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Setting up your account



Introduction

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 Teams license, you should open a private browser 

window to use AllWays 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

Your user administrator will 

give you your username 

and temporary password. 

Your username is an email 

address. 

Enter your username. Enter 

your temporary password. 

Click “next.”



Step 3

You will be prompted to 

update your password. 

Once you’ve entered the 

required information, click 

“sign in”



Step 4

You will need to verify your 

contact information 

before you log into the 

service.

Click “Next” to continue.



Step 5

Follow the steps 

to authenticate 

your information 

and set up self-

service options 
for password 

reset.



Step 6

Next you will be asked if 

you want to stay signed in. 

If you are in a private 

browsing window, this 

feature will not work. 
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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 “sign in.”
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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.

Click the “Get the 

Windows app” and install.



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

Step 8

Now your account is 
set up. You can ignore 
the prompt to join with 
a code, and click the 
“Calendar” icon in the 
upper left.
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Step 9

This is 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. 



Using the mobile app.
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Step 1

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

Sign in with the 

credentials you set up 
earlier.
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Step 2

Review the mobile 

tutorial.

For security purposes, 

some features and 

apps may not be 
available. 
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Step 3

Once you’ve reviewed 

the tutorial, the app will 

automatically load your 

calendar.
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Step 4

All of your 

appointments will 

appear on your 

calendar.

When it is time to 
attend the meeting, 

simply click “Join” at 

the allotted time.
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Step 5

Once you join, you will 

able able to preview 

your audio and video. 

When you’re ready, 

click “Join now.”
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Step 6

You're now in the video 

visit!

For security purposes, 

patients will wait in the 

lobby until you admit 
them.

Click “View lobby” to 

admit them to the visit.
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Step 7

Click on the 

patient's name, then 

select “Admit.” 

Click the back arrow 

on the top left to return 
to the meeting view.
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Step 8

Once your patient joins, 

you will be able to 

conduct your virtual 

visit. When you're done, 

click the red phone 
icon to end the visit.

NOTE: Please fill out 

your EMRs as you would 

for a regular, in-person 

visit. AllWays on Teams 
does not integrate with 

EMRs at this time.

A slash through the camera or microphone icons means your v ideo or 

audio, respectively, are turned off. Check these settings if it seems your 
patient can’t hear you and v ice versa, instruct them to do the same. 


