AllWays on Teams
Appointment Manager Quickstart Guide

June 2020 HEALTH PARTNERS

cllwcqs**

A MEMBER OF II 'IE
HEALTHC ARE




Step 1

Go to http://teams.microsoft.com/.

NOTE: If your practice already has a Teamslicense, you should open a private browser
window to use this virtual visit platform in Teams. This will ensure that you are not logged
into two different Teams account at once. Here are tips for opening a private window
in any browser.
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http://teams.microsoft.com/
https://lifehacker.com/start-any-browser-in-private-browsing-mode-5530828

Step 2

We sent your username
and password in separate
email. Yourusername is an
email address.

B® Microsoft

Sign in

Email, phone, or Skype

No account? Create one!

Enter your username. Enter
your .I.empor(]ry pOSSWO[’d. Sign-in options
Click "next."
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Step 3

B® Microsoft

You will be prompted to
update your password.

@allwaysprovider.org

Update your password

O n C e YO U : V e e n Te re d Th e You need to update your password because this is
~ . o a the first time you are signing in, or because your
required information, click password has expired.

“Si g n i n g Current password

New password

Confirm password

Terms of use  Privacy 8t cookies
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Step 4

You will need to verify your
contact information
before you log into the

S e rV I C e . Your organization needs more information to keep

BE Microsoft

1@allwaysprovider.org

More information required

your account secure

ClICk “NeXT” TO Conhnue. Use a different account

Learn more

Terms of use  Privacy & cookies - - -
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don't lose access to your account!

To make sure you can reset your password, we need to collect some info so we can verify who you are. We won't use this to spam you - just to keep your account more
secure. You'll need to set up at least 2 of the options below.

Ste p 5 A Authentication Phone is set to Werify

o Authentication Email is not configured. Set it up now

cancel

Follow the steps
to authenticate
your information
and set up
password reset
self-service
options.
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Step 6

Next you will be asked if

you want to stay signedin.

If you are in a private
browsing window, this
feature will not work.

B® Microsoft

@allwaysprovider.org

Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

' Don't show this again
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Note:

Every 90 days you will be
prompted to update your
password. A pop up box
will appear when you log
in. Follow the instructions
and click “signin.”
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B Microsoft
imatcovichPallwaysprovider.ong

Update your password

You need to update your password becsuse this =
the first time yOou are SigNNg in, or because your
password nas expired

k}.:'r:‘r.: password

New password

Conbem passworg

-

Terms cfuse  Priacy & cocldes



Step 7

Now you'reready to
download the Teams app.
This will only take a minute.

For the best experience, we
recommend downloading
the app to your device
instead of using the web

app.

In addition, clinicians should
use a tablet or a mobile
phone to download the app.
This will ensure they have all
the necessary functionality,
including a microphone and
camera.

Microsoft Teams

Download the Teams desktop app
and stay better connected.

Get the Windows app ’

Use the web app instead

Legal Privacy and Cookies @ 2020 Microsoft
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Microsoft Teams Search or type a command

Bookings

@

E Bookings Schedule About

You will see this screen.
Click "get started.”

Welcome to Bookings
Simplify how you schedule and manage appointments.

&
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Step 9

Teams willwalk you
through a quick
tutorial.

For security purposes,
some features and
apps may not be Bring your team together N

1 Create a collaborative workspace for your team and let anybody join, or keep it private.
available. pace for y ybody j pitp

Use channels to organize activity by topic, area, or anything else.
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Microsoft Teams Search or type a command

Bo:fngs B Bookings Schedule About

1
Step 10
The user Odmlnls_l_rg_l_orw'” Add a business or select an existing one
have set up the business S
already. Join the practice
by selecting “Existing -
Business” and searching for I
the practice name

) Cancel
Apps
;
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Microsoft Teams Search or type a command

LS
il ) u Bookings Schedule About
Sookings
LY
s

S'l'ep 1 1 S Addstat ¥ o

That's it. You're in! If
you don’'t see this
screen, clickon the
Bookingsiconin the
upper left.
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Booking an appointment




Microsoft Teams Search or type a command

B-)D‘Ti‘ngs n Bookings Schedule About
@
¢ > Friday, March 20,2020 v  Example Care Center v o Addstaff Y
(Aihn's_ IC-||J INC i’ohn
2FPM
. The user administrator
and appointment
. managers will be able
to see everyone'’s
7pM calendar
8 FM
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Microsoft Teams Search or type a command

n Bookings Schedule About

slllep 2 ( + Newbooking ) JCHEEEECY SENGEES

There are two ways to
start an appointment.
You can clickdirectly
into a clinician’s
calendar or you can
clickthe “new
booking” button in the
top right

NOTE: If you book by

clicking the calendar,
© you will still be able to
adjust the time later.
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L
-
Ecokings

@

Calendar

Microsoft Teams Search or type a command

u Bookings Schedule About

Initial consult ~

@ Example Care Center

& Patient first name Patient email Patient phone number

D Attendees have consented to email communication. Learn more

3/20/2020 3:00 PM ~ - 3/20/2020 & 3:30PM v 30m
& o HIINC X
@

Add a note (internal use only).

[l Add an email reminder

To attendee 1 day prior Va

= =k

To staff 1 day prior Vi
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Step 3

Thisis the screentfo
create an
appointment.

Clickthe appointment
type in the upper left.
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Microsoft Teams Search or type a command

Bo:fngs n Bookings Schedule About
Step 4
e Initial consult ~ e Close
itial consult ~" ire Center p
Use the dropdown
Attendees have consented to email communication. Learn more m e n U -I-O S e | e C-I- O n e Of
3/20/2020 5:00PM  ~ - 3/20/2020 5:30PM 30m -I-h e q ppO| n-l-m e n-l- -I-ype
g @ wic x templates you have
already created.
®
See our Creating
~ Add a note (internal use only). Ap pointment Typ es
guide for more
information.
[] Add an email reminder
To attendee 1 day prior VT
To staff 1 day prior VT

iIQ i®
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Microsoft Teams Search or type a command

u Bookings Schedule About

Primary Care Virtual Visit -

B Send From: @ Example Care Center

@xample example@email.com 555-555-5555 >

Attendees have consented to email communication. Learn more

3/20/2020

& o HIINC X

3/20/2020

Add a note (internal use only).

[l  Add an email reminder

=k

To attendee 1 hour prior Va
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Step 5

Fillin the patient’s required
information: name, email
address and phone
number. It says patient first
name in the field, but you
can include the fullname
so the clinician can identify
the patient from the
meetinginvite.

NOTE: To send appointment
notifications, you MUST click
“Aftendees have
consentedto email
communication”

19
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Microsoft Teams

u Bookings Schedule About

Primary Care Virtual Visit -

Search or type a command

B Send From: @ Example Care Center

E Patient Example

Attend eeg it

3/20/2020

example@email.com 555-555-5555

O emal

5:00PM ~

communication. Learn more

- 3/20/2020 & 530PM ~

& o HIINC X

Add a note (internal use only).

[l  Add an email reminder

To attendee 1 hour prior

<
<

Step 6

Selectthe date and
timesfor the
appointment

NOTE: The "add a note
field" is for internal
purposes only.The
patient willnot be
able to see text
entered in that field.

Close
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Microsoft Teams Search or type a command

u Bookings Schedule About

Primary Care Virtual Visit -

B> Send From: @ Example Care Center
E Patient Example example@email.com 555-555-5555

Attendees have consented to email communication. Learn more

3/20/2020 5:00PM ~ - 3/20/2020 & 530PM ~ 30m

> o HIINC X

Add a note (internal use only).

[l  Add an email reminder

=k

To attendee 1 hour prior Va
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Step 7

If you started the
appointment by clicking
into a clinician’s
calendar, this field will
be pre-populated.

If you started by clicking
“new booking,” you will
need to add the
clinician here.Simply
start typing theirname
to add them.

Multiple clinicians can
be added to a booking
in this way.

Close

2]



Microsoft Teams Search or type a command

u Bookings Schedule About

: Primary Care Virtual Visit - Ste p 7 Close
From: @ Example Care Center

E Patient Example example@email.com 555-555-5555

Once fillout the entire
appointment form,

Attendees have consented to email communication. Learn more

3/20/2020 5:00 PM  ~ - 3/20/2020 & 530PM v 30m .
clicksend

& o HIINC X

@

Add a note (internal use only).

[l  Add an email reminder

=k

To attendee 1 hour prior Va
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Microsoft Teams Search or type a command

E Bookings Schedule About

¢ > Friday, March 20, 2020 ~  Example Care Center ~

Chris HJ INC
Appointment manager Clinician

o @m Virtual Visit T —

8 PM

10 PM

11 PM
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Step 8 S

The booking will
immediately appear
on the clinician’s
calendar.

NOTE: Clinicians must
loginto see and join
virtual visits. They will
alsorecord the visitin
your EMR as they
would any in-person
visit.
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Cancelling an appointiment




Microsoft Teams Search or type a command

\
Bm’fﬂgs E Bookings Schedule About

_IIU
< > Friday, March 20,2020 v  Example Care Center ~ ste 1 < Addstaff 7

Chris HJ INC I

Appointment manager Clinician
A
4 PM 1l H
To cancel a visit, click

on the appointmentin

5 PM fimary Care Virtual Visit o e e ,
( the clinician’s
e
calendar.

8 PM

10 PM

11 PM
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Bookings

C m:.-

Microsoft Teams

E Bookings Schedule About

<%

Primary Care Virtual Visit

From @ Example Care Center

Patient Example

example@email.com 555-555-5555

endees have consented to email communication. Learn more

0/2020 500 PM > - 3/20/2020 @ 5:30PM ~ 30m

MOTICE: Messages exchanged in chat with external attendees are stored based on settings configured by your Microsoft
Teams administrator.

Join Microsoft Teams Meeting

https://teams.microsoft.com/l/mestup-join/19%
3ameeting_NWNmMTg0¥mUtNDowMy00YjUZLTk3NDAIOWEyMWYAZmFhYmE1%40thread v2/0?context=2%7b%22Tid%22%
3a%2286cdfbal-c312-4648-960a-23b2ba2fb9bc%22%2c%220id%22%3a%2 2180 1bedc-e372-47bb-bc28-dead640e313d%22%
7d

If you need a local number, get one here. And if you've forgotten the dial-in PIN, you can reset it.

Learn more about Teams https://aka.ms/JoinTeamsMeeting Meeting options: https://teams.microsoft.com/meetingOptions/?
organizerld=f801bedc-e372-47bb-bc28-dcadb40e313d &tenantld=86c4fbal-c312-4648-960a-

23b2ba2fb9bc&threadld=19_meeting_NWNmMTgO¥mUtNDowMy00YjUZLTKINDAIOWEYMWY4ZmFhYmE1@thread.v2&messa
geld=0&language=en-US

Footer

Search or type a command

Step 2

To send appointment
cancelations, you
MUST click “Attendees
have consentedto
emailcommunication”

Cancel booking

Close
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Microsoft Teams Search or type a command

W
e E Bookings Schedule About
iookings
e Primary Care Virtual Visit S te p 3 Cancel booking Close
From @ Example Care Center
~
& Patient Example example@email.com 555-555-5555

Click“cancel
booking” in the top

Attendees have consented to email communication. Learn more

3/20/2020 500 PM  ~ - 3/20/2020 @ 530PM 30m . h‘l‘
4 o HJINC X
@

MOTICE: Messages exchanged in chat with external attendees are stored based on settings configured by your Microsoft
Teams administrator.

Join Microsoft Teams Meeting

https://teams.microsoft.com/l/mestup-join/19%
3ameeting_NWNmMTg0¥mUtNDowMy00YjUZLTk3NDAIOWEyMWYAZmFhYmE1%40thread v2/0?context=2%7b%22Tid%22%
3a%2286cdfbal-c312-4648-960a-23b2ba2fb9bc%22%2c%220id%22%3a%2 2180 1bedc-e372-47bb-bc28-dead640e313d%22%
7d

If you need a local number, get one here. And if you've forgotten the dial-in PIN, you can reset it.

Learn more about Teams https://aka.ms/JoinTeamsMeeting Meeting options: https://teams.microsoft.com/meetingOptions/?
organizerld=f801bedc-e372-47bb-bc28-dcadb40e313d &tenantld=86c4fbal-c312-4648-960a-
23b2ba2fb9bc&threadld=19_meeting_NWNmMTgO¥mUtNDowMy00YjUZLTKINDAIOWEYMWY4ZmFhYmE1@thread.v2&messa
geld=0&language=en-US

Footer v
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Microsoft Teams Search or type a command

b
il u Bookings Schedule About
dookings

e Primary Care Virtual Visit Sie p 4 Close

(e Example Care Center

& Patient Example example@email.com 555-555-5555

Confirm cancelation
by clicking “submit”

Attendees have consented to email communication. Learn more

3/20/2020 5:00PM v - 3/20/2020

[

530PM ~

s O e The appointmentis
now cancelled.

Are you sure?

This will cancel your appointment and attendees will

be notified.

MNOTICE: Messages exchanged in chat with external attendees are stored based on settings configured b

Teams administrator.

Join Microsoft Teams Meeting

https://teams.microsoft.com/l/meetup-join/19%
3ameeting_NWNmMTg0YmUtNDowMy00YjU2LTk3NDAtOWEyMWYAZmFhYmE1%40thread.v2/0? context=%7b%22Tid%22%
3a%2286cdfbal-c312-4648-960a-23b2ba2fbObc22%2c%2201d%22%3a%22f801bedc-e372-47bb-bc28-dcadb40e313d%22%
7d

If you need a local number, get one here. And if you've forgotten the dial-in PIN, you can reset it.
Learn more about Teams https://aka.ms/JoinTeamsMeeting Meeting options: https://teams.microsoft.com/meetingOptions/?
organizerld=f801bedc-e372-47bb-bc28-dcadb40e313d&tenantld=86cdfbal-c312-4648-960a-

— 23b2ba2fb9bc&threadld=19_meeting_ NWNmMTg0¥YmUtNDowMy00YjU2LTk3NDAIOWEYMWY4ZmFhYmE1@thread.v2&messa
geld=0&language=en-US
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