eVisit (Videoconference)

Using the Calendar & Events List

The Calendar offers you an easy way to view a monthly calendar and see at
a glance which days of the month include eVisit events. From the Calendar,
you can select a specific date and view a daily list of your eVisit events.
Use the daily ‘Events List’ to drill down and view individual event details.

The Events List also includes a ‘Connect to..." button, enabling you to search
for another eVisit (Videoconference) user or room-based system on the
OTN network and then start an unscheduled video call with that system or
set up an OTNinvite event.
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a Using the Calendar

The Calendar displays a month at a time. Days that contain one or more eVisit events appear
highlighted. The date highlighted with a green circle indicates which date appears in the Events List.

1. Sign in at otnhub.ca @ and access the Videoconference service.

The home page includes both a monthly calendar and an Events List.

+ The calendar displays the current month and the Events List
displays the current day’s eVisit events.

* When the calendar first appears, the current date is
highlighted with a green circle. (If you select a different date in
the month, the selected date is highlighted with a green circle.)

+ Days that include an eVisit appear in bold blue text.
2. To change the date for the Events List, do the following:
i. To move forwards or backwards one day at a time
use the navigation links at the top of the Events List.
+ Toview the next day, click > .
+ To view the previous day, click € .

ii. To move forwards or backwards one month at a time
use the navigation links at the top of the Calendar.
+ To view the next month, click > .
+ To view the previous month, click € .
+ To view an events list for a specific day in a month,

click the desired date. (The selected date appears
highlighted with a green circle.)

iii. While viewing an Event Details panel, to return to
the monthly calendar view, click the Calendar link
in the top-left of the Event Details panel
or click the date title in the Events List.

3. To view patients (or guests) attending the eVisit, click Show < 0CTOBERS > < OCTOBER 01 >
Patients at the tOp Of the |ISt Wlthln the EventS L|St. EVE:ET;M,“ Print Events List EVE:;;DBM Hide Patients | Print Events List
[ Clinical Event (1 patient) ° (8 Clinical Event (1 patient: Janae Kittinger) °
4. Ifyou are a delegate, to view a delegator’s Events List, o ® — o
click the Delegator drop-down field and select a name. ke Bctealieen s e
(Delegator drop-down names are sorted alphabetically by last name.) e () ek ()
Call via OTNinvite with multiple participants Call via OTNinvite with multiple participants
5. To print a report of the day's events, click Print Events List in S L S e e G
the top—right of the Events List panel_ ::I\O;::;;\meewnh multiple participants g:}\[‘::;sﬁuﬁtn:\'nH:ww‘lﬁ}‘:?nzr\isie!‘éjzzilanﬂ”“w]
[ Clinical event with patient (1 patient) o 16:00-16:05 °
Call with Dr. Victor Wilson I clinical event with patient (1 patient: Clara Ridings)

6. To check the most recent status for all listed OTNinvite events,
click the Refresh OTNinvite Status link at the top of the list.
(Appears only on the current date - not on past or future dates.)
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Figure 5: Print events list report
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Figure 1: Calendar and events list
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Figure 2: Date change options
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e Using the Events List

The Events List displays, by day, all of your pre-scheduled eVisit events. From this list you can
start a direct video call, change the date or drill down to see an event's details.

Each event entry in the calendar displays information similar to that shown below. However,
depending on whether it is a clinical, learning or meeting event, the details might differ.

An event appears in the Events list if:

+ Itis a scheduled event that involves your eVisit (Videoconference) system or you are a

consultant, organizer, requestor or presenter in the event.
+ You made a direct call using your eVisit (Videoconference) system.
If you are a delegate, you can view an associated delegator’s Events List.

Connect to... button =———

+ Click to open a call settings pop-up, >

where you can search for a system

and start an unscheduled video call
or set up an email invitation event. £ TH URSDAY’
After you complete the call, SEPTEMBER 18

it will appear in your Events List. EVENTS Refresh OTNinvite Status | Show Patients | Print Events List

/ Scheduled for: |Addie Admin (myselfy ¥
Delegate OTNinvite events ~

8:00 - 9:35

Appears only for delegates. B3 ciinical event (4 patients) o
Scheduled to call BAR_OTN_0257_OTN_O1

Click to select and view the

Events List of any delegator with ror i
I\ Meeting (1 guest) o

whom the delegate is associated. Scheduled to call via OTNinvite

14:00 - 14:30
@ LRCP Oncology Grand Rounds
Scheduled to auto connect with multiple participants

Summary event details

Event category

+ Clinical (), meeting (g8), or learning ( @).

Start and end times

* In 24 hour format.

*+ For scheduled events, the time includes setup time.

Event title

« For meeting and learning events, the title supplied by the event organizer.

+ For clinical events, an organizer supplied title (or the default ‘clinical event)
and the number of patients to be seen or discussed.

+ An active link - click to view Event Details.

Patient Names

+ By default, names are hidden. You can show all patient names within the
event by using the Show/Hide link at the top of the list.

Event status & connection method

+ Scheduled, cancelled, pending, or complete (no status).

¢ Ifitis a one-on-one call, the other system is listed.

+ Ifitis set to auto-connect, a note to that affect appears. (If it is a multi-point
call, you should wait for the auto-connect. If it is a one-on-one call, you can
wait for the auto-connect or self-connect using the call button.)

« If it was created as an invitation event, the status is “Scheduled to call via
OTNinvite" or “Scheduled to call via OTNinvite with multiple participants".
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rRefresh OTNinvite Status

+ Appears only on the current date.
(That is, not on past or future dates.)

Click to view participant status for OTNinvite
events (the number of guests waiting
or participants connected).

Show / Hide Patient Names

+ Click to show or hide the patient/guest
names within the Events List. (By default,
patient names are hidden each time you
log in to OTNhub.)

Print Events List
+ Click to print a formatted report that
lists all of the day's events.

Call button
+ Appears only on the scheduled date of an
event. (That is, not on past or future events.)

+ Click to start a call with the scheduled
system. You will not have to fill out a call
settings panel because all settings were
supplied when the event was scheduled.

 For one-on-one calls, the button appears
on the scheduled date of the event
and is active throughout that day.

+ For multi-point calls, the button appears
on the scheduled date of the event but is
active only for the duration of the event
(that is, between the event's start and
end times).

+ If the button is grey (%), the event is not
yet fully scheduled and is ‘pending’
(e.g., requires system approvals or
requires patient confirmation).



e Viewing Event Details

The Event Details page is where you can review the details and access more
information about the event as described below:

+ Learning or Meeting Videoconference on page 5.

+ Clinical Videoconference on page 7.

While viewing an Event Details panel, to return to the monthly calendar view,
click the Calendar link in the top-left of the Event Details panel or click the date
title in the Events List.

Note: OTNinvite events have different event details. For more information about
invitation events, see the Using OTNinvite ¢ user guide.

Learning and Meeting Events

Learning events involve a speaker and an audience, such as conferences,
workshops, interest group sessions, training programs, or lunch and learn
sessions.

Meeting events involve organizational, operational, or management content
such as committees, working groups, project status reports, or interviews.

Clinical Events

A clinical event is a videoconference that directly or indirectly discloses
patient information.

A patient might be present or might not be present, but their medical condition is
discussed for purposes of determining care.
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Learning or Meeting Videoconference

about invitation events, see the Using OTNinvite ¢ user guide.

Q Note: OTNinvite events have slightly different event details. For more information

Field (in order of
appearance)

Description

Continued next page...

Calendar » Event Detail

Viewing Event Details

©

q [ Q earning Event
Event Information \¥)Learning Even
- - - - 10:30 - 11:00
Print Event | Click to print a formatted report that contains all of the An Edifying Event
Details event details.
Presenter / Speaker / Chair: Dr. Florence Nightingale
Category |dentifies whether the videoconference is a: Description: Learn about interesting things
. . . . from an expert in the field..
Meetlng / administrative (3) event, Support Materials: presentation-handouts.pdf
or
* Learning / educational (@) event. Organizer Contacts
. : Name: Ms. Anu Alpha
Time The event's scheduled start and end times. Phone: 416 555 9876
. . . . E H h ital.
The time includes Setup time, which occurs before the e se@hosaltalor
event's official start time. For example, if an event starts
at 8:00 a.m. with 10 minutes setup time, the reservation Event Details
on your system begins at 7:50 a.m. Event ID: 1234567
Host System: Dr. Florence Nightingale
Event Title If provided by the event organizer, the event's title. Participant System(s): TOR_OTN_PCVC_TEST_01
Audio / Video Number: 416 555 1234
On the day the event is scheduled to start a Call (€®)
* i i . . .
button* appears beside the title. Figure 7: Learning event details
Additional If the event will be webcast, an indicator appears beside
Indicators: the title ( ).
« Webcast + Click the webcast indicator to open the OTN Webcast R
. 14:00 - 14:30
*«  Auto w@ nanew browser WIndOW. LRCP Oncology Grand Rounds RECORRll  Call will be auto connected
connect + Available only for multi-point events. i e
Figure 8: Webcast and auto-connect
If the event will be auto-connected, a text message multi-point
appears to the right of the title.
+ If you missed the auto-connect call, you can try B o
H . \ W jLearning cvent
reconnecting yourself by using the event's NE N
Call (o) button® 14:00 - 14:30
! LRCP OI‘ECCIIOQY Grand Rounds e Call will be auto connected
Presenter, The name of the person (or people) who will conduct the Figure 9: Auto-connect one-on-one
Speaker, or meeting/teach the course/host the event and present to
Chair the participants.

* For one-on-one calls, the Call button is active throughout the day of the event.
For multi-point calls, the Call button is active only for the duration of the event
(that is, between the event's start and end times).
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Field (in order of
appearance)

Description

Event Information

Description If provided by the event organizer, this is additional information
about the event. For example, a brief explanation about the
event's subject, its goals, and intended audience.

Support Displays any files that the event requestor has attached to the

Materials event, such as document or graphic files.

Each file name is an active link so you can view or download
the file.

Support materials are applicable only to events scheduled using
Ncompass or TSM.

Organizer Contact

Name, Phone,
and Email

The organizer (or requestor) is the person who created and
scheduled the event in Ncompass.

This is who you should contact if you:

+ Need more information or have questions about an event.
+ Want to register a system that does not appear in your list of
available systems.

Click the email address to open a new email message within your
default email client (e.g., Outlook).

Event Details

Event ID

A unique number assigned to every event.

If you need to contact the event's organizer or OTN Customer
Care Centre, quote this number to identify the event.

Click the linked number to open the event's Ncompass # calendar
in a new browser tab/window.

Host System

The system hosting the event's presenter.

+ For personal systems, the contact's preferred name appears
(e.g., Dr. Smiley Robinson).

+ For room-based systems, the system name appears
(e.g., TOR_OTN_1234_01).

Click the linked name to open the Directory g in a new
browser tab/window.

+ For personal systems, the system contact's profile.
+ For room-based systems, the system'’s site profile.

Participant A list of systems registered for the event.
System(s) + For personal systems, the contact's preferred name appears
(e.g., Dr. Smiley Robinson).
+ For room-based systems, the system name appears
(e.g., TOR_OTN_1234_01).
Click the linked name to open the Directory @ in a new browser
tab/window.
+ For personal systems, the system contact's profile.
+ For room-based systems, the system'’s site profile.
Audio/ A dial-in phone number appears here if an additional audio line is
Video Access required (e.g., because a participant is unable to join over video).
Number
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Viewing Event Details

Clinical Videoconference

Note: OTNinvite events have slightly different event details. For more information
about invitation events, see the Using OTNinvite ¢ user guide.

Field (norderof  Description
appearance)

Event Information

Print Event | Click to print a formatted report that contains all of the Calendar » Event Detal ©
Details event details. I@Chni( Event
iy . . 10:00 - 11:00
Category Id.er.wtlfles that t_he videoconference is a EE e
clinical event (&). Genetics
Time The event's scheduled start and end times. Consultant: Dr. Florence Nightingale
Support Materials: relevant-graphics.pdf

The time includes Setup time, which occurs before the
event's official start time. For example, if an event starts at

. . . . Patient Inf 3 patient:
8:00 a.m. with 10 minutes setup time, the reservation on arentinto. - #penens)

Time Name DOB Phone
your SyStem beginS at 7:50 a.m. 10:00-10:10 Ling Lamda Jan 1, 1988 905 555 1234
10:15-10:25 Gerbux Gamma Feb 2, 1999 416 444 6789
Title If provided by the event organizer, the event’s title. 10:30:10:4>  DieterDelta May;3:.3339. 416,333 6789
& number of | If not provided, the title is ‘Clinical Event'.
: . . . Event Details
patients Also shows how many confirmed/scheduled patients will be _
) . Event ID: 1234567
seen and/or discussed during the event. Host System: Dr. Florence Nightingale
Patient System: TOR_OTN_PCVC_TEST_01 (3 patients)

On the day the event is scheduled to start a Call (@) button®
appears beside the title.

Audio / Video Number: 416 555 1234

Figure 10:Clinical Consult Details

Event Type Identifies the event's general subject matter.
(or Therapeutic Area | FOr example, cardiology or mental health.
of Care)
Consultant The name of the medical professional that the patient
will see.
Support Displays any files that the event requestor has attached to
Materials the event, such as document or graphic files.

Each file name is an active link so you can view or
download the file.

Support materials can be added only via Ncompass

Patient Info

Schedule Demographic information for patients involved,

time, name, who are confirmed/scheduled in the event

date of birth (i.e., who are not pending or cancelled).

and phone + If you are the consultant, you will see all the patient
number

information listed.

+ If you are at the patient site, only patients scheduled for
your specific system appear.
Other scheduled patients appear as *****

+ Cancelled or pending patients do not appear.

Continued next page...

* For one-on-one calls, the Call button is active throughout the day of the event.
For multi-point calls, the Call button is active only for the duration of the event
(that is, between the event's start and end times).
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Field (in order of
appearance)

Event Details

Description

Event ID

A unique number assigned to every event.

If you need to contact the event's organizer or OTN
Customer Care Centre, quote this number to identify the
event.

If you are registered for Ncompass, click the linked
number to open the event's Ncompass ¢ event details in a
new browser tab/window.

Host System

The system used by the health care professional providing
the consultation.

 For personal systems, the contact's preferred name
appears (e.g., Dr. Smiley Robinson).

+ For room-based systems, the system name appears
(e.g., TOR_OTN_1234_01).

Click the linked name to open the Directory @ in a new
browser tab/window.

 For personal systems, the system contact's profile.
+ For room-based systems, the system'’s site profile

Patient
System

The system at the patient’s location.

+ For personal systems, the contact's preferred name
appears (e.g., Dr. Smiley Robinson).

+ For room-based systems, the system name appears
(e.g., TOR_OTN_1234_01).

Click the linked name to open the Directory @ in a new

browser tab/window.

+ For personal systems, the system contact's profile.
+ For room-based systems, the system'’s site profile

Audio/
Video Access
Number

A dial-in phone number appears here if an additional
audio line is required (e.g., because a participant is unable
to join over video).
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