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the northern way of caring

Northern Health - Telehealth
How To: Forward an external invite to a meeting room

Summary

External meetings created outside Northern Health can be forwarded to meeting rooms. This will work
with Teams, Zoom and WebEx to give a one touch to join meeting experience if the room is not busy and
already has a calendar entry for that day/time.

Forward an external meeting using Outlook
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Join Zoom Meeting
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Meeting ID: 693 1101 6978

1. Inyour Outlook invite click forward.

[ A A== A lé
Paste [D B I U|Z2.A. ===|=3=|Ad
~ S ===l== Bo
Clipboard 5 Basic Text
Send Subject FW: Zoom Meeting

When Wednesday, December 07, 2022 12:00 PM-12:30 PM



2. Click the “To” field, this will bring up a new window seen below.

Seleet Attendecs and Resources: Offling Global Address List X
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FRG Go [O{flme Global Address List - Neil. Hull@northernhealth.ca ~ Advanced Find

| Name Title Business Ph¢

2 PRG ~

[] PRG - Brunswick - Corporate Boardroom

TTPRG - Brunswick - Desktop Video Conference Unit#1

] PRG - Brunswick - Hays Rm & (ITS Only]

F] PRG - Brunswick - Hays Rm B (IT5 Only)

[] PRG - Brunswick - Howson Rm (ITS Only)

[ PRG - Brunswick - Hudson Rm A (ITS Only)

Bl PRG - Brunswick - Hudson Rm B (ITS Only]

E] PRG - Brunswick - Manitou Rm (ITS Only)

F] PRG - Brunswick - MM - Sunshine Rm

T PRG - Brunswick - Projector=1

7 PRG - Brunswick - Projector=2

57 PRG - Brunswick - Projector=3

E] PRG - Brunswick - Robson Rm

2 PRG - Brunswick Rooms

[] PRG - CHL - Meeting Rm

TTPRG - CHL - Pop Health Line 1

L] PRG - FPC - Conference Rm

[] PRG - Gateway - 1st FIr Multipurpose Raom

[] PRG - Gateway - 2nd Fir Multipurpose Room

[] PRG - Gateway - 3rd Fir Exercise Rm

[ PRG - Gateway - 3rd FIr Lounge Rm

E] PRG - Gateway - Guest Suite - Assisted Living

[] PRG - Gateway - Large Lounge - Assisted Living

F] PRG - Gatewsy - Theatre Room

£ PRG - HIGH - CarneyRm

[ PRG - HIGH - Connaught Rm

Bl PRG - HIGH - Cranbrook Rm

TTPRG - HIGH - Desktop 1 Monitor PRG-527.012 v
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3. Inthe “To” field, type the three letter acronym for the city that the meeting room is in, for e.g.
“PRG” will bring up meeting rooms for Prince George as seen below.

4. Click “Required” then “Ok”

5. Then Click Send.

6. Meeting has now been sent to the room mailbox and will be available to join at the meeitng
time.

Note

To guarantee that the meeting location and time is free and available for you to use, you will need to
check the rooms availability first.

Room bookings may vary from site to site. If you are unsure of the booking process, or would like to
have this setup with your current video conference device, contact telehealth@northernhealth.ca
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