Zoom Spire Healthcare

Virtual Consultations — Scheduling Guide
Pre-requisites:

e Zoom client installed and account created.
e Zoom Outlook Plugin installed.
e Virtual Consultation shared mailbox/calendar added to Outlook.

1. In Outlook, open Calendar and highlight the required time/date slot in the Virtual
Consultations shared calendar;
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2. Select Schedule a Meeting on the toolbar at the top of Outlook;

3. Ensure Generate Automatically is selected under Meeting ID;

£ Zoom - Schedule Meeting X ‘

Meeting ID

® ' Generate Automnatically Personal Meeting ID-



ZO0Mm

4.

Expand Advanced Options;
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5. Place a tick in Schedule for, and using the drop down, select the correct GP/Consultant that

you are scheduling the meeting for, and click Continue;
NB: Ensure that the meeting options are set as below!
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6. Inthe Outlook Meeting Window, select To...;
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7. Inthe Required -> field, enter the email address of the PATIENT;

Required -= |spire.patiemqemail.mn'4
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8. Inthe Resources -> field, enter the email address of the GP/CONSULTANT and click OK;

Required == spire.patient@email.com
Optional -»

Resources -> | spire.consultant@email.com|
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9. Click on No to the following message;

Microsoft Outlook >

| Do you want to update the locati ] ultant@email.com'?
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10. In the Subject field, add the Title and Surname of the GP/Consultant [and] Firstname,

Lastname of Patient;

Spire Virtual Consultation - Dr Gray and John Smith

https://spirehealthcare.zoom.us/j/582827261

11. Click Send,;

Spire Virtual Consultation - Dr Gray and John Smith|

https://spirehealthcarezoom.us/|/582827261

Start time Wed 22/04/2020 _ B i day event
SRR Ved 22/04/2020 _




