Quick Reference Guide

Microsoft Teams Sessions in iScheduler
Service Desk 204-940-8500 Option 4, Option 1
or toll-free 1-866-999-9698 Option 4, Option 1

» Manitoba and Nunavut sites can connect to Microsoft Teams events using MBT videoconference equipment.
 All out of province and Nunavut clinical and non-clinical bookings are to be scheduled by the MBT schedulers;
please submit the appropriate completed Booking Form .

Schedule the session
The Teams meeting (session) must be scheduled before the telehealth visit is
scheduled in order to generate the Video Conference ID.

Digital Shared Services managed workstation with Microsoft Outlook
installed is required.

If you are a provider/clinician:

+ Create the Teams meeting in Outlook but do not send it, just close the
window (note: the Teams meeting will be saved in your calendar).

+ Complete and submit the applicable MBT Booking Form.

The Video Conferer

If you are an admin/clerical: body of the Outlook
+ Create the Teams meeting in Outlook and send it to the provider/clinician who

will be seeing the patient (or send it to the telehealth site contact if applicable). | ]
+ Complete and submit the applicable MBT Booking Form. — |

MBT Booking Forms https://mbtelehealth.ca/services/video-conferencing/clinical-and-non-clinical-forms/

Enter Video Conference ID onto booking form

The Video Conference ID must be included on the booking form as shown below.

Clinical Booking Form

Non-Clinical Booking Form

D

Cancelled and rescheduled events: the Video Conference ID will change and the new ID number needs to be
communicated as part of the event change.

Cancelled or rescheduled events

Rescheduled events (date/time): the Video Conference ID remains the same.

If the patient site is unavailable you will be notified by MBT schedulers.
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