
   
 

Virtual Consultations – Scheduling Guide For Pre Assessment Teams 

Pre-requisites: 

 Zoom client installed and account created. 

 Zoom Outlook Plugin installed. 

 Appointment scheduling undertaken by actual POA RN. 

NB: Cannot schedule with Zoom for another team member! 

 

1. In Outlook, open Calendar and highlight the required time/date slot in the Virtual 

Consultations shared calendar; 

 

2. Select Schedule a Meeting on the toolbar at the top of Outlook; 

 

 

3. Click to expand the Advanced Options ; 

 
 

 



   
4. The following advanced options are recommended. Click the Blue Continue button  once set; 

 
 

5. In the Outlook Meeting Window enter;  

in the To field enter the patients email addess 

in the Subject field enter,  Spire POA  virtual consult: [POA RN name] and [Patient name] 

 
 

6. Click Send; 

 


