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Setting up your account




Infroduction

The following user guide has instructions for both the desktop and mobile experience.

After setting up your account, you should use a tablet or mobile phone to download the
app. This will ensure you have all the necessary functionality for virtual visits, including a

microphone and camera.




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 AllIWays on 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.



http://teams.microsoft.com/
https://lifehacker.com/start-any-browser-in-private-browsing-mode-5530828

Step 2

Y ouruser administrator will
give you your username
and temporary password.
Yourusername is an email
address.

Enter your username. Enter
your temporary password.
Click “next.”

B® Microsoft

Sign in

Email, phone, or Skype

No account? Create one!
Can't access your account?

Sign-in options




Step 3

You will be prompted to
update your password.
Once you've entered the
required information, click
“signin”

B® Microsoft

@allwaysprovider.org

Update your password

You need to update your password because this is
the first time you are signing in, or because your

password has expired.

Current password

New password

Confirm password

e Privacy 8 cookies .-



Step 4

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

Click “Next" to continue.

BE Microsoft

@allwaysprovider.org

More information required

Your organization needs more information to keep
your account secure

Use a different account

Learn more

Terms of use  Privacy & cookies - - -



Step 5

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

don't lose access to your account!

To make sure you can reset your password, we need to collect some info so we can

secure. You'll need to set up at least 2 of the options below.
AAuthenticatiDn Phone is set to Werify

o Authentication Email is not configured. Set it up now

verify who you are. We won't use this to spam you - just to keep your

account more



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



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.”

AllWays Health Partners includes AllWays Health Partners, Inc. and AllWays Health Partners Insurance Company.

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
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Microsoft Teams

Step 7

Instructions on using the =

mobile app are in the - =

following section ——
-

However, here are the
steps to set up the desktop
experience as well.

Clickthe “Get the

Windows app” and install. Download the Teams desktop app
and stay better connected.

Get the Windows app

Use the web app instead

Legal Privacy and Cookies @ 2020 Microsoft

AllWays Health Partners includes AllWays Health Partners, Inc. and AllWays Health Partners Insurance Company.
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Microsoft Teams Search or type a command

=? Teams v JOin d team Search teams Q
Step 8
Join a team with a code
- Now your account is
Got a code to join a team? Enter it above. Se_l_ Up. YOU COn ignore
the prompt to join with
a code, and clickthe
“"Calendar” iconin the
upper left.

(0 iB

@' Join or create a team @

AllWays Health Partners includes AllWays Health Partners, Inc. and AllWays Health Partners Insurance Company. 12



Microsoft Teams Search or type a command

Har Calendar

(2] Today < > March2020 ~

23 24 25

Monday Tuesday Wednesday

10 AM

11 AM

12 PM

1PM

2PM

3 PM

4 PM

(O im

5 PM

AllWays Health Partners includes AllWays Health Partners, Inc. and AllWays Health Partners Insurance Company.

T

= Work week

Step 9

Thisis your calendar.
When your
appointment
manager schedules a
virtual visit for you, it
will appear here.

Continue to the next
section for getting your
mobile device set up.

Note: The only way to
access virtual visits as
a clinician is via this
calendar.
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Using the mobile app.




10:14 AM Tue Mar 24 = L 94% ()

Step 1

On your device,go to
http://teams.microsoft.com/

Signin with the

credentials you set up
earlier.

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

AllWays Health Partners includes AllWays Health Partners, Inc. and AllWays Health Partners Insurance Company.



Step 2

Review the mobile
tutorial.

For security purposes,

some fec”’u res Ond Collaborate with others and share files in channels.
apps may not be

available.

AllWays Health Partners includes AllWays Health Partners, Inc. and AllWays Health Partners Insurance Company.



= Q Calendar &

Step 3

Onceyou'vereviewed
the tutorial, the app will
automatically load your
calendar.

Updating your schedule...

@. Activity 863 Teams a Calendar

AllWays Health Partners includes AllWays Health Partners, Inc. and AllWays Health Partners Insurance Company.



<« Authenticator 10:19 AM Tue Mar 24

:_L} O\ Calendar

in11 mins
step 4 | Virtual Consult

| 10:30 am - 11:00 am
All of your
appointments will
appear on your
calendar.

No meetings
MARCH 26 THURSDAY
No meetings

MARCH 27 FRIDAY

When itis time to
attend the meeting,
simply click “Join™ at
the allotted fime.

No meetings

MARCH 28 SATURDAY

No meetings

MARCH 29 SUNDAY

No meetings

MARCH 30 MONDAY

No meetings

Q Activity

= L 92% em)

Virtual Consult

Chat Details More
Virtual Consult
Tuesday, March 24, 2020
10:28-am==11:00 am
Join \ ‘ ‘
Join Microsoft Teams Meeting Learn more about Teams | Meeting options

PARTICIPANTS (2)

Stephanie
© Organizer
‘ Unknown

This will cancel the meeting for all participants.

Teams a Calendar

no
Co
uo

AllWays Health Partners includes AllWays Health Partners, Inc. and AllWays Health Partners Insurance Company.




10:20 AM Tue Mar 24 L 92% (@)

X

Step 5

Virtual Consult

Once you join, you will
able able to preview
your audio and video.
When you're ready,
click *Joinnow.”

@i P L D)

Video is on Mic is off Speaker

Join now v

AllWays Health Partners includes AllWays Health Partners, Inc. and AllWays Health Partners Insurance Company.



Step 6

You're now in the video
visitl

For security purposes,
patients will wait in the
lobby until you admit
them.

Click “View lobby” to
admit them to the visit.

AllWays Health Partners includes AllWays Health Partners,
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testing
00:04

Guests are waiting to joiii. View lobby

20



5:38 v . 944

Tap to return to meeting 00:09

— Meeting participants (2)

Step 7

eg*  Add people

(=] Add a room

Clickon the

patient's name, then In the lobby (1)

select"Admit.” ( Personal (Guest)

Click the back arrow In the meeting (1)

on the top left to return . John
to the meeting view. ® Organizer

X Decline




10:20 AM Tue Mar 24

< Virtual Consult
00:02

Step 8

Once your patient joins,
you will be able to
conduct your virtual
visit. When you're done,
clickthe red phone
iconto end the visit.

NOTE: Please fill out A slash through the camera or microphone icons means your video or
your EMRs as you would audio, respectively, are turned off. Check these settings if it seems your
for a regulor in oerson patient can’t hear you and vice v ersa, instruct them to do the same.

visit. AllWays on Teams
does not integrate with

EMRs at this time. @ <«

AllWays Health Partners includes AllWays Health Partners, Inc. and AllWays Health Partners Insurance Company.
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