_‘_" 3-'-3’"-_,__ Government of Western Australia
{ & WA Country Health Service

Avaya Workplace User Guide

Desktop Application — External Partners




Contents

1.

Fu

COMMUNITY

BEfOrE YOU STAM.......ceieiecc ettt s ens 3
1.1, HarAWErE YOU FEQUITE ...ttt ettt 3
1.2.  Downloading and installing SOtWaArE..............cooieiiiciiiicce s 3
1.3, Application CONFIGUIALION .........oveiiiieiecce ettt 4

JOIN MEBEBHINGS ...ttt bbbt bt b et b bbbttt ettt es S
2.1.  Join a meeting using application via Avaya Workplace web portal............ccoeevoiirerieinseeeeceeene 5
2.2.  Join a meeting from desktop appliCatIoN............cceiiiiirieiciie e 6

DeSktop MEEtiNG FUNCHONS .......cueuiieieieieic et enes 6
310 VIABO ON/OMT ... 6
3.2 MUEE AR AR e ARt R et 7
3.3.  Ending your participation in @ MEEHING ...........cririiiiiiiissss s 7
3.4, AUAIO/VIAEO SEINGS ...vcveeiicteeieiitetet ettt ettt se st b e ee b s e ettt r e st n e 7
3.5, Locking/unlocking @ MEELING ...ttt 8

SRAMNG CONENT ...ttt e bbbttt s e st b e s e et s et e s e s as et ebene e s ee 9
A WRIEDOAIM. ...ttt 9
4.2, SCIEEN SNAIMNG ......cviuiiiiieiitiiitete ettt ettt e sttt s et et s s e st s e s e s e e s e s e b e ne e st e b e s e e e s et et ene s st sene s 10
4.3.  Grant CONrol Of tNE SCIEEN ........cuiuiiiiiiiiiieiiieieiei e 10
4.4, Sharing portion Of the SCIEEN.........cciiiiiiceiecce et 11
T 2= 440 JE= T o] o o= o SRS 11

PATICIDANTS ...ttt ettt ettt st et et e b e e et e e et eseebese et e ne et ene st ebe st et ebe st et ensetenenterenas 1
9.1, VIEWING PAMICIPANES .....vuveiereriirieteiee ettt ettt ettt e st en b e s et ee st e st e s erenens 11
5.2, PartiCipant CONMIOIS .........ccviuiiiiiiiiccc ettt ettt ettt r et e st e et be et eneeeens 12

CNAETUNCHIONS ...ttt 12
8.1, PrIVAe Chat ... .o 12
8.2, GIOUP CRAL ...ttt ettt sttt a et et r ettt e et r e 12

MOAErAtOr'S TUNCHONS .......vviiiiieie ittt 13
% T [V o=y T o= 1 SRS 13
7.2, LECHUNE MOTE ... bbb bbbt 13
7.3. Disconnecting PartiCIPANTS ........cuiveiiieiiieisieiesiee ettt p b enens 13
7.4.  Blocking partiCipants VIABOS ..........cueueiiiririeieiisieieeie ettt n e e neenes 144
rther information @NA AAVICE ...........cuiuiiiiicie bbb 14

COMPASSION | QUALITY | INTEGRITY @ EQUITY | CURIOSITY 2



1. Before you start
1.1. Hardware you require
Ensure your desktop computer, laptop or portable device such as a tablet or mobile phone has the following:

1. For video: either a built-in camera in the laptop or web camera plugged into a computer/laptop USB port

2. For audio: either a headset with microphone or your webcam may have an inbuilt microphone. However, a
separate headset and microphone combination delivers better quality audio and reduces feedback.

1.2. Downloading and Installing Software

1. Open an internet browser.

2. Type in: https://telehealth.health.wa.gov.au/portal/tenants/wahealth and press Enter on your keyboard.
3. Click on the Settings cog in the top left-hand side of the screen.
4

wwparted From € WA Telhests Hare

5. You will see the app in your downloads bar, click on the installer to initiate installation and click on the Run

— o
Open File - Security Waming
[No Title] | want to run this file?
| Mame: ...staller_&vaya Workplace Setup 3.12.0.65.6 [1.msi
U&F  Publisher Avayaine,
Type: Windows Installer Package
From:  CUserssheldd01Download\1612326116565 .,
_ 5
1612328116568 _a..msi

@ ‘While: files from the Internet can be useful, this file type can
\ potentially harm your computer. Only run software from publishers
QO Type here to search el =
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6. You may receive an error stating that you do not have the .NET Framework 4.8 installed. If this occurs,
please visit https://support.microsoft.com and search for “.net 4.8" for your version of Windows and install, then
repeat step 9.

Welcome to the Avaya Workplace Setup
Wizard

ﬁ Auvaya Workplace Setup you

1 This application requires JNET Framework .8, Please
i lé install the .MET Framework then run this installer again.

0o
>
VAVA

7. Click on Next.
8. Follow the prompts and click on Finish when complete.

8 Avaya Workplace Setup — x

Completed the Avaya Workplace Setup
Wizard

Click the Finish button to exit the Setup Wizard.

200
P

AVAYA Please restart Outiook if Outiook plugin is enabled
workplace

8 Cancel

1.3. Application configuration

1. Open Avaya Workplace from the Windows Start Menu.
2. Click Join a meeting.

3. Type in your name in Your name field.

4

Type in or copy and paste this link https://telehealth.health.wa.gov.au/portal/tenants/wahealth in the Meeting
Address field.

Note: Meeting Address only needs to be filled in once when the application starts for the first time.

5. Click Manage Audio and Video Devices.

Avaya Workplace Sign In ﬁ} — ¥

Join Workplace Meeting
v .

AVAyA Let's get into the meeting!
workplace

Yourname  Tommy

L hittpe://
2 Join a meeting Meeting Address  telehealth.health.wa.gov.au/
portal/tenants/wahealth

&8 Avaya Workplace
App Let's get info the meeting!
Meeting ID 6123456

You can also join from your calendar
tap the link in the meeting invite

Use Workplace for Audio + Video E‘]
Configure my account
| have an Avaya Workplace account,
let’s set it up and get me signed in!

Back

Mew Conversation + o Qﬁ
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Select the device you wish to use from the drop-down list and use the to increase (to
the right) or decrease (to the left) the volume of the device listed.

Headset Microphone (JabraEY -

Select the device you wish to use from the drop-down list and use the to increase
(to the right) or decrease (to the left) the volume of the device listed.

<)) e—

Headset Earphone (Jabra EVC -~

Select the device you wish to use from the drop-down list and use the to increase (to the
right) or decrease (to the left) the volume of the device listed.

2. Join meetings

2.1. Join a meeting using Application via Avaya Workplace Web Portal

To access the online portal:

COMMUNITY

Open

Copy and paste or type in: https://telehealth.health.wa.gov.au/portal/tenants/wahealth and press on
your keyboard

Type in your name
Type in the meeting ID
Click - to join the meeting through your Desktop Application.

3 i& Avaya Equinox x  +
“
O Type here to search "g" 1 (@] Eo https://telehealth health.wa.gov.au/portal/tenants/wahealth/
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Let's get into this meeting!
Join a Meeting
Tommy
612345 X v
© CEEXZTND

[} Join Presentation only

2.2. Join a meeting from Desktop Application

1. Open Avaya Workplace application
2. Type in the Meeting ID provided or the Clinical VMR or your Personal VMR
3. Click Join.

Avaya Workplace Sign In ﬁ‘r — =

Join Workplace Meeting

Let's get into the meeting!

Your name  Tommy

https:.fd
Meeting Address  telehealth.health.wa.gov.au/
portal/tenants/wahealth

° Meeting ID 612345678

Use Workplace for Audio + Video (.ZJ

© e

Back

Mew Conversation + g:,‘]

3. Desktop meeting functions

The settings of the VMR will determine whether your video will be turned on automatically when you join a
meeting.

3.1. Video on/off

To enable your video in a meeting:

1. Click on the Video button, it will change from blue (off) to grey (on).
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To disable your video in a meeting:

2. Click on the Video button, it will change from grey (on) to blue (off)

> &5 2 ‘

When you connect to a meeting, your microphone will automatically be muted.

3.2. Mute

To unmute the Microphone:

1. Click on the Microphone button, it will change from blue (muted) to grey (un-muted).

To mute the Microphone:

2. Click on the Microphone button, it will change from grey (un-muted) to blue (muted).

3.3. Ending your participation in a meeting

1. Click on the End Call button

3.4. Audiolvideo settings

1. Click on the Manage audio and video devices button.

Volume level control

2. Select the Microphone device you wish to use from the drop-down list and use the sliding bar to increase (to
the right) or decrease (to the left) the volume of the device listed.

" Remote Audio

3. Select the Speaker/Headset device you wish to use from the drop-down list and use the sliding bar to increase
(to the right) or decrease (to the left) the volume of the device listed.
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Remote Audio

4, Select the device you wish to use from the drop-down list and use the to increase (to the
right) or decrease (to the left) the volume of the device listed.

)| e—

Remote Audio

5. Enable (green icon if enabled) or disable (grey icon if disabled) your video.

6. Select the camera to use for video.

Video 5

Logitech HD Pro Webcam C91 -

7. Click on the button to exit the settings.

3.5. Locking/unlocking a meeting

1. Click on the icon.

Click menu
Click
Repeat steps 1-3 to unlock meeting.

2 Conference Features " Mute Everyone

Unmute Everyone

Add Someone to Call...
ny (me)

ﬂ Lecture Mode
Extend meeting

3 “:“ Lock Meeting

End Mesting for Everyone

Dial-in information

Call Statistics
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To accept a request to join a Locked Meeting:

1. The Moderator will receive a notification that a participant is requesting to join and will need to click on the

icon.
Click on the requesting participant’'s name.
Then choose whether to or

Fred Flintstone Admit to Meeting

Refuse Admillance

Fred Flintstone is requesting to
join the meeting

Admit All 4
Refuse All

4. Alternatively, you can or participants at once.

4. Sharing content
4.1. Whiteboard
To share a whiteboard with other participants:

1. Click on the button
2. Select

Display 1 (Primary}

Portion of screen

’i Application window

Whiteboard

Using the whiteboard

Open the whiteboard in a separate window.
Swap the video and whiteboard window location.

3. Use the icons on the left hand-side of the screen
to select different items that you can add to the
whiteboard. Click on the icon, then click into the

whiteboard.

4. You can click on the button to stop
sharing the whiteboard.

5. The will show the different

whiteboard items that have been added since the
meeting started, you can select a slide to view.
Click on the button again to exit.
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6.
7.
8.

Use the or and of the whiteboard.
Select the icon to have the whiteboard fit the screen.
Click to expand the conference window to full screen mode.

4.2. Screen sharing

To share your entire screen:
1.

7.

Click on the button.

Select the (monitor) you would like to share.

You will then see the orange border around your screen and
the tab at the top of the screen. When you click on the tab you

will be provided with sharing options.

You can select the icon to add writing on your screen. Click on the
icon again to stop using the tool.

You can select the icon to add a pointer on your
screen. Click on the icon again to stop using the tool.

Click on the colour box to change the colour of your pen or
pointer tool.

Select the button to select a different sharing option.

4.3. Grant control of the screen

6. Selectthe icon to let another participant take control of your screen.

7. Click on the name of the person to grant control.

8. Clickon

9. Clickon screen sharing to pause your screen sharing (participants will not be able to see what you are
doing on your screen). Click on the same icon to start sharing again.

10. Click on the button to stop sharing your screen.

COMMUNITY
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4.4. Sharing portion of the screen

To share a portion of your screen:

Click on the button.
Select a

You can click on the orange box and move it around the screen to the area you would like
to share.

The sharing options are the same as when you share your full screen.

i Government of Western Australia
East Metropolitan Health Service

| 2 Display 1 (Primary)

Healthy people, amazing care.
Koorda moort, moorditj kwabadak.

Portion of screen

Application window

4.5. Sharing an application

To share a single application:

1

2.
3.
4

Click on the button.

Select

You can then select the application you would like to share from the list displayed.
Then click on the option.

Choose application

q Avaya Equinox — test2 vimr - Google Chrome

What would you like to share?

AT HARTY
c Q (Dhttps://dev.te\ehealth.hea\th‘wa‘go\f.au,’porta\;’tenantsMahea\t..‘ b

‘_.— Display 1 (Pri ) q Avaya Equinox - Google Chrome
isplay rimary;
sl T 3

For quick access, place yaur backmarks here on the baokmarks bar, Import bockmarks now...

Portion of screen

5. Participants

5.1. Viewing participants

COMMUNITY

When you are connected to a meeting, you can see the participants on the left hand-side of the screen.
You can the list of participants.
You can the list of participants.

Y T

+ All Participants

Dropped Participants

Recent Talkers

BR12) Alphabetically

In Collaboration
Jess Comuwall

Jess Comwall @

Reverse alphabetically

Not in Collaboration

. Reverse order of arrival
Not in Video

~ Order of arrival

Raised hands
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5.2. Participants’ controls

When you are connected to a meeting, you can see the participants on the left hand-side of the screen.
You can Mute a participant’s microphone by hovering over their name and selecting the Mute button

When the icon is dark grey, they are muted.

You can unmute a participant’s microphone, by clicking on the Unmute button E
When the icon is orange, they are unmuted.

B 0000s T 4t

6. Chat functions

6.1. Private chat

When you are connected to a meeting, you can send a chat to a specific participant.

1.
2

Navigate to the chat area.

Either click on the participant's name if you have already chatted with them previously or click on the ellipsis
and select the person’s name.

Click your mouse into the Entera message to [participant’s name]field and type your message.
Press Enter on your keyboard to send the chat.

(O Chat o
Public  John 9 000

FS

John 10:22 AM
test

Enter private message to John e

6.2. Group chat

When you are connected to a meeting, you can send a chat to all the joined participants.

COMMUNITY

Navigate to the chat area

Ensure that Public is selected

Click your mouse into the Enter a message to everyone field and type your message

Press Enter on your keyboard to send the chat
Note: You can cycle back and forth between group and individual messages by clicking on Public or the
Participant's name.

O Chat o F )
Public e ase

John 10:12 AM
Hi

Enter public message... o
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7. Moderator’s functions

7.1. Muting participants

1. Click on the icon

2. Hover over

3. Click on the option

4. To unmute all participants, repeat steps 1 and 2.
5. Click on

7.2. Lecture mode

As the Moderator of a meeting, you can change the meeting into lecture mode, where the lecturer can see all the
participants, while they can see only the lecturer. All participants are muted except the lecturer, unless a
participant asks permission to speak, by sending a chat, and is unmuted by the lecturer.

To change meeting to lecture mode:

1. Click on the icon

2. Hover over the

3. Select

4. You will then see the icon change next to that participant’s name

5. To set a lecturer, find the participant in the participant list, click on the
6. Select

w tommy (me)

tommy (me)

Mute

Block video
Block audio and video

v Lecturer

7.3. Disconnecting participants

1. Find the participant in the participant list, click on the
2. Select
3. Click on
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Jess

Mute

Block video

Do you want to drop Jess from this
meeting?

Block audio and video

Drop from call

7.4. Blocking participants videos
1. Locate the participant’s name in the participant list and click on the Jess

Iute
2. Select

Block video
To unblock the video:

Block audio and video

1. Locate the participant’s name in the participant list and click on the

2. Select

Further information and advice

Website: https://telehealth-healthpoint.ndwa.health.wa.gov.au/Pages/default.aspx
Phone: WACHS Service Desk 1800 794 748

Email: WACHSICTHelpdesk@health.wa.gov.au
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