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Modify or Delete Zoom Meetings

Zoom Meetings: Modify or

Delete

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

WWW.zZzoom.us.

*Note that changes will need to be reflectedin up to 3 places: Cerner (source of truth), Zoom account, and

Outlook calendar (if being used).

Modify Zoom Meetings

1. Go to meetings, selectthe meetingthat needsto be modified, double clickon the blue hype rlink and edit.

e Modify all meeting characteristics. Click Save.

e The Host and the alternative host will receive an automated email from Zoom. However, this email does
not indicate that there has been a modification of the event (so changes might go unnoticed).

e The patient (panelist) does NOT receive a meeting change email automatically from Zoom. The Clerk is
responsible for communicating meeting changes with the patient (i.e. modified dates, times, etc.).

Upcoming Meetings Previous Meetings Personal Meeting Room

Schedule a New Meeting Join a meeting from an H.323/SIP room system

Show meetings by host:  All +

Start Time =

Today

Test 3 - do not reply
04:00 PM Coop

Host Melissa Coo

Meeting Templates

958-2031-9150

WM Get Training

Recently Deleted

Meeting ID

Start Delete

The meetinginformation will display. Click on Edit this meeting.

Delete this Meeting Save as a Meeting Template

My Meetings Edit "Test 3 - do not reply"

Topic Test 3 - do not reply

Description (Optional) Enter your meeting description

When 04/23/2020 m | 400 vl Mo

Duration 1 ~|hr 0~ |min

Alternative Hosts.

Time Zone (GMT-7:00) Pacific Time (US and Canada) v

Recurring meeting

Click Save to confirm modifications to Zoom meeting.

Zoom Meeting_Modify_Delete _V3 April 29,2020

w Start this Meeting

joelle.pellegrin@phsa.ca

.

Page1l]|5


http://www.zoom.us/

CHILD 3

Provincial Health S .
HE‘A‘I‘.'I'I‘-I“nc Q ' Serv_ices.Authqrity Zoom Meetings: Modify or
save@foods S e Kesaion, Delete

e Anew .ics(Outlook calendar) file is created for the modified event, which will have to be resent to
provider, alternative hosts, and patient. The clerk will need to click on the outlook file to download the
.ics file. Openthe .icsfile that appears on the bottom left of the screen. Save the .ics file to your

calendar before “inviting attendees” / forwardingit. You can indicate that the eventhas been modified
whenyou send the .icsfile.

If also usinga genericclinicoutlook calendar, see the Quick Tip guide to manage a generic clinicoutlook
calendar.

This is the new .ics file which is

;‘E =] . ¥ | = Test 3 - do not reply - Meeting i .
File Meeting Insert Format Text Review generated When any meetlng IS
& calendar =D [ [&l Address Book =] O r mOdIerd.
=t = wf— = Il Busy -
Ix i) Forward ~ ‘fl r:J| Kk} ﬁl 8, Check Names @1
Delete Appointment|Scheduling Skype Cancel 5 _ & 10 minutes M . . .
‘i?: . B o | Weeing | ivalion €4 Sesporce Optirs — - Please modify the subject line /
A w ype M... Attendees Options
@ Invitgie & Leen sent for this meeting. n the meetlng bOdy to reﬂeCt
that there has beena
sﬁ Virtupl Health Visit Dr. P with LW changed time modification.

Location: https://phsa.zoom.us/j/958203191507 pwd=VEthOWSHSVZIWmZaM|ZSbUNIVUNaZz| Rooms...

Start time: Thu 4/23/2020 > | | 400 PM - I:‘ All day event

End time: Thu 4/23/2020 ¥ |5:00 PM v

You are invited to a Zoom virtual health visit.

»

Join meeting
https://phsa.zoomus/j/958203191507pwd=VEthOWSHSVZiWmZaMjZ5SbUNiVUNaZz09

Note: This link should not be shared with others; It is an unique link created for you.
Password: 946346
One tap mobile

+17789N72071_95820219150# Canada 3
In Shared Folder: 3 Calendar
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. . . . Select Attendees and Resources: Global Address List
From the TO line, you can send the .ics invite

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

to the patient and the providers at the same Go | Global Address List - Joelle.Pellegrin@phsa.c v  Advanced Find
i Name Title Business Phone Location Department E-mail ,
time.
&, #RHS - 2 South Staff #RHS-2
. . . #RHS - 3N S staff #RHS-4
e Insertthe patient emailon the TO line e e s
. . & #RHS - AAA Test Group #RHS-A
and then click the TO button. This opens @ #RHS - ACUTE CARE ELD... #RHS-A
. . & #RHS - Acute Care Man... AcuteC
active directory and you then search for & #RHS - Acute Care Tea... RHSAC
. ) & #RHS - Acute Social Wo... #RHS-A
the provider(s) involved. S #RHS - Admin On Cal RHS-0n
& #RHS - AMBULATORY C... #RHSAI
e Place the provider(s) on the Resources £ #RHS - Bed Capacity #RHS-B
&, #RHS - Bed Control Staff #RHS-B
line. The provider’s emails will be 5 #RHS - BIRTH CENTRE #RHS-B
&, #RHS - CARDIO CLERKS #RHS-C
H H & #RHS - Cast Clinic Group RHS-Ca
hidden. Once email addresses have been o e oo Loy .
entered. Click OK. Say NO to the popup. @ #RHS - CHILD HEALTH C... RHS C
< | 1
patientemail@gmail.com
Optional ->
< Resources -> op, Melissa [CWBC]; Pellegrin, Joelle [PHSA’
,@| H@9 0 «» » \: Test 4 - do not reply time change - Meeting — @ 2
File Meeting Insert Format Text Review [~} e
@ calendar :L_:J’\'L) @_ ﬁ i Address Boaok B sy . ¥ Recurrence i3] ‘_{
% Forward - St 8, Check Names @ Time Zones 1
Delete Appaintment|Schedulin Skype Cancel 2 i - Categorize Zoom
8] onenote i Asswstantg Mek:f:jing Invitation 3 Response Options = B 10 minutes [#p Room Finder g' 4
Actions Show Skype M... Attendees Options ] Tags Zoom
@ Invitations have not been sent for this meeting. Boomrdey v
Adjacent to another appointment on your Calendar. 4 April, 2020 » i
T patientemail@gmail.com Coop, Melissa [CWBC);  Pellegrin, Joglle [PHSA] | Su Mo Tu We Th Fr Sa
. = o - - - - 12 3 4 |=
Clle Send — Subject: [Vlltubl Health Visit Dr. P with LW changed time | ARERREE
Location:  |https://phsazoom.us/j/958203191507pwd=VEthOWSHSVZIWMZaMZSbUNIVUNaZZ) ~ | | Rooms.. D3 EHR BEAL BTo] ) PR B

19 20 21 22 [23] 24 25

26 27 28 29 30
Start time: | Thu 4/23/2020 - | | 400 PM v 1 All day event
End time: Thu 4/23/2020 | |5:00 PM - |:| i
Good D Fair

. Poaor

B : . B : E; Choose an available room:
This Zoom virtual health visit has been changed. The start time is now at4:00 PM N
- one
You are invited to a Zoom virtual health visit. 3
Join meeting
https-//phsa zoom us/{/958203191507pwd=VEthOWSHSVZiWmZaMjZ5bUNiVUNaZz09
Can’t join by computer or mobile device? Join by telephone: 4

3 ted ti :
In Shared Folder: FQ% Calendar uggested times

[P R s

2. Finally, you must cancel the .ics outlook calendar invite that was originally sent to host, alternative host and patient.
Only have the correct outlook calendar invite present in everyone’s outlook calendar.
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Deleting a Zoom Meeting

1. Zoom meetings need to be deleted from the web browser www.zoom.us. Clerks must also send a cancellation of
the .ics outlook calendar invite (if applicable).

Upcoming Meetings Previous Meetings Personal Meeting Room Meeting Templates WM Get Training

Schedule a New Meeting Join a meeting from an H.323/SIP room system Recently Deleted

Show meetings by host:  All

Start Time = Topic = Meeting ID

Today Test 3 - do not reply 958-2031-9150 Sta
04:00 PM Host Melissa Coop

Delete Meeting Deleting the meeting sends an email to the host and alternative host.

You can recover this meeting within 7 days from Recently Deleted.
Topic Test 4 - do not reply . .
Zoom meeting is canceled - Test 4 - do not reply Hi joelle Pellegrin,
Schedule For Melissa Coop
Time Apr23,202005:00 PM 1 hr Zoom <no-re ply@ ZOOM.US> joelle Pellegrin (joelle.pelleqrin@phsa ca) canceled the meeting below.

© Click here to download pictures. To help protect your privacy, Outlook prevented automatic dows Meeting Topic:  Test 4 - do not reply

Mon 4/27/2020 8:55 AM Meeting ID. 958 2031 9150
Cancel
m ® Pellegrin, Joelle [PHSA] Meeting Time Apr 23, 2020 05:00 PM Pacific Time (US and Canada)

2. The Clerk needs to find the original .icsfile (outlook calendar invite) sent to host, alternative host and patient. Cancel
this outlook calendarinvite. From your Calendar, double click on the zoom meeting to be cancelled.

0/ 4 B-is [ESTenasrTootE | Calendar - Joelle Pel
File Home  Send/Recewe  Folder  View  Adobe POF Meeting
scum N an 3 9 @& ~ ] 2 Prvate
i ead v X Show As: [l Busy - .
~ * Sol g*‘ * i3 o o Y High Import
Open  Cancel Forward OneNcte Add o Tracking & Reminder: None . Recurrence  Categorize
Meeting . $ lowimport
< Aapril 2020 b S
SuMo TuWe Th Fr Sa « Apr|| 27, 2020
I 1.2'3 4
27
5 67 8 9101

12 15 14 185 16 17 18
1920212232425
x[jm»n

4 V| My Calendars
/| Calendar

g% Test virtual health visit Or.P and MM
Team: Johnson, Kit [CWBC] E bt hsa zocm.us/y 77p ¥ 209

A || Shared Calendars
10% Virutal health needs Dr. Kishore + team
Cave, Nicoke Skype Meeting: Pellegrin, Joelle [PHSA)

Cave, Nicole

Shirley. Deirdre 11%

Lt

Simes. Loma
Johnson, Kit 12Pm
Kenny, Barb

CW Simulation

1% Virtual Training : Daily Check/in (Kit J/Joelle P/Mel C): Skype Mesting: Johason, Kit [CWEC
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:g‘ H9 ¢+ 9|5 Test virtual health visit Dr.P and MM - Meeting

m Meeting Insert Format Text Review
Clicking on the Send Cancellation, will cancel

Bl cerciac ﬁ £ (?E B show As: [ Free - ‘9 J,
i i &3 Forward ~
this zoom meeting event from all of the o Il sove | o Reningec /o ] mieie ) Wb
P ’ OneNote Assistant Meeti Finder v
invitees’ calendars. T geting Zones
Actions Show Skype Meeting Options
© The cancellation has not been sent for this meeting. Click Send Cancellation to update meeting attendees.
Too ~ patientemail@gmail.com ® Coop, Melissa [CWBC]; @ Pellegrin, Joelle [PHSA]
Send Subject: irh‘est virtual health visit Dr.P and MM
Cancellation -
Location: https://phsa.zoom.us/j/95489302517 ?pwd=NERLWmtNdTdrTytHNDJoM1p3UDd3Zz09
Start time: | Mon 4/27/2020 v 19:00 AM v | [] All day event
Endtime: | Mon 4/27/2020 ~ | [1000 AM -

You are invited to a Zoom virtual health visit.

Join meeting

hi

://phsa.zoom.us/j/954893025172pwd=NERL WmtNdTdr TytHNDJoM1p3UDd3Zz09

Can’t join by computer or mobile device? Join by telephone:
+1 778 907 2071 Canada Toll or 1855 703 8985 Canada (Toll-free)

Meeting ID: 954 8930 2517
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