen. There is nothing you need to do
here.

Download the Windows app
¥ Use the desktop app for the best experience.

How do you want to join @  Continue on this browser
your Teams meeting? No download or installation required.

* Open your Teams app
Already have it? Go right to your meeting

e [f this is the first time you have used Teams in your browser, you will
get a screen that asks if the browser can have permission to use your
camera and microphone. Click Allow.

o NOTE: If you get this prompt and you join the visit right
away, your camera/mic/speakers still may not work. If
that is the case, leave (hang up) the visit and then re-enter
your provider’s waiting room.
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For quick access, place your fave S ET Other favorites

teams.microsoft.com wants to

LQJ Use your microphone

Block

Select Allow to let Microsoft Teams use your mic and

X Use your camera

camera for calls and meetings on this browser.

When you do, we'll turn your devices on for a moment to set them up.

For a better expenence download the desk

e Enter your full (legal name) and date of birth. Since you are just
practicing, DO NOT click Join now. Instead, X out of (close) the
browser tab or window to cancel joining the visit.

o NOTE: If you use Teams for work and you happen to be
signed in, you will not be prompted for your name. It will
use your signed in name.

Page 3|13



‘:‘ St. Peter’s Health

Choose your audio and video settings for

Meeting now

Enter name | Joir now I

[ ] @ U] [ ) @ Devices

Other join options

c4f) Audio off

— O
ﬁ ® Meeting | Microsoft Teams =

O @ ) https//teams... < ¥5 signin &) o

For quick access, place your faverites here on the favorites bar. Manage... F7] Other faverites

» Accessing from your cell phone
¢ If you haven’t already, download the Teams app on your Android
or Apple phone. Instructions are located in Appendix A.
e Go to https://www.sphealth.org/telehealth

e Find your provider
e Click Go to Provider Profile >> beneath your provider’s photo

Go to Provider Profile >>
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o Click Click for Virtual Visits. NOTE: Scroll all the way down to the
bottom of the page to find this button.

e Click @ next to Review Terms to review the terms
e Then click the Agree & Enter Waiting Room button below the list of
terms

Agree & Enter Waiting Room

e The Teams app launches. Tap Join as a guest.

< safari all & 4:11PM )

Microsoft Teams

Meeting time!
How would you like to join?

‘ Join as a guest

Sign in and join

e Enter your full (legal name) and date of birth. Since you are just
practicing, DO NOT tap Join meeting. Swipe up to close the Teams

app.
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Type your name, then select
Join meeting.

Peter Rabbit 07-04-1776

Step 4: Conduct a test on the device you choose to use.

This section discusses how to check your speaker, microphone, and webcam are functioning
properly for your Telehealth visit.

NOTE: You do not need to do this if you plan to join the meeting from your phone as most
phones have a working camera/speaker/microphone.

1. In Windows 10 there is a camera app and a recorder app. If you can see yourself when
you launch the camera app, your webcam is working. If you can record your voice and
play it back successfully, your microphone and speakers are working properly.

0O ] Filters ~v° |

O ot Filters ~v
Best match
Best match
{0
staclWinslewE Store app o
‘ (] Voice Recorder
Settings Trusted Windows Store app
[B] Camera privacy settings
Apps >

A= Use the camera to create an account
picture 1] Steps Recorder

Folders
[ Camtasia Recorder 2020

Camera Roll - in Pictures

Camera Roll - in My Pictures

L
o >

i

O recorder|
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Let Windows Voice Recorder access your micro phone?

Let Windows Voice Recorder access your
microphone?

To change this later, go to the Settings app.

=) =]

2. If you do not have Windows 10, you can perform a self-test on the Internet via this link,
https://tokbox.com/developer/tools/precall/

To join the Telehealth visit:

Step 1: Five minutes BEFORE the Telehealth visit, access the visit the same way
you practiced in Step 3 above

Step 2: This time, go forward and join the visit

» Accessing from your home computer
e In the Join screen, provide your full (legal) name and date of birth,
make sure your video and microphone are turned on, then click Join
now

Choose your audio and video settings for

Meeting now

Join now

Other join options

&) Audio off
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e You will be asked to wait in the lobby until your provider is ready for
your visit and lets you in from the lobby

When the meeting starts, we'll let people know you're waiting.

If you're t er or the te came from yo

£93 Devices

o When the visit starts, the image on your browser will change, except
you will see your provider instead of the birds

‘ @ ® Meeting|Microsoft Teams x| + - al 2
& O @ & https//teams.microsoftc... & % 3= signin (&) g
For quick access, place your favorites here on the favorites bar. Manage favorites now EJ Other favorites

e When instructed by your provider, leave the visit by clicking the red
hang up button. Then, close your browser tab or window.

Page 8|13



4

? St. Peter’s Health

j @ @ Meeting| MicrosoftTeams x|+ = o X
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For quick access, place your favorites here on the favorites bar. Manage favorites now 1 Other favorites

‘ W e Meeting|MicrusoﬂTeams®—|— - =
O @ Oy https;//teams... O 0

For quick access, place your favorites here on the faverites bar. Manage... E1 Other favorites

» Accessing from your cell phone

e If you are attending via your phone, here is the procession of screens
you will see on your phone after you tap Join meeting:
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< Meeting

Type your name, then select
Join meeting.

Peter Rabbit 07-04-1776

Connecting... Hello Peter Rabbit 07-04-1776,

Someone in the meeting should let you
in soon.

iPhone

Y Q) e w Yy Q)

e If you are asked for access to your microphone or camera after you
click Join meeting, click OK

| — —— — =

“Teams" Would Like to
Access the Microphone

Microsoft Teams needs to use your
microphone so others can hear you on
acall

Don‘t Allow OK

¢ Once the provider lets you into the visit, this is what your phone will
look like. Close the “You’re joined as an attendee” bar. IMPORTANT:
Make sure your camera and microphone icons don’t have a slash
through them, which means they are OFF. Tap the icon to remove
the slash and turn it ON. NOTE: If you don’t see the meeting control
bar with the icons, tap on the screen to get the meeting control bar to
appear.
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Telehealth visit with Dr. Clark a
00:22

Telehealth visit with Dr. Clark

0o
<o 00:55

(@ You're joined as an attendee.

w)(Z) D e LR

Jennifer L.

Jennifer L.

NOTE: The video preview does not have an accurate zoom level. You
will appear much closer to your provider than the preview shows.
Therefore, it is recommended you place your phone 3 feet away.
Since this is longer than your arm reach, you will need to prop it up
against something to accomplish this. This will also stabilize the
image nicely for your provider.

When instructed by your provider, leave the visit by clicking the red
hang up button. X out of (close) the call quality window (feel free to
provide a rating first). Tap Exit in the Exit Meeting message. Swipe
up to close the Teams app.
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Telehealth visit with Dr. Clark
00:14

@ You're joined as an attendee.

Telehealth visit with Dr. Clark
Call ended

How would you rate the
quality of this call?

A e e e B g

Learn about Teams Rejoin

Telehealth visit with Dr. Clark
i

Call ended

How would you rate the
quality of this call?

Exit Meeting

Once you exit this meeting, you will not
have access to the chat history

Cancel

Learn about Teams Rejoin
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Appendix A — Installing the Teams Mobile App
Step 1: Visit your app store

il Tigob < L€ 10:20 AM L
< search

Microsoft Teams
@  Hubforteamwork
@ U}

4.8 %k Kk k 3 4+

What's New Version History
ersion 2.0.3 T ago
Bug fives and performance impravements

Preview

Chat prvately
ormarep

Step 2: Search for ‘Microsoft Teams’
Step 3: Download. It is a free app.

Step 4: You DO NOT need to sign in. You can close the
app for now.

NOTE: When you enter your provider’s waiting room,
there are two options: Join as a guest and Sign in and
join. Click Join as a guest to bypass the sign in.

< safari all & 411PM -

Microsoft Teams

s te
A .
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Meeting time!
How would you like to join?

il T-Mobile LTE 10:21 AM 7 @ 80% @™

Microsoft Teams

Welcome to Microsoft Teams!
A happier place for teams to
work together.

‘ Sign up for free ]
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