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Modify or Delete Zoom Webinars

All modifications to Zoom webinars, or deletingZoom webinars, must occur through the web browser at

WWWw.zZoom.us.

*Note that changes will needto be reflectedin up to 3 places: Cerner (source of truth), Zoom account, and
Outlook calendar (if being used).

Modify Zoom Webinar

1. Fromthe Zoom web browser, go to Webinars, selectthe webinarthat needsto be modified, double click
on the blue hyperlinkand edit.

Upcoming Webinars Previous Webinars Webinar Templates W Get Training

Schedule a Webinar

Show webinars by host:  All ~

Start Time Webinar ID

Tomorrow (Recurring) 991-3837-0772 Start Delete

12:30 PM
12:30 PM Vancouver

The original ZOOM webinar appears, and there is the opportunity to edit this webinar:

Webinar Options v Q&A
Enable Practice Session

Only authenticated users can join

Edit this Webinar Start this Webinar

Save this Webinar as a Template

Modifying the webinar, there will be an email sent to the host and alternative host. Note that the email does not list
that the meeting has been modified, but zoom only generally invites them to a meeting. Patientsare not automatically
informed of the modification to the Webinar (see #3).

2. Any modifications will create a new .ICS file (outlook calendar) which will have to be resent (if applicable)
to provider, alternative hosts, and patient (if your clinicis sending outlook calendar invites to the patient).
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A new .ics (outlook calendar) file is generated, andthe
clerk should email the .ics file tothe host and alternative
hosts. They should indicate that the event has been

changedto a different time/date (in the subject line or in
the body of the .ics email).

3. Notify patient of appointment changes

Zoom Webinars: Modify or
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Cancel 4 10 minutes
®] OneN t  Meeting Invitation &3 R
© Invitations have not been sent for this meeting.
To.
Send Subject: Vim.‘al Health Visit Dr. P with LW changed time
Location: m. pwds= JNIVUNaZz| ~
Starttime: | Thu 4/23/2020 ~ |a00PM - Al day event
€ndtime: | Thu 4/23/2020 > |500PM

You are invited to a Zoom virtual health visit.

Join meeting
hitps://phsa zoom us/j/958203191502pwd=VEthOWSHSVZiWmZaMjZ5bUNiVUNaZz09

Note: This link should not be shared with others; It is an unique link created for you.

Password: 946346

Itis important to note that there is NOT an email that is sent automatically to the patient (Panelist in a Zoom

Webinar).

a) Tobe able to inform the patient that the zoom webinar has changed, go into Invite Panelists. Click Resend
to email the new invite to the patient. Click Save. Note that the patient receives a new invite for a zoom
webinar. There is no indication that there has been a change.

b) The clerk should also email the patient separately highlighting the modification.

Panelists

Invite a person or a Zoom room as a webinar panelist

Name Email/Zoom Rooms

joelle Pellegrin (Alternative Host) joelle.pellegrin@phsa.ca

Ip joellemarie.pellegrin@gmail.com Resend

Add Another Panelist

¥ Send invitation to all newly added panelists immediately
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Delete Zoom Webinar

1. Fromthe Zoom web browser, go to Webinars, selectthe webinarthat needsto be deleted, clickthe Delete
button.

ZOO’ l l SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN AMEETING HOST A MEETING ~

Profile Upcoming Webinars Previous Webinars Webinar Templates W Get Training

Meetings

.

Show webinars by host:  All

Recordings

Settings Start Time = Topic = Webinar ID

Account Profile Today booking test 1 - do not reply 980-2733-5692 Start @
10:00 AM {ost Melissa Cc

Reports

When you select Delete, anemail message gets
automatically sent to the host and alternative host:

Delete the Webinar

You are permanently deleting the webinar. The action cannot be undone.

Topic booking test 1 - do not reply Hi joelle Peliegrin,
Zoom webinar is canceled - booking test 1 - do not reply  joslie Peliegrin (joalle pellegrin@phsa ca) canceled the webinar below
Zoom <no-reply@zoom.us> Webinar Topic booking test 1 - do not reply
© Cick here t " . Aroar ook revebid okl
F Webiner 1D 980 2733 5692
Delete Cancel Wed 4/22/2020 929 AM
# Pellegrin, Joelle (PHSA) Webinar Time.  Apr 22, 2020 10.00 AM Pacific Time (US and Canada)

2. Find the Outlook calendar invite (if applicable) and Cancel the invite. *Read step #3 below if included patient in the
Outlook invite.

0lld v B-is |ie Calendar - Joelie.Pel Ba N = Test virtual health visit Dr.P and MM - Meeting
il Home  Send/Receve  Folder  View  Adobe POF _File. Meeting | Insert  FormatText  Review
— a3 te) 3 '™ 51} " - p— al
2 9 8 e} « I = & Culenda B = @— B showas: [ Free . Q i j
OneNcte A Tracking & ¥ Forward - oo o
Opé e, Bt 0l - 9 @ Reminder: None = Appointment|Scheduling  Skype & Reminder: [None . Time Categori
i - i) OneNote Assistant Meeting Zones -
« Apeil 2020 b 8 7
SuMo TuWe Th Fr Sa <« » April 27, 2020 © The cancellation has not been sent for this meeting. Click Send Cancellation to update meeting attendees.
1234
5678 910n 27 . To. patientemail @gmail.com al.com; @ Coop, Melissa [CWEC]; # Paliegrin, Joelle [PHSA]
1213141516 17 15 =3
530 2123 226 25 i} se;g‘ Subject [rest virtual health visit Dr.p and MM
Il Cancellation
2|2 > 3 Location: i 77pwd=NERL Ty J0d32209
am
4] My Calendars 8 Start time: | Mon 4/27/2020 - |900 am ~ | [7] Al day event
7| Calendar End time: Mon 4/27/2020 ~ | 1000 AM
00 [ Test virtual heaith visit Dr.P and MM
Team: sohnson, KA [CWBC]
o needs Dr. Kishore + team
Cave, Nicole 10™ | e Meeting: Peegein e Presa)
Cave, Nicole = Join meeting
R 11 https://phsa zoom.us/j/954893025172pwd=NERLWmtNdTdr TytHNDJoM1p3UDd3Z209
Simens. toma
Johnson, Kit 12°" Can't join by computer or mobile device? Join by telephone:
Keany, Bart +1 778 907 2071 Canada Toll or 1855 703 8985 Canada (Toll-free)
CW Simulagion 10 | Virtual Training : Daity Check/in (Kit J/Joelle P/Mel O): Skype Meeting: Jobason, KA [CWEC

. Meeting ID: 954 8930 2517

3. Notify patient of cancelled appointment.
Thereis NO email thatis sent to the patient that the webinar has been deleted. There are two options:

a) Email the patientseparately highlighting the modification, or
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b) Include the patientemail on the outlook calendar invite cancellation and ensure that you have
hiddenthe clinician’semail. Add an explanationinthe email body.

Select Attendees and Resources: Global Address List

To hide clinician’s emails:

Search: @-Name only ‘___‘Mure columns  Address Book

Go Global Address List - Joelle.Pellegrin@phsa.c + Advanced Find

From the TO line on a calendar

| Name Title Business Phone Location Department E-mail s

appointment' you can send the .icsinvite to

& e orarmontt e the patient and the clinicians at the same

& #RHS - AAA Test Group #RHS-A . L. , . . .

& #RHS - ACUTE CARE ELD... #RHS- time. The clinician’s emails will be hidden.

% #RHS - Acute Care Man... AcuteC

@ #RHS - Acute Care Tea... RisA Insert the patient emailon the TO line and

& #RHS - Acute Social Wo... #RHS-A

& #RHS - Admin On Call RHS-On H H H

e AmLaTomy C.. o then click the TO button. This opens active

) - Bed Capadi - .

& s ned Control taft i directory and you then search for the

i #RHS - BIRTH CENTRE #RHS-B ... .

% #RHS - CARDID CLERKS srs-C clinician(s) involved. Place themon the

@ #RHS - Cast Clinic Group RHS-Ca .

@ #RHS - CFH Leadership #RHS-C Resources line.

&5 #RHS - CHILD HEALTH C... #RHS-C

‘T““““*’"""’"" e LiL} S

loellemarie pellearn@gmailcom Once email addresses have been entered.
patientemall@gmail.com Click OK. Say NO to the popup.

- Coop, Melissa [CWBC]; Pellegrin, Joelle [PHSA]
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