KPNC Division of Research
FAQs on conducting meetings with research participants using MS Teams
(Updated 4/29/2020)

These FAQs are intended to support and accompany the instructions, “How to set up a group meeting in
MS Teams for research participants.” For more information and tips on using MS Teams, go to the KP
Workplace Technologies website, where you can also find this Quick Start Guide.

Q1 My study already has IRB approval for in-person one-on-one (1:1) visits or group meetings with research
participants. Do | need to get IRB approval to change to virtual visits or remote group meetings with
research participants?

ANSWER: Yes, submit an IRB modification request via IRBNet, as per usual. If this change is due to COVID-
19, please remember to use the new COVID-19 modification form.

Q2 | Can my study use Teams for virtual 1:1 visits as well as virtual group meetings with research participants?

ANSWER: Yes

Q3 | heard that HealthCare Anywhere (HCA) can be used for virtual 1:1 visits with KP members. Which
application is better for virtual 1:1 visits with research participants — HealthCare Anywhere or Microsoft
Teams?

ANSWER: You can use either Teams or HCA, though you may be more familiar with how to use Teams since
HCA is relatively new to KP. See below for a table comparing the HCA and Teams applications.

HCA Teams Comments

Requires a KP issued cellphone/laptop Yes Yes Per KP policy, participants should be contacted only

to schedule a video/audio call through KP issued devices.

Requires participant to download an No No For Teames, if on a cell phone, participants will get a

app message to download the app. To avoid this, access via
a desktop or laptop and select option to join on the
web.

Can schedule video/audio calls in No Yes

advance

Can make outgoing video/audio calls to Yes Yes For Teams, may need to obtain audio conference

non-KP phones license first.

KP branded Yes No A KP logo appears on screen.

Audio/visual good quality Yes Yes Participant can be heard clearly, there is no lagin
response.

Screen sharing good quality No Yes For Teams, there is no lag while scrolling through
pages, images and text are clear.

Thanks to Hilda Cerros and Fernanda Manriquez of the Autism Research Program for sharing this table.

Q4 Does the research participant have to be a KP member to use Teams or HCA?

ANSWER: No

Q5 Is it possible to send a group meeting invitation without disclosing the email addresses of the potential
participants?

ANSWER: Yes, step-by-step instructions on how to do this are detailed in the document “How to set up a
group meeting in MS Teams for research participants,” which may be found on DOR’s COVID-19 webpage in
the Project Management section.
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KPNC Division of Research
FAQs on conducting meetings with research participants using MS Teams

(Updated 4/29/2020)

Q6 | Can a participant use Teams without downloading the app first?

ANSWER: Yes, see instructions under “HELPFUL INSTRUCTIONS TO INCLUDE IN EMAIL TO PARTICIPANTS.”
The participant will have the option to click on the button to download the app or the button to join on the
web instead. Tell them to click the button to “Join on the web instead.”

Note: participants using an iPhone (and most likely iPad users too) will need to download and install the
app first.

Q7 Does the participant have to use a particular device to use Teams?

ANSWER: The participant should be able to join a Teams meeting from their desktop, laptop, or mobile
device (for example, iPhone, iPad, Android phone, or tablet).

Note: participants using an iPhone (and most likely iPad users too) will need to download and install the
app first.

Q8 Does the participant have to be using a particular browser when they join the Teams meeting? What is
the best browser to use?

ANSWER: Teams is supported on many browsers, including Chrome (latest version), Microsoft Edge,
Internet Explorer 11, Safari, and Firefox (latest version). However, some of the Teams calling and meeting
features are limited on a few of the browsers (for example, Internet Explorer 11, Safari, and Firefox).

Q9 I noticed that the phone audio option is greyed out and | am unable to make or receive calls in Teams
from parties outside of KP. What can | do to fix this so that participants can join my Teams meeting by
phone?

ANSWER: You may need to ask the MS Teams administrator to grant you an “audio conference license” to
enable calls to and from outside parties using Teams. To request an audio conference license, call the
National IT Help Desk at 888-457-4872 or submit a request via ServiceNow.

Q10 | Can Teams meetings be recorded, including audio and/or visual?

ANSWER: Yes, the recording feature is enabled, but may not work with all browsers (see FAQ 8). Please
test before using. One study team has drafted instructions on how they use this feature, which they are
allowing us to share (to view attached file, click on the icon (i on the bottom left of screen when in
Nitro). Please note that, by California law, you must get permission from all participants before recording.
Note: you must have IRB approval to record your meetings in Teams or another application.

Q11 | Can we share our screens with the participant(s) during a Teams meeting?

ANSWER: Yes, the sharing screen feature is enabled, but may not work with all browsers (see FAQ 8).
Please test before using.

Note: you must have IRB approval for screen sharing (i.e., of specific documents) in Teams or another
application.

Q12 | Where can | go for more information and tips on using MS Teams?

ANSWER: Go to the KP Workplace Technologies website, where you can also find this Quick Start Guide.
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KPNC Division of Research
Updated 4/24/2020

Instructions for making and recording calls in MS Teams
(Approved by the IRB of record for the MUSE study)

1. In order to host Teams meetings, you need an audio-conference license so that people can join your

meeting audio via telephone. You can request an audio conference license by calling National Help Desk at
888-457-4872 or via ServiceNow.

2. Schedule a Teams Meeting on your Outlook calendar (you can’t schedule it directly in Teams because you

won’t have any participants to add). You can also schedule “new appt” or “new meeting” and then click on
“Teams meeting”.

NOTE: You must use your personal Kaiser Outlook calendar, not the MUSE study Outlook calendar.

3. You do not need to invite the participant to meeting, but you do need to have the Teams meeting info in the

invite. NOTE: When you “send” the meeting you'll get an error due to there being no participants. Choose to
save instead.

1+ LB Test Meeting for Calling Participants - Mesting
File Meeting Scheduling Assistant Insert Format Text Review  Help Q Tell me what you want to do
- o 8 F ) ] O A pivere = Q
m [Z] Calendar an Eﬂ Y O & Eshowas [Meusy W R @J '::'Q D .
Delete JoinTeams |  Meeting Cancel Address Check Response - Recurrence | Categorize * 2" T Dictate New Insights |  View
—> Forward + P [ Reminder |15 minutes  + .
Meeting Notes Invitation Book Names Options ~ -~ | LowImportance - Meeting Poll
Actions Teams Meeting | Meeting Notes Attendees Options Tags Voice FindTime Salesforce
‘i ) You haven't sent this meeting invitation yet.
= Title Test Meeting for Calling Participants
Send Required
Optional
Start time Tue 6/11/2019 (5 00pm v [ Alday [ @& Timezones
End time Tue 6/11/2019 E 4:00 PM - ¥ Make Recurring
Location Microsoft Teams Meeting 2 Finder
Microsoft Outlook x

0 This meeting cannot be sent because there are no recipient names in the To box. Would you like to save and dose this meeting instead?

Ves o

Join Microsoft Teams Meeting

+1213-533-9530 United States, Los Angeles (Toll)
Conference ID: 707 700 91#

Local numbers | Reset PIN | Learn more about Teams | Meeting options

4. Open the scheduled Teams meeting, and “Join the call”.

If you want to use your desk phone as your audio for the meeting, you can look below “Other Join Options”,
and select “Phone Audio” and dial into your desk phone’s number (ex. 510-891-XXXX).

Other join options

5 Audio off %, Phone audio =] Add a room

5. Choose “Show Participants”
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KPNC Division of Research
Updated 4/24/2020

Instructions for making and recording calls in MS Teams
(Approved by the IRB of record for the MUSE study)

6. Inthe box, type the number of the participant you want to call. When the full number is there, click on it to
initiate the call. You will not hear the phone ringing on the interviewer side. So, you will be surprised when
the participant answers, or you get their voicemail. The TEAMS number will show up as a Los Angeles
number- 1-213-533-9530. You should warn your participant ahead of time, so they know to pick up the call.

7. Inthe call control area of the screen, click the three dots
8. Choose Start Recording

9. When you start and stop the recording, the participant(s) will be alerted by a voice recording. If you talk
during this time, they will be unable to hear you. You must get permission from participant before recording
(CA law). For ex, on the MUSE study, we get permission to record during consent process. After we turn on
the recorder, we say “Now that the recorder is on, do you confirm that | have your permission to record?”

10. When done click the same three dots and choose Stop Recording. Or, hang up and the recording will
automatically finish once all participants hang up.

11. The chat window for that meeting will show that it is processing your recording. The amount of time it takes
to process depends on the length of the meeting.

Meeting ended Tm 31s  2:01 PM

Meeting

Recording has stopped. Saving recording to Microsoft Strea...

12. Alink to your recording will appear in that same chat window.

Click on the link (to play video). Click on white arrow icon in bottom right corner (see below) to “View in
Microsoft Stream”.

Meeting
20 0

B o

I 4) 008/ 1:04 Microsoft Stream
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KPNC Division of Research
Updated 4/24/2020

Instructions for making and recording calls in MS Teams
(Approved by the IRB of record for the MUSE study)

13. Once in Microsoft Stream, select “more actions” (“...”, see below). Select Download Video and then Save
As... to save it as a MP4. Name and save on J drive as usual.

[> o9 005/ 041

Details People
Meeting
Published on 2/25/2020 by Semelsberger, Kristen L Limited 1® 02

& Share E] Add to watchlist < Like®

The recording can also be accessed via http://portal.office.com by clicking on the Stream tab. Within
Stream, choose “My Content” then “Videos”. Once you find the video that you want to download, select it,
then look to far right the video for the “...” to download and save the video.

Jiscover + Create P Search
Groups Channels Meetings Watchlist Followed channels Recycle bin T Drag files here, or browse to upload

Search for videos Sort by State

Privacy

‘ }3 Search for videos ... ‘ ‘ Upload date s ‘ | All s | | All

Meeting

1® 0® 00 3/12/2020 B O @
ey Ly

You will also receive an email with a link to the video.

NOTE: If someone calls you back, you will not be able to record an incoming call.
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