IC293{  Government of Western Australia
{ & WA Country Health Service

Avaya Workplace User Guide

MacOS 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 SOftWarE .............cccoviiiieiiiicc s 3
1.3, Application CONfIGUIALION..........c.oiiiieeeiieee ettt nenas 6

JOIN IMEEEINGS ...ttt bbb ekttt b et ettt ettt ee 8
2.1, Join a meeting using Application via Avaya Workplace Web Portal ..., 8
2.2.  Join a meeting from Desktop APPIICAtION .........cviveveiiicec e 8

Desktop Meeting FUNCHONS .........c.ouiiiiiieeiis ettt enenn 9
3.1 VA0 ONJOf .. 9
3.2 MUEE AR AR e ARt R et 9
3.3.  Ending your participation in @ MEEHING ...........cririiiiiiiissss s 9
34, AUAIO/VIAEO SEHINGS .....oveicvcrieiistetet ettt bbbt ber e et s et r e s st nene e 9
3.5, Locking/unlocKing @ MEELING .........c.eururiririiiiiiiiieieieieieiei et 10

SHAMNG CONENE ...ttt bt sttt e bbb e st esese s st e s e e e 11
4. WRIEE BOBIT ...t 11
4.2, SCIEEN SNAMNG ....vcvetiiicietct ettt ettt ettt a et a e e bt b s e e s e s e b e s e st e b e s ettt ebese e st s ene s 12
4.3.  Grant CONrol Of tNE SCIEEN ........cuiuiiiiiiiiiieiiieieiei e 12
4.4, Sharing portion Of the SCIEEN.........cciiiiiiceiecce et 13
T 2= 440 JE= T o] o o= o SRS 13

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 14
9.1, VIEWING PAMICIPANES .....vuveiereriirieteiee ettt ettt ettt e st en b e s et ee st e st e s erenens 14
5.2, PartiCipants CONIOIS .........c.coviviiiiriiiieicieec ettt ettt st se st ne et r et be st seaeens 15

CRAEFUNCHIONS ...ttt 15
8.1, PrIVAE CRat ... 15
8.2, GIOUP CRaL... .ottt s et sttt ettt a ettt r ettt et et et r e 15

MOTEIALOr'S FUNCHONS .......vuiticiieieieieie ettt 16
% T [V o=y T o= 1 SRS 16
7.2, LECHUNE MOTE ... bbb bbbt 16
7.3. Disconnecting PartiCIPANTS ........cuiveiiieiiieisieiesiee ettt p b enens 17
7.4.  Blocking partiCipants VIABOS ..........cueueiririeieieiesirie ettt sa et e e s 17
rther INfOrmation @NA @AVICE ..........c.euiuiiiiicie bbb 17

COMPASSION | QUALITY | INTEGRITY @ EQUITY | CURIOSITY 2



1. Before you start

This user guide is intended for Macintosh (Mac) computer users outside of the WA Health network.
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. Foraudio: A headset with microphone, your webcam (which 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. Click on the Download App v3.12.0.44.3 blue button.

{ ene M < 0 2 & telehealth healthwa.gov.au [ @t + D

5. Click Allow to download the application and you will see the app in the browser download bar. Click on the
installer to initiate installation.

ay X Downloads Clear

Do you want to allow downloads on

u o -
telehealth.health.wa.gov.au"? . e S air0ans o
‘You can change which websites can download files in & 7a2m8 4

Websites Preferences. -~

6- O 500
low o=

—~  googlechrome.dmg
& 104amB ‘
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6. Click on thelnstall icon.

eve 2 Avaya Workplace

o &

oOoo
P
000
e} 3
Uninstall
AVAYA
workplace

7. Click on Open to proceed with the application installation.

. ?

“Install” is an app d loaded from the il Are you
sure you want to open it?

telehealth.health.wa.gov.au
Show Web Page

Cancel

Don't warn me when opening applications on this disk image

8. Click OK to proceed with the application installation.
r )
?

“bash” wants access to control
“Installer”. Allowing control will
provide access to documents
and data in “Installer”, and to
perform actions within that app.

€ 4

9. Click Allow to proceed with the application installation.
r 0

This package will run a program
to determine if the software can
be installed.

To keep your computer secure, you
should only run programs or install
software from a trusted source. If you're
not sure about this software's source,
click Cancel to stop the program and the
installation.

co Allow
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10. Click Continue to proceed with the application installation.

[ ] @ Install Avaya Workplace 8

Welcome to the Avaya Warkplace Installer

O oIt You will be guided through the steps necessary to install this
softwa
200
>
AVAYA

workplace @ e

11. Click Continue to proceed with the application installation.

L @ Install Avaya Workplace =]

Software Licence Agresment

English a

= Intraduction
*® Licence

000
e

AVAYA

Workplace Print... Save... o Continue

12. Click Agree to proceed with the application installation.

To continue installing the software you must agree to the terms of the
software license agreement.

Click Agree to continue or click Disagree to cancel the installation and quit

the Installer.
Read License I@ Agree
| . v
13. Click Install to proceed with the application installation.
® ‘& Install Avaya Workplace &} )
Standard Install on “Macintosh HD"
& ntroduction This will take 184.9 MB of space on your computer.
® Licence Click Install to perform a standard installation of this software
® DestinatioflSeledt on the disk “Macintosh HD".
@ |[nstallation Type

nstallation

mmary

000
E@=

Change Install Location...

AVAYA

workplace @ —

14. Type in your computer login password or use the Touch ID to allow the installation.

Installer is trying to install new software.

7\
{@\ﬂ\ \ Touch ID or enter your password to allow this.
"\.\/’/g E&.!‘.

Use Password... Cancel
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15. Application will be automatically installed. Click Close when complete.

‘& Install Avaya Workplace

Installing Avaya Workplace

Introduction

Licence

Installation Type Running package scripts...

Installation
) —
nmary

L ]
L]
© Destination Select
.
.

oo

AVAYA
workplace

1.3. Application Configuration

5}

® & & & & @

Introduction
Licence
Destination Select
Installation Type
Installation

Summary

oo

AVAYA
workplace

@ Install Avaya Workplace

The installation was completed successfully.

©

The installation was successful.
The software was installed.

@ Close

1. Open Avaya Workplace Application by searching from Spotlight Search or from the Finder/Applications.

' Q avaya Workplace

o Avaya Workplace

2. Click Join a meeting.

AVAYA
workplace

Let's get into the meeting!
You can also join from your calendar
tap the link in the meeting invite

Configure my account

| have an Avaya Workplace account,
let’s set it up and get me signed in!

4

3. Type in your name in Your name field.

# AirDrop
@ Racent

A Applications o

L] <

Hame

& App Store
# Automator
& Avaya Workplace Taday at 4:24 prr
@ Backup and Sync from Google

Applications =8 = =k

an 2020 at 4:00 pm
1.Jan 2020 at 4:00 pm

237 MB  Apglicatien
5.3M8B Application
184.4MB  Application

13 Mar 2021 at 7:14 am 83.6MB Application

4. Type in https://telehealth.health.wa.gov.au/portal/tenants/wahealth in the Meeting Address field.

Note: Meeting Address only need to be filled once when the application starts for the first time.
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https://telehealth.health.wa.gov.au/portal/tenants/wahealth

5. Click

e e Avaya Workplace signin &

Join Workplace Meeting

Let's get into a meeting!

Telshealth

https://telehealth.health.wa.gov.au/portal l«'tenants/wahealtrl

Meeting ID

Use Workplace for Audio + Video

o

6. Selectthe 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:

MacBook Pro Microphone

7. 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:

)

MacBook Pro Speakers -

8. 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:

)

MacBook Pro Speakers

9. Select the camera to use for video.

FaceTime HD Camera (Built-in ~
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2. Join Meetings

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

To access the online portal;

Open Chrome Browser by searching from Spotlight Search or from the Finder/Applications.

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

‘& Avaya Equinox x +

@ telehealth.health.wa.gov.aufportal/tenants/wahealth/ N

Type in your name.
Type in the meeting ID.
Click Join with the App - To join the meeting through your Desktop Application.

Let's get into this meeting!

Join a Meeting

Telehealth

o 6123456

Q::: Join with Browser
o @ Join with the App

@ Join Presentation only

2.2. Join a meeting from Desktop Application

1. Open Avaya Workplace Application by searching from Spotlight Search or from the Finder/Applications.
2. Type in Meeting ID provided, Clinical VMR or Personal VMR.
3. Click Join.

oo e Avaya Workplace signin &

COMMUNITY

Join Workplace Meeting

Let's get into a meeting!

Your name Telehealth

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

mio 61 23455|

Use Workplace for Audio + Video @

© GEND
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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 turn from blue (video off) to grey (video on).

To disable your video in a meeting:

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

I @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 turn from blue (muted) to grey (unmuted).

To mute the Microphone:

2. Click on the Microphone button, it will turn from grey (unmuted) to blue (muted).

3.3. Ending your participation in a meeting

1. Click on the End Call button.

3.4. Audio/Video Settings

1. Click on the Manage audio and video devices button.
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Volume level control

2.

T.

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 )

MacBook Pro Microphone v

Selectthe 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:

T —|

MacBook Pro Speakers v

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:

!

MacBook Pro Speakers

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

Select the camera to use for video.

FaceTime HD Camera (Built-in ~

Clickonthe button to exit the settings.

3.5. Locking/unlocking a meeting

1.

COMMUNITY

Click on the icon.

COMPASSION | QUALITY | INTEGRITY @ EQUITY | CURIOSITY 10



4. Please repeat steps 1-3 to unlock meeting.

2 Moderator Controls »  Mute Everyone

Unmute Everyone

ﬂ Lecture Mode

Extend Meeting

3 “ﬂ Lock Meeting

End Meeting for Everyone

Dial-in information

Call Statistics

To accept a request to join a Locked Meeting:

1. The moderator will receive a notification that a participant is requesting to join, click on the

You can then either click on one participant's name.
Then choose whether to or

2 B Fred stone > Admit to Meeting

Jess Comwall Fred Flintstone is requesting to Refuse Admitlance

join the meeting Admit All

Refuse All

4. Oryou can or participants at once.
4. Sharing Content
4.1. White Board
To share a Whiteboard with other participants:

1. Click on the button.
2. Select

1 ‘v@vhc%v ‘

What would you like to share?

Display 1

Part of screen

Application window

Whiteboard

COMMUNITY | COMPASSION | QUALITY | INTEGRITY @ EQUITY | CURIOSITY
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Using the whiteboard

Open the Whiteboard in a separate Window.
2. Swap the Video and Whiteboard window location.

Use the icons on the left hand-side of the screen (@ = = 4}
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. 1€
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.

6. Use the or and of the
whiteboard

7. Select the icon to have the Whiteboard fit
the screen.

8. Click to expand the Conference Window.
4.2. Screen Sharing

To share your entire screen:

1. Click on the button. What would you like to share?
. Select the (monitor) you would like to share. S

3. You will then see the orange box around your screen 2 _ i Eispiav
and the tab at the top of the screen, when you click on
the tab you will be provided with sharing options. I

4. You can select the icon to add writing on your screen, click on Application window
the icon again to stop using the tool.

5. You can select the icon to add a pointer on your screen, Whiteboard

click on the icon again to stop using the tool.

6. Click on the colour box to change the colour of your Pen or
Pointer tool.

7. Select the button to select a different
sharing option.

4.3. Grant control of the screen

1. Select the icon to let a participant take control of your screen.

2. Click on the name of the person to Grant Control.

3. Click on :

4. Clickon screen sharing, whereby participants will not be able to see what you are doing on your
screen. Click on the icon again to stop pausing.

5. Click on the button to stop sharing your screen.
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? o [ 1

Chaose a participant to control
your computer

3P cra TRO

4.4. Sharing portion of the screen

To share a portion of your screen:

Click on the button.
Select

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.

What would you like to share?

gp Display 1

Part of screen
Application window

Whiteboard

4.5. Sharing an application

To share a single application:

3L

COMMUNITY

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.
Start Page (Safari) v
Tommy Prod VMR test (Avaya Workplace)

What would you like to share?
2021-04-14_17-16-55 ( Snagit 2021 )

: : WACHS Avaya User Guide - MacOS Applica
' Display 1

user manual ( Finder )
Part of screen
Avaya Workplace ( Avaya Workplace )

Application window

4 SHARE

Whiteboard
CANCEL

You may receive a prompt to allow for Accessibility Access when you use it for the first time. Click

COMPASSION | QUALITY | INTEGRITY @ EQUITY | CURIOSITY
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Accessibility Access

“Avaya Workplace” would like to control this
computer using accessibility features.

i 0 Grant access to this application in Security & Privacy
4 preferences, located in System Preferences.

? o Open System Preferences m

6. Click the and type in your computer password or use Touch ID to unlock.

[ ] < > Hi# Security & Privacy Q
General ~ Filevault ~ Firewall  Privacy

Location Services Allow the apps below to control your computer.

. Contacts

%5 calendars

Reminders
h Photos
!' Camera
. System Preferences is trying to unlock Security &
& icrop m\ | Privacy preferences.
dils. Speech Recognition
: g Touch ID or enter your password to allow this.
Accessibility (.
o Use Password... Cancel
o (8 cick the ock to meke changes ?
A d

7. Check the Avaya Workplace.
8. Click Close to exit.
9. The sharing options are the same as when you share your full screen.

o [ ] < i Security & Privacy Q

General  Filevault  Firewall  Privacy

Location Services Allow the apps below to control your computer.
. Contacts
@ &% Avaya Workplace
S Calendars o™
@ 5 Cinch
Reminders %
B Microsoft Teams
* Photos
8 Snagit 2021
W Camera =
oy
g Microphone

il Speech Recognition

B Click the lock to prevent further changes. Advanced. 4

5. Participants
5.1. Viewing participants

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

Y 4
~ Al Participants

Alphabetically

Dropped Participants
P Y]

Recent Talkers Reverse alphabetically
Jess Comwall

Jess Comwall e

In Collaboration

Not in Collaboration

Not in Video

Raised hands Reverse order of arrival
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5.2. Participants Controls

1. When you are connected to a meeting, you can see the Participants on the left hand-side of the screen.

2. You canMute a participant’s microphone by hovering over their name and selecting the Mute button
When the icon is dark grey, they are muted.

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

B 0000s T 4t

. Chat Functions
6.1. Private Chat
When you are connected to a meeting, you can send a chat to a specific participant.

1. Navigate to the Chat area.

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

3. Click your mouse into the Entera message to [participants name] field and type your message.
4. Press Enter on your keyboard to send the chat request.

(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.

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 P )
Public e ase

John 10:18 AM
Hi

Enter public message... o
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7. Moderator’s Functions
7.1. Muting participants

Click on the

Hover over

Click on the option.

To unmute all participants, repeat steps 1 - 2.

Click on
-

Moderator Controls 3 Mute Everyone

SUEESEC NS

Unmute Everyone & 4 I

ﬂ Lecture Mode

Extend Meeting

4’& Lock Meeting

End Meeting for Everyone

Dial-in information

Call Statistics

7.2. Lecture mode

As the Moderator of a Meeting, you can change the meeting into Lecture Mode. The lecturer can see all the
participants, while they 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:

Click on the icon.
Hover over the
Select

To set a Lecturer, find the participant in the Participant List, click on the
Select

1
R
3
4. You will then see the icon change next to that participant’s name.
5
6

e® ®

Moderator Controls »  Mute Everyone
5& e Telehealth

Unmute Everyone

d (Me)

B 1] Lecture Mode

Extend Meeting

+8 Lock Meeting

End Meeting for Everyone O Chat

Public  Telehealth

Dial-in information

Drop from call

Call Statistics
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7.3. Disconnecting participants

1. Find the participant in the Participant List, click on the
2. Select

2 e—

Unmute

Lecturer

Contro nera...
0 Drop from call

7.4. Blocking participants videos

1. Locate the Participant’s name in the Participants

List and click on the |  Telehealth
2 S Set as Lecturer
To Unblock the Video:

Mute Participant
Block Video

1. Locate the Participant’s name in the Participants
List and click on the

2. Select | Disconnect

Further Information and advice

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

Email: WACHSICTHelpdesk@health.wa.gov.au
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