con, Remote Work Step-by Step-Guide:
%%{@ Phone and Collaboration Tools

EXCEPTIONAL CARE. WITHOUT EXCEPTION.

1. Telephone

e Forwarding desk telephone number to personal
phone.... Page 2

2. Collaboration & Communication Tools

¢ If you have an existing WebEx account please continue
to use it

e Zoom..... Page 2
o Zoom for Mobile.... Page 7

Please call the BMC Service Desk at 617-414-4500 with
any questions or problems.
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Call Forwarding

Office phone forwarding:
1. Press *2 from your desk phone.

2. To forward calls to an external number, dial 9+ the number.
3. To forward calls to an internal number, dial the extension.
4. Pressthe Speaker key to hang up.

Office phone forwarding cancellation:
1. Press #2 from your desk phone.

2. You will hear a three beep confirmation tone - this will meaning the forwarding has
been cancelled.

Collaboration & Communication

Available collaboration tools (i.e. scheduling a remote meeting) are:
e  WebEx: Staff that currently use WebEx may continue using it to host meetings.
o You do not need to be connected to VPN or the BMC network to use or schedule
WebEx meetings.
e Zoom: BMC has an enterprise license for Zoom.
o You do not need to be connected to VPN or the BMC network to use or schedule
Zoom meetings.
o Use your BMC username and password to log into Zoom.
o Supporting documentation for how to use Zoom can be found here.

Zoom

Zoom is a platform for video / audio conferencing, chat, and webinars. Zoom can be used through

desktop/laptop computers, as well as through mobile devices.

Log into Zoom using your BMC credentials.

Go to Zoom and click on_Resources = Download Zoom Client
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https://bostonmedicalcenter.zoom.us/
https://support.zoom.us/hc/en-us/articles/201362413-Scheduling-meetings
https://bostonmedicalcenter.zoom.us/
https://bostonmedicalcenter.zoom.us/

REQUEST A DEMO 1.888.799.0125 RESOURCES « SUPPORT

JOIN A MEETING H(q
Download Zoom Client

Video Tutorials

Live Training

Download Zoom Client for Meetings

Zoom Client for Meetings

The web browser client will download automatically when you start or join your first Zoom
meeting, and is also available for manual download here.

Version 4.6.7 (18176.0301)

Sign in with SSO. Enter in BostonMedicalCenter as the domain. You may be required to sign in
again using your BMC credentials.

Sign In

Sign In with SSO
[

G Sign In with Google

Sign In f Sign In with Facebook Continue

Type in
BostonMedicalCenter

To start a meeting, click New Meeting. This will start the meeting immediately without requiring
scheduling.

¢ You have the option to meet with or without video.

New Meeting ~ Join

O Use My Personal Meeting ID (PMI)

650-543-6756 >

scneaure Snare screen v
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To invite attendees, click on the Invite Tab. Search your contacts or invite by email.

() Tnvite people to join meeting 904-452-653

Type to filter

0 0 0
@ Aileen Ro... Algy Torres Alex Olson B Alex Pham

e
o

o o o ]
m Alex Walley @ Alexa Bragg a Alexander ... a Alexandra ...
o 0 o o
Alicia Vent... “ Alison LeB... ﬁ Alix Rubio a Allison Bov...
o 0 o o
Alyssa King Alyssa La... By Ayssasch. @ Amandas...
[ Copy URL || Copy Invitation | Tnvite

The invite will generate an automatic message in the email which includes a direct URL to your

meeting, the meeting ID, and meeting conference line.

Join Zoom Meeting
https://bostonmedicalcenter.zoom.us/j/904452653

Meeting 1D: 904 452 653

One tap mobile
+16465588656,,904452653# US (New York)
+16699009128,,904452653# US (San Jose)

Dial by your location
+1 646 558 8656 US (New York)
+1 669 900 9128 US (San Jose)
Meeting 1D: 904 452 653
Find your local number: https://bostonmedicalcenter.zoom.us/u/aeuDsSIpdD

To schedule a meeting, click Schedule
Specify the meeting details:

Schedule
2 schedule meeting =]

Schedule Meeting

Topic

Zaom Training

Start Wed March 11, 2020 06:00 PM
Duration: 0 hour A 30 minutes -
Recurring meeting Time Zone: Eastem Time (US and Canad... ~
Meeting ID
O Generate Automatically Personal Meeting ID 650-543-6756
Password

@ Require meeting password | 007170

Video
Host () on Q) off participants: () On Q) Off
Audio
Telephane Computer Audio O Telephane and Computer Audio
Dial in from United States _Edit
Calendar
© outlaok Google Calendar Other Calendars

Advanced Options -
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If you are scheduling a recurring meeting, select Recurring meeting

To begin your meeting, click Start: 05:23 PM

Wednesday, March 11, 2020

Zoom Training “ Start

6:00 PM - 6:30 PM

Meeting ID: 279-164-047

To begin sharing your screen, click Share Screen. If another participant needs to share their

screen, they would select Share Screen.

a’ . @ o

Manage Participants Share Screen Record Reactions

If at any time during the meeting a participant would like to ask a question or chat, they would
select Chat. The host receives a notification in their top Zoom toolbar:

U
0.
Remote Control
Invite
Record

Disable participants annotation
Show Names of Annotators

Hide Video Panel
Hide Floating Meeting Controls  Ctrl+Alt+Shift+H

Share computer sound

End Meeting

Clicking on the Chat notification will open a new widow and display the message(s). Participants

and host can opt to message all participants (Everyone option) or an individual.

(& Zoom Group Chat |E=8 EoR |

about logging in.
hear me?

Toi  Everyone ¥

& Message here.
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If the participant would like to raise their hand, they can go to Participant and choose raise

hand.

@ Participants (2)

0 BRVALENC (Me, participant ID: 21)

@ Kristin Coffey (Host)

Mute Me

—Iox]
Qe

A

The host receives a notification:

o BRVALENC raised hand

o BRVALENC (Me, participant ID: 21)

@ Kristin Coffey (Host)

Mute Me

1ol x|
[

e |

If at any time during the meeting, you need to call attention to something on your screen that you
are sharing, you have the ability to annotate. Click Annotate.

©2010-201 by Puke Sseure, LLC
Al righs reserved

Close

When you are finished with your meeting, go to More and select End Meeting. Confirm if you

would like to end the meeting for everyone or if you would just like to leave the meeting. You can

also indicate if you would like audio to remain connected.

o End Meeting or Leave Meeting?

To keep this meeting running, please assign a Host.

() Keep telephone connected

() r'dlike to give feedback to Zoom

End Meeting for All |'. Leave Meeting | |'_. Cancel \
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Zoom for Mobile

Go to the Google Play store or App Store:
1. Download Zoom Cloud Meetings.

2. Tap Signin.
3. Tap SSO.

4. Enter following company domain and tap go:
BostonMedicalCenter

5. Sign in with your BMC email address and password.

6. Tap open Zoom client.

For assistance with phone or collaboration tools, please call the BMC
Service Desk at 617-414-4500 or open an online ticket here
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http://bmc.service-now.com/

