Reg'l?nal =P Réseau Joining a Virtual
Stroke

NETWORK

S beoone! Community of Practice

CHAMPLAIN using Microsoft Teams

September 2020




Contents

P3-14 How to join a VCoP Team

P15 Troubleshooting

P16-18 Features of Teams

P19 How to set up notifications



When you are invited to a Virtual Community of Practice (VCoP)
Team, you will receive an email that looks like this, with the name
of the Team you have been invited to:

Microsoft Teams

Isabelle added you to the Template team!

®
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©
Py 2.

aureng

Template

2 members

Template

Open Microsoft Teams

Click ‘Open in Microsoft Teams’
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You can join Teams with your desktop
computer or using a mobile device.

You can even do both! Join your Teams by
desktop computer, and then add the app to
your phone later on. There is no charge for
this service.

Here is what a Teams chat looks like on
iPhone.



* If you have already have
BE Microsoft an Office 365 account
with your organization,
use your credentials to
sign in. (Make sure the
email used to sign in is
the same email used to
receive the Teams invite)

Create account

Looks like you don't have an account with us. We'll
create one for you using jelseygoulet@gmail.com.

* If you don't have an
account created (Office
365 or Microsoft
account) it will ask you to
create one. Click ‘Next’




To create a new Teams account (no charge)

B Microsoft

¢ jelseygoulet@gmail.com

Create a password

Enter the password you would like to use with your
account.

ICreate password

[0 Show password

Create your password

Be Microsoft

< jelseygoulet@gmail.com

Verify email

Enter the code we sent to jelseygoulet@gmail.com.
If you didn't get the email, check your junk folder or
try again.

IEnter code

| would like information, tips, and offers about
Microsoft products and services.

Choosing Next means that you agree to the Microsoft Services
Agreement and privacy and cookies statement.

Verify your email by entering the code that will
be sent to your email address



To create a new Teams account (continued)

Verify your email address #boxx

Microsoft account team <account-security-noreply @accountprotection microsoft con

tome v

Microsoft account
Verity your email address

To finish setting up your Microsoft account, we just need to make sure this email
To verify your email address use this seocunty code: 4751
If you dhdn’t request this code. you can safely ignore this emad. Someone else mid

Thanks

The Microsoft account team

. Reply » Forward

Go to your email inbox to
get your security code

BS Microsoft

< Jelseygoulet@gmail.com

Verify email

Enter the code we sent to jelseygoulet@gmail.com.
If you didn't get the email, check your junk folder or
try again.

Microsoft products and services.

Choosing Next means that you agree to the Microsoft Services
Agreement and privacy and cookies statement.

Enter the security code in the verify email
box. Click "Next"



To create a new Teams account (continued)

B® Microsoft
B8 Microsoft

Jelseygoulet@gmail.com
& jelseygoulet@gmail.com

Review permissions
Create account
T The Ottawa Hospital
Before proceeding, we need to make sure a real
person is creating this account.

The organization The Ottawa Hospital would like
&< to:
N R New
QUL\_. W‘ﬁ?’AN\.,z\. v 5ign you in
\>®\ \S")C Audio ~ Read your name, email address, and photo

You should only accept if you trust The Ottawa Hospital. By
accepting, you allow this organization to access and process
Enter the characters you see your data to create, control, and administer an account
according to their policies. The Ottawa Hospital has not
provided a link to their privacy statement for you to review.
The Ottawa Hospital may log information about your access.
You can remove these permissions at
https://myapps.microsoft.com
Jtheottawahospital.onmicrosoft.com

Enter the verification word/ letters
on the next screen to confirm that
you are not a robot. Click ‘Next’.

Click ‘Accept’ on the permissions page.



B2 Microsoft

B5 Microsoft

Jelseygoulet@gmail.com

More information required

Your organization needs more information to keep
your account secure

Use a different account

Learn more

Mext

Multi-Factor Authentication

When you are using the app outside
the walls of the Ottawa Hospital, you
will be prompted to set up ‘multi-
factor authentication’. You can set it
up to receive a code by text message,
phone call or by using a password
app on your mobile device. You will
only need to do this intial set-up
once.

This example uses the text message
option.



Multi-Factor Authentication (continued)

B® Micrasoft

. . . 1. Choose how you would like to be
Additional security verification contacted.

Secure your account by adding phone verification to your password. View video to know how to secure your account

2. Choose your country
Step 1: How should we contact you?
Authentication phone v 3. Enter your phone number where
Canada (+1) v| 13290053 you will be texted for verification.
(Note this will only be saved for

Method i .
account verification)

® Send meacode by text message

O cal . . .
o 4. Choose if you would like to receive
call or text.
Mext
Your phone numbers will only be used for account security. Standard telephone and SMS charges will apply. 5 C||Ck neXt and Wa|t for- the COde to

arrive on your phone.
22019 Microsoft  Legal | Privagy
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Multi-Factor Authentication (continued)

w Bell =

<

489109

Use this code for Microsoft

verification

=& ©

732-873
IOy TSR TV

1:46 PM o % 77 . Enter this code in the Step 2 box and click ‘Verify’
¢y @

=¥ Microsoft

Additional security verification

Secure your account by adding phone verification to your password. View video to know how to secure your account

Step 2: We've sent a text message to your phone at +1 6132904453
When you receive the verification code, enter it here

|ag9109|

22019 Microsoft Legal | Privacy




Microsoft Teams

Using the Teams Page

Stay better connected with the Teams desktop app

Download the Windows app Use the web app instead

Already have the Teams app? Launch it now

You will now be
directed to the
teams page where
you can choose to
open the web app
or download the
desktop app.

You might get
prompted to login
the first time. If this
happens follow the
steps using the
email the Teams
invite was sent to.
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YOU ARE DONE!

B Microsoft

jelseygoulet@gmail.com

HINT: You can choose to have your computer
remember your credentials to reduce the

_ _ number of times you need to go through the
Do this to reduce the number of times you are asked .

o sigh-in process.
to signn.

Stay signed in?

[1 Don't show this again
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You are now ready to communicate with your Virtual
Community of Practice team!

We suggest you watch this quick overview (2.31 minutes)
of Microsoft Teams:

Teams Overview Video



https://www.microsoft.com/videoplayer/embed/d17e4e61-8756-449e-9bf5-c4240101a147?autoplay=false

Troubleshooting

If you are still having trouble accessing Teams for the first time, try the following:

1. Verify the email address that you are using to sign in is the one we invited you with. If it isn’t, submit a
request to join with a new email address: https://www.crsn.ca/en/virtual-community-of-practice

2. Try adifferent browser -ie Google Chrome

3. Clear your ‘cache’ : To clear the cache, it will depend on what browser you are using. On Google Chrome,
look for the 3 dots (below) to the right of your browser window. Then choose Settings > Privacy > clear cache.

‘ = O X
) Microsoft Office Home X | @ Laura- OneDrive X New Tab X +

c (6| * B @ F 9 MA@ :

i3 Apps [ Microsoft Office Ho... @ CRSN/RRAVC-He.. J% Control Panel - CRS. G Google ) My Profile - Zoom A~ Apex Innovations ... &P Grand & Toy - Offic... » Cther bookmarks

Gmail Images 333 @
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https://www.crsn.ca/en/virtual-community-of-practice

Some of the Features of Microsoft Teams:

a seach Chat directly with another member
of your Community of Practice.

Chat v Y (4 Str
e -
34 Andrea and Kelly 6/22 ‘
® You: Thanks!
test of phone link 6/11
User added ‘
ne 11th Meetin /11
June 11th Meeting . : 6
Unknown: Can you hear us Dorothy?
9 Stephen Roos 6/11
@ You are all set. Try it out and see if you ha...
L L Teams Testing 6/4
You: Test Meeting over Teams just checkin...
test #1 6/3
Faura: this i< aura tnn! Coincidencs!!

16



Some of the Features of Microsoft Teams:

[ ]
Teams Y General Posts Files Wiki Core Compete Team Flles:

+ New T Upload s 3 Smc @ Copy Search for all attachments that were
i s " shared by your Team. You can save
Wl csvensioterspyicor e L de them as needed for your own use.

General

Community Exercise = Community and Therapy Services for Strok...

p i 7"1

= l‘u:u CorHealth_Stroke_Month_Poster.pdf

Spasticity

4 hidden channels h:w'é CorHealth-COVID-19-Stroke-Memo1-Amb...
¢s CRSN Social Work VCoP LI:. CorHealth-COVID-19-Stroke-Memo3-Careg...

General -

bé CorHealth-Stroke-Memo2-RECOMMENDAT...
community resources

post-stroke depression &3‘. CorHealth-Stroke-Month-Poster-June-4-20...

CRSN Speech Language Pathol...  +es ISt Peer Support Group for Stroke - Flyer.pdf
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Some of the Features of Microsoft Teams:

Teams

General
community resources

post-stroke depression

CRSN Speech Language Pathol...
u CRSN Nursing VCoP

General
NIHSS

Stroke Prevention
CRSN Occupational Therapy VC...

General

Cognition, Vision and Perception

Y

Occupational Performance - Return t...

Positioning, devices and equipment

Upper extremity

Team Owners User Group

General

2 hidden channels

@

®=® OAGO Audit TOH: Vascular & St...
==

28" Join or create a team

WINAT IO AAIATACATT TAAM 11O TAr 2

General Posts Files Wiki dmorev~ -+

&

.

sepemper v, £

Laura Dunn 9/9 855 AM

Transitions Virtual Workshop - Tues. November 10,
The Champlain Regional Stroke Network is hosting the workshoj
Supporting Care Partners and Persons with Stroke’ on Novembe
This interactive, virtual workshop is geared to all healthcare prov
families as they transition to life after stroke. The speaker is Dr J

Chaalh 2
See more

Transitions Workshop Nov 10.pdf

¢ Reply

Isabelle Martineau 8:02 AM Edited

Webinar Series from South Central Region

The Central South Regional Stroke Team is pleased to invite you to |
Please join using the registration link below:

Link for registration

Welcome! You are invited to join a meeting
Central South Regional Stroke Workshop with Dr. Cl

(@

hhsc.zoom.us

¢« Reply

s IRUTITEY

General Discussion and
Specific Topic Channels:

Search for general discussions by
looking at the General tab.

Specific topics may be listed below
this (otherwise known as
‘Channels’)

In the Nursing VCoP for example,
there are 2 channels: NIHSS and
Stroke Prevention
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€S CRSN Social Work VCoP
General
community resources

post-stroke depression

CRSN Speech Language Pathol...

"
)

CRSN Nursing VCoP

General

NIHSS

Stroke Prevention

CRSN Occupational Therapy VC...
General

+ X
28 Join or create a team

NEVER MISS AN UPDATE!

&« Reply

Channel notifications )

Pin artineau ¢
ar Serie

Manage channel

pagta ral South

Get email address In using tl

Get link to channel eqistratio

Connectors

¢« Reply

(£} New conve

CAUTIOUMN EXTErMar Marn. o not cick

PRO TIP: set up ‘Channel
notifications’ so that you don’t miss
any of your Team discussions or
questions.

Go to the channel(s) that you wish
to track and find the 3 dots to the
right. When the menu comes up,
choose ‘Channel notifications’ and
pick the level you wish. You will be
notified that there has been a new
message.
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Let’s stay connected in these
challenging times

Thank you for joining!

Regl?nal Réseau
Stro o Régional
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