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BUPRENORPHINE WAIVER VIRTUAL TRAINING: SET UP TOOLKIT

Introduction:

This manual was created by the NYSDOH Office of drug User Health to serve as a
guide on the standard procedures of setting up a virtual buprenorphine waiver training,
of the typical Half and Half “In-Person” portion of the required waiver training.

This manual includes a breakdown of the tasks involved for each step of the process
ensuring all federal training and continuing education requirements are met, including
roles and responsibilities, webinar logistics for prior to, day of and after the virtual
training.

Statutes and Requlations:

Buprenorphine is the first medication to treat opioid use disorders (OUD) that can be
prescribed or dispensed in physician offices significantly increasing access to treatment.

The Drug Addiction Treatment Act of 2000 (DATA 2000), the Comprehensive Addiction
and Recovery Act (CARA) and the Substance Use-Disorder Prevention Opioid
Recovery and Treatment for Patients and Communities (SUPPORT) Act allows qualified
practitioners to dispense or prescribe buprenorphine for the treatment of OUD.

e DATA 2000 permits physicians who meet certain qualifications to obtain a DEA
waiver to prescribe buprenorphine

e CARA (2016) under certain conditions and restrictions, raised the total number of
patients a prescriber can have for the purposes of dispensing buprenorphine
from 30 up to 100 per year

e SUPPORT Act of 2018 extended prescribing buprenorphine to qualifying other
practitioners (Nurse Practitioners (NPs), Physician Assistants (PAs), Clinical
Nurse Specialists (CNSs), Certified Registered Nurse Anesthetist (CRNAS), and
Certified Nurse-Midwifes (CNMs) until October 1, 2023.

After one year at the 100-patient limit, physicians and qualifying other practitioners who
meet the above criteria can apply to increase their patient limit to 275.


https://www.samhsa.gov/medication-assisted-treatment/statutes-regulations-guidelines
https://www.samhsa.gov/medication-assisted-treatment/statutes-regulations-guidelines
https://www.samhsa.gov/medication-assisted-treatment/statutes-regulations-guidelines
https://www.samhsa.gov/medication-assisted-treatment/statutes-regulations-guidelines
https://www.samhsa.gov/medication-assisted-treatment/statutes-regulations-guidelines
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Required Training:

Substance Abuse Mental Health Services Association (SAMHSA) funds the Providers’
Clinical Support System (PCSS) to provide practitioner training in the evidence-based
prevention and treatment of OUD and offers the required trainings needed to apply for
buprenorphine waiver notifications.

e Physicians require 8 hours of training to apply to the Drug Enforcement Agency
for a waiver to prescribe buprenorphine, one of three medications approved by
the FDA for the treatment of opioid use disorder.

e Eligible Advanced Practice Registered Nurses (APRN) (NP/CNM/CNS/CRNA)
must complete 24 hours of specialized training to prescribe buprenorphine, one
of three medications approved by the FDA for the treatment of opioid use
disorder. The training includes 8 hours of MAT waiver training and an additional
16 hours of training.

e Physician assistants must complete 24 hours of specialized training to prescribe
buprenorphine, one of three medications approved by the FDA for the treatment
of opioid use disorder. The training includes 8 hours of MAT waiver training and
an additional 16 hours of training.

Note: This manual covers the “virtual/in-person” portion of the first 4 hours of the
required training. The remaining required training is available online at PCSS.

The Half and Half In-Person Training Course Covers:

OUD Treatment

Pharmacology

Clinical Application

Urine testing

Clinical Tools and Specialty Topics
Completing of NOI Waiver Form
Case Studies


https://pcssnow.org/about/
https://pcssnow.org/about/
https://pcssnow.org/medication-assisted-treatment/
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Applying for a Buprenorphine Waiver:

Upon completion of the all required training, 8 hours of qualified training for physicians
and 24 hours for other qualified practitioners, practitioners must complete the
Buprenorphine Waiver Notification of Intent (NOI) at the SAMSHA site.
https://buprenorphine.samhsa.gov/forms/select-practitioner-type.php

The NOI must contain:

e The practitioner’s qualifying credentials and additional certifications Practitioners are
required to meet “in good faith” the criteria for obtaining a waiver such as having a
valid medical license, valid Drug Enforcement Administration (DEA) registration.

e The practitioner’s capacity to refer patients for appropriate counseling and other
services.

e The practitioner will not have more than the approved number of patients at any one
time for the first year, regardless of the number of practice locations.

e Practitioners also must upload their training certificate after completing the waiver
form to show that they have completed the required training to prescribe and
dispense buprenorphine.

For those practitioners that intend to immediately facilitate treatment of an individual
(one) patient this requires:

e The practitioner to check the “immediate” box on NOI

e Immediate treatment is limited to one patient per form submitted. Each form must
have a different submission date.

e After reviewing the practitioners immediate to treat request, CSAT’s Buprenorphine
Information Center will send an email to the practitioner approving their intent to treat
one patient immediately.

e Contact CSAT's Buprenorphine Information Center at 1-866-BUP-CSAT (1-866-287-
2728) or send an email to infobuprenorphine@samhsa.hhs.gov to verify that the
notification form has been received and to notify CSAT of the practitioner’s intent to
begin treating one patient.

SAMHSA reviews applications within 45 days of receipt. Once the application process is
complete and the application is approved, SAMHSA will email an approval letter to the
practitioner indicating their waiver level with certification date and informing them they
will receive their x-designation from the DEA within seven to ten business days.


https://buprenorphine.samhsa.gov/forms/select-practitioner-type.php
https://www.samhsa.gov/medication-assisted-treatment/become-buprenorphine-waivered-practitioner
https://www.samhsa.gov/medication-assisted-treatment/become-buprenorphine-waivered-practitioner
mailto:infobuprenorphine@samhsa.hhs.gov
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PCSS Virtual Training Requirements:

e Completed attestation form (Appendix G)

e The attendance report must be downloaded (from your virtual hosting platform) to
document the participants were in attendance for the duration of the event

e All participants must have their video camera turned on for the training

e Polling questions must be used during the training to confirm attendance and
participation

e For every 30 participants you will need to have one moderator and one instructor

e All instructors and moderators must sign the Attendance Verification Log after the
training certifying the attendance of the participants before it is submitted to AAAP

e This training is approximately 4 hours in length and participants are required to be
on the virtual training the whole time in order to be eligible to complete rest of the
waiver process

e The training can be split into two (2hr) sessions and participants must participate
and complete both sessions

Waiver Trainers:

NYS uses trainers that are vetted by us and PCSS. All trainers have good experience
with buprenorphine prescribing and teaching experience. Trainers have agreed to
deliver training in line with our best practices and are experienced in co-facilitating
waiver training with a PCSS accredited trainer

Waiver Training Set Up:

Coordination Details:

When setting up a training with an LHD or other entity, an initial call with the lead
contact for the training should be scheduled. (During the initial call, there are some
logistical questions that need to be answered (See Appendix A: Preliminary
information to know for setting up a training)

= After the initial call, a summary email of next steps and event roles is sent. (See
Appendix B: Next Steps Email)

Note: It is recommended to create a training tracker for planning purposes. (See
Appendix C: Training Tracking)
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Step One: Identify Trainer

Trainers must be waived and experienced buprenorphine prescribers with waiver
training experience (co train with PCSS certified trainer). Application to become a
waiver training course instructor is accessed through this link.

If a trainer is not already identified from the initial call, the waiver training organizer
should reach out to PCSS certified trainers.

In NYS we have a cadre of consultant trainers with prescribing experience in different
settings and different regions. (See Appendix D: Trainer Template)

= Confirm via email the date and time of the training with the trainer and the lead
contact for the request

Step Two: Set Up Logistics
PCSS requires the use of a virtual platform that can download an attendance report,
such as Zoom or Web Ex.

= Set up a virtual platform link (See Appendix E: Virtual Platform User Guides)

Set up the online registration form for the training; registration fields should include:
o Full Name

Email Address

Title/Credentials

Organization

Work Address

Provider Specialty

Work Phone

DEA# (not a required field)

O O O O O O O

= Set registration platform to automatically sends confirmation email to registrants with
a link to webinar

= Register the training in PCSS; PCSS now has the option of presenting the training
remotely @ https://pcssnow.org/medication-assisted-treatment/request-host-mat-
waiver-course/

= Set up the training flyer for marketing and CME purposes (See Appendix F see
template)

**Note: If CME’ are being offered, work with accredited CME provider to ensure all

requirements are met.



https://pcssnow.org/medications-for-addiction-treatment/become-mat-waiver-course-instructor/
https://pcssnow.org/medication-assisted-treatment/request-host-mat-waiver-course/
https://pcssnow.org/medication-assisted-treatment/request-host-mat-waiver-course/
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Step Three: Promotion
Set up a marketing strategy with emails of all local health departments, hospital and

community health associations, American College of Obstetricians and Gynecologists
(ACOQG) etc.

= Send flyer to all marketing contacts (See Appendix F: Flyer Template)

Step Four: Pre/Post and Day of Logistics

Pre-Training Activities Virtual Training

Send the PCSS attestation form to trainer (See Appendix G: PCSS Attestation form)

=  Work with trainer to identify what engagement feature such as polling etc. they may
want to use during training

= Send the trainer and (other sponsors if training is conducted by other agency) an
email containing attestation form and training materials 2 weeks prior to event

= Send all registered participants a confirmation reminder with platform link, PCSS
requirement instructions and training materials (See Appendix H: Participant
Reminder Email)

Note: Materials for Training (See Accompanying Materials Folder)

CME instructions (if offered)

Training Agenda

PCSS waiver training slides

Local community provider info that can provide supportive services

Clinical Guidelines: Treatment of Opioid Use Disorder and Best Practice
documents that are state and/or federally approved

Examples:

New York State Department of Health AIDS Institute Clinical Guidelines
Program: Treatment of Opioid Use Disorder
https://www.hivguidelines.org/substance-use/oud/

Implementing Transmucosal Buprenorphine for Treatment of Opioid Use
Disorder Best Practices from New York State Department of Health and Office of
Alcoholism and Substance Abuse Services
https://www.health.ny.gov/diseases/aids/consumers/prevention/buprenorphine/do
cs/bupe best practices 2019.pdf

SNANENENEN



https://www.hivguidelines.org/substance-use/oud/
https://www.health.ny.gov/diseases/aids/consumers/prevention/buprenorphine/docs/bupe_best_practices_2019.pdf
https://www.health.ny.gov/diseases/aids/consumers/prevention/buprenorphine/docs/bupe_best_practices_2019.pdf
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Day of Activities

= The producer opens up Web Ex or Zoom Training platform about 30 minutes prior to
start
o Load PCSS slides and Disclosure Slide on to the training platform

» |dentify who provides welcome to participants

o Explains how to use the training platform such as Q and A, polling etc.

o Explain waiver process

o Overview of CME process (if applicable)

o Introduce and thank you to co-sponsors and warm hand off organizations
(if applicable)

o Introduce and thank trainer and person with lived experience (if
applicable)

o Let attendees know they must be on for the entire training as attendance
reports will be run to serve as part of the attestation for PCSS

Post Training Activities

Download virtual training platform attendance report

Download Excel registration

Ensure attestation form is completed and signed by trainer

Upload the Attestation form and Attendance report to PCSS

https://www.cvent.com/d/xyq8d5.

= Sends the follow up email to participants (See Appendix I: Training Follow Up
Instruction email)

= Pay Trainers (See Appendix J: Payment Scale and Justification)

Best Practice for Incorporating Low Threshold Access:

While you cannot remove any PCSS slides, you can add to PCCSS slides to tailor and
enhance training. In NYS we have incorporated best practice guideline slides into the
training and worked with clinical consultants to create case studies tailored to the target
audience. We have also included key discussion questions related to best practice and
low threshold access into the training slide deck. (See accompanying materials)



https://www.cvent.com/d/xyq8g5
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NYS Lessons Learned:

= Have a person with lived experience on buprenorphine to share experience and
answer questions
= Have 2 trainers to present to give differing approaches to case studies presented
o Work closely with trainers
o Provide flexibility in offering
o Tailor trainings to audience
= Share best practices document as part of the training materials
= Coach on any stigmatizing language and frame training in a harm reduction
approach

Post Training follow up and Technical Assistance is crucial in helping new prescribers to
start prescribing. Offering post training TA and mentoring may include:

= Clinical Implementation Training
= Mentoring
= Clinical Collaboratives
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Appendix A: Preliminary information to know for setting up a training

Date of initial planning call

Date of Training Time

DOH Led/ Requesting Organization Lead/LHD Led: (List)

Brief Introduction/overview about the Buprenorphine Waiver Training (*we can create a separate
appendix to include all information i.e. description, inquiry as to what they want to accomplish etc. or
add to this appendix). This will allow us to have a better understanding on how much information the
agency knows/have about the waiver trainings and process. Explain the CME process

If agency is familiar with trainings, ask if they have a trainer in mind or would they like for us to identify
one

Compensating the trainer; inquire if they have a budget for the trainer, and explain the cost/fees
breakdown accordingly (add sheet with formula)
A few variables apply:
e Will it be an open or closed training?
e Will it be a regional training?
e Do we have enough funds to compensate a trainer for an agency

What will the Target Audience be and approximate number of attendees desired?

Will they offer CME’s

Who will contact and confirm the trainer? (DOH needs to confirm ANY trainer chosen are PCSS approved
and an updated declaration form was submitted or is on file with University of Rochester for CME’s

If we reach out to the trainer, we need at least three optional dates from agency with a 60-day timeline
to offer identified trainer/s

Did they want to partner with any LHD?

Are there any other Co-Sponsors they have in mind?

Who will set up the Web Ex or Zoom platform for training

Who will serve as producer for the Webinar platform

=  Who will be the lead contact for the training?
Contact person to be listed for questions, inquiries, and a contact to handle webinar logistics
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Who will create the Flyer?

What is the preferred name of the agency (exactly how they would like their name to appear on flyer,
registration etc.)?

Who will create the registration platform? (DOH utilizes EVENTZILLA) * include eventzilla steps and set up
instructions section

Do they have a logo/s they want to use on the flyer?

Who registers training is PCSS? (include PCSS instructions

etc.) Who will send confirmation email to registrants?

Who is responsible for sending materials to participants electronically?
Does tailored slides need to be added? (from LHD if any or from agency or DOH)

If CME’s are offered explain the addition and importance of the disclosure slides

How will training be marketed? (Depends if it is an open or closed training)
o For Open Training work with region to market and, market to NYS List Appendix H
o For Closed Training it is responsibility of site to market within their agency




Appendix B: Next Steps Email

Note: This is an email when working with another site to host training. Otherwise all roles and
responsibilities are for DOH. Role and responsibilities may change depending on the training
request. Make notes during call and send summary of the content of the call be sure to include:

1 Task and person/site responsible

1 Payment of trainer

1 Next Steps

Hello All

Here is a quick summary of the details and responsibilities for the date of (fill in date) buprenorphine
training:

Site/Organization: fill in name of Organization)
Point Person (fill in site lead contact)
Set up Registration Link

Set up virtual training in platform

Send registration link to DOH

Serve as moderator

Ensure all day of logistics

Will participate in dry run on (fill in date)
Work with DOH to Market

Pay Trainer

DOH

Confirm Trainer

Register Training in PCSS

Create Flyer

Send flyer to accrediting body for CME’s

Send confirmation email

Send PCSS Attestation form to site and trainer (fill in names)
Send CME instructions to site

Send email prior to training with instructions with materials and slides including disclosure
slides to site lead

Send email with materials

e Send post training email



Appendix C: Training Tracker Template

Training Requested and
Pending

Training Planning in
Progress

Training Complete
Training Canceled

Trainer Date of Training

Contact Name and Email

CME’s
Offered
Yes/No




Appendix D: Trainer Template

Trainer Name Credentials Affiliation Specialty Email Phone
Dr. David Garry MD FACOG Albany Women’s HealthlOB/GYN

Dr. Sharon Stancliff MD Rikers Island DOCCS

Dr. Alice Paul DO REACH Medical Primary Care

Dr. Dudley Doright MD Buffalo MATTERS ED




Appendix E: Platform User Guides Zoom and Web EX

Z00M USER GUIDE
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Getting Started with Zoom: A Step-by-Step Guide

Sign in and Join

After launching Zoom, click Sign In start or schedule your own meeting. To sign in, use
your Zoom, Google, or Facebook account.

Z00Mm

Sign In Sign Up Free
‘ Emil | LY sign In with 550
S|gn In Keep me signed in Sign In f  sioninwith Facebook

< Rark

Scheduling Meeting

After signing in, you will see the Home tab, where you can click these options: Let’s start
with scheduling. Open your Zoom and navigate to the left of your account page and click
schedule

3 Zoom — L1 X

n ) @ Q. Search .‘

Home Chat Meetings Contacts

- 0

New Meeting v Join

tarh
No upcoming meetings today

Schedule Share screen v

)

03:59 PM

Wednesday, June 10, 2020

1 |Page
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You will then see Schedule Meeting and here you will input details such as the meeting
topic/title, date, time, and recurrence. You can go even further by enabling video for the
host (yourself) and the participants, generating automatic (vs. personalized) meeting
codes, and setting a meeting password to allow invitees to join.

) schedule meeting X

Schedule Meeting

Topic

[Lisa Skill's Zoom Meeting ]

»

4

Start: Wed June 10, 2020 05:00 PM

Duration: 1 hour v 0 minute v

\:\ Recurring meeting Time Zone: Eastern Time (US and Canada) ~

Meeting ID

o Generate Automatically C) Personal Meeting ID 452 690 0283

Password

Require meeting password | 769183

Video

Host:o On () Off Participants:o On () Off

Audio

() Telephone () Computer Audio o Telephone and Computer Audio

Dial in from United States Edit

Calendar

() Nthor Calandare

Cancel

[ o W nn () Ganala Calandar

2 |Page
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Setting Up Zoom Meeting Registration

Scheduling a meeting that requires registration will allow you to have your participants
register with their e-mail, name, other questions, and custom questions. You can also
generate meeting registration reports if you want to download a list of people that
registered.

e Signin to the Zoom web portal (not the desk top app) and click Meetings. You will be
able to see the list of your scheduled meetings here. You can either schedule a new
meeting or edit an existing meeting. Then check the "Registration: Required" box.

Edit "My Meeting"

Topic: My Meeting 0}
When: 12/29/2016 4 02.00 v  PM
Duration: 1 v hr 0 v min
Time Zone: (GMT-7:00) Pacific Time (US and Canada)

Recurring meeting

Registration: £ Required

Host Video: © on off

Participants Video: © on off

After scheduling the meeting, the Branding and Invite Attendees sections will appear. In
the Branding section, you can customize your registration page with a banner and logo. In
the Invite Attendees section, You can find your meeting link and the list of registrants. You
can also set the type of registration for the meeting.

Invite Attendees:
People are required to register before joining this meeting.

Registration URL: https://success.zoom.us/meeting/register/9t

Manage Attendees
Registrants: 1
Automatically Approved

Registration Options

Approval: Automatically Approve
Options: Show social share buttons con registration page

3 |Page


https://support.zoom.us/hc/en-us/articles/216378603
https://zoom.us/meeting
https://support.zoom.us/hc/en-us/articles/201362413-How-Do-I-Schedule-Meetings-
https://support.zoom.us/hc/en-us/articles/201362413-How-Do-I-Schedule-Meetings-
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Registration Options

In this section you can configure the registration process by changing the approval type,
registration questions, and some additional registration settings. There are 2 types of
approval:
e Automatic Approval: Anyone who signs up will receive information on how to join.
e Manual Approval: Anyone who signs up will need to be approved by the host on the
meeting management page.

As the host you can opt in or out for email notifications when someone registers. you can
also not allow registration after the scheduled meeting time has passed.

e You can also pick which registration questions are asked. Custom questions are
supported

egistration

Registration

Registration Questions Custom Questions

Registration Questions Custom Questions

Add eg\strat[on 1elas

© Automatically A First Name, Last Name and Email Address required.
utomatically Approve

Field i
Registrants will automatically receive information on how to join the meeting. Required
Manually Approve Address
The organizer must approve registrants before they receive information on how to join
the meeting. City
Notification Country

Send an email to host when someone registers 9
=k e 8 Zip/Postal Code

Other options
P State/Province
Close registration after event date

Show sacial share buttons on registration page Phone

Industry

Organization

Job Title
Purchasing Time Frame
Role in Purchase Process
Number of Employees

Questions & Comments

m Cance'

4 |Page
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Email Invitations

Once you’ve set and saved all your meeting parameters, you can sync it to your Outlook
or Google calendar and, when the time comes, email invitations to registrants. These
emails will provide a link that synchronizes the meeting with their respective calendars
and issues reminder notifications.

F i kill@health.ny.gov
ii Lisa Skill's Zoom Meeting
Required |
Optional
Wed 6/10/2020 [} = 500PM v  [JAlday [] @& Timezones
Wed 6/10/2020 ] = 6:00PM v {3 Make Recurring
Location https://zoom.us/j/924855929037pwd=MTErV2FyKzIQQIhOSTdjOFhXWk5GUT09 E Room Fir

Lisa Skill is inviting you to a scheduled Zoom meeting.

Join Zoom Meeting
https://zoom.us/j/92485592903 ?pwd=MTErV2FyKzIQQIhOSTdjOFhXWk5GUT09

Meeting ID: 924 8559 2903
Password: 769183
e ey

Start your first meeting

Before jumping into your first Zoom session, download the Zoom app from the Download
Center and install it on your computer. After you run the app, make sure your microphone
and speaker are functioning correctly. You can do this by going to the settings on your

app.
Settings

General Speaker Test Speaker MacBook Pro Speakers (MacBook Pro v

Output Level:

Video
Output Volume: “ <)
) Audio
Share Screen
Microphone Test Mic MacBook Pro Microphone (MacBook Pr... ¢
( ) Chat
Input Level: EED
Virtual Background
Input Volume: < o<
Recording v ically adjust phone volume
8 Profile
Use separate audio device to play ringtone simultaneously
) statistics

v n m; r n joini
O Keyboard Shortcuts Join audio by computer when joining a meeting

Accessibility

Mute microphone when joining a meeting

v Press and hold SPACE key to temporarily unmute yourself

Advanced

5|Page
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Conduct a Test Zoom Meeting

You can conduct a test Zoom meeting to familiarize yourself with the Zoom and test your
microphone/speakers before joining a Zoom meeting. You can also test your video or
audio while in a Zoom meeting.

Join Meeting Test

Test your internet connection by joining a test meeting.

If you are unable to join the meeting, visit Zoom Support Center for useful information.
=  When prompted by your browser, click Open Zoom Meetings. If you don't have
Zoom installed on your computer, follow the prompts to download and install
Zoom.
= The test meeting will display a pop-up window to test your speakers. If you don't hear
the ringtone, use the drop-down menu or click No to switch speakers until you hear
the ringtone. Click Yes to continue to the microphone test.

Testing speaker...

Do you hear a ringtone?

Yes No

Speaker 1: Headset Earphone (Sennheiser SC70 USE f

If you don't hear an Output Level audio reply, use the
drop-down menu or click No to switch
microphones until you hear the replay. Click Yes when you hear the replay.

Testing microphone..
Speak and pause, do you hear a replay?

Yes Mo

Microphone 1: Headset Microphone (Sennheiser SC70 US | =

6 |Page
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Click Join with Computer Audio to join the test meeting with the selected microphone
and speakers.

Speaker and microphone looks good

Speaker  Headset Earphone (Sennheiser SC70 USE for |

Microphone:  Headset Microphone (Sennheiser SCT0 USB fu

Join with Computer Audio

7 |Page
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Start Meeting

To start your meeting! You can do this right on the Zoom website. Simply find the
scheduled meeting and click Start.

RECHJEST A DEMO 1 iy RES CES SLPPOAT

Z OOI I I SOLUTIONS - PLANS & PRECINC COMNTACT SALES SCHEDULE & MEETING oA A MEETING HOST b MEETING = .

mmrill Upcoming Meetings Previous Mestings Personal Meeting Room Meeting Templates

Profbe
m Schedule a Mew Mesting

‘Wihinars

Recardings

Saak Time 3 T Mesting ID
Sotti
Ngs TomMarmow My Mesting 7B1-4765-0493 Start Delete
5 .A'.'-.

ADMI

Or you can start a meeting directly from your Zoom app.

( 2 Zoom - a x

(d L 0 2] 0L Search .

Home Chat Meetings Contacts

Upcoming Recorded

My Meeting
928-054-3553

My Personal Meeting 1D (PMI) 16:00 - 17:00

Meeting ID: 781-4765-0493

m fa Copy Invitation # Edit
My Meeting

16:00-17:00 X Delete

Fri, Apr 24

Meeting ID; 781-4765-0493

Show Meeting Invitation

CSr, you can navigate to your email inbox or calendar and click the link there.

8 |Page
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Sharing Screen Overview

While in a meeting, you can share the following content:
e Entire desktop or phone screen

A specific application

A portion of your screen

Whiteboard

Audio from your speaker

Video from secondary camera

iPhone/iPad screen

Click the Share Screen button located in your meeting controls at the bottom of your
screen

vt N ad! » [ cc) ]

Join Audio Start Video Security Participants Chat Share Screer Record Closed Caption Reactions

You will see the options at top of screen

e Basic
e Advanced

X hare U Comments

© Select a window or an application that you want to sha

Advanced

N
9

Whiteboard iPhone/iPad

_ - e S
........ L

” (]
»m User Guide.docx - Compa ﬁ Cisco Webex Meetings Allen, Paige (HEALTH) | Microsoft [i. Inbox - Lisa.Skill@health.ny.gov [i
e —————

Bupe Waiver Training Set Up Guide Snipping Tool

= i“"" computer sound Optimize Screen Sharing for Video Clip m
art Video (Alt+V.
Security P nts Chat i Record Closed Caption eactions More

N

Lisa Skill
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Select one of these screen share options:

Basic:
e Share your entire desktop, specific application window, whiteboard, or
iPhone/iPad screen
& Select a window or an application that you want to sha

Whiteboard Phone/iPad

Advanced
e Portion of Screen: Share a portion of your screen represented by a green border.
e Music or Computer Sound Only: Only share your computer's audio (your

selected speaker in your audio settings).
e Content from 2nd Camera: Share a secondary camera connected to your computer;
for example, a document camera or the integrated camera onyour laptop.

T OEIELL a WIHHUUW LI all dppltdauull uidL yuu wdllil Lo slidie

Basic Advanced Files

1 «:

Portion of Screen ©) Music or Computer Sound Only (%)
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Click Share

p 4 ]

Whiteboard iPhone/iPad

wome B g = | e e S DD

M= -]
Zoom User Guide.docx - Compa..,m Sharing your screen in a meeting ‘ 1 Reminder(s) Screenshots

)
Cisco Webex Meetings Allen, Paige (HEALTH) | Microsoft 6 Inbox - Lisa.Skill@health.ny.gov - i Snipping Tool

K

(L) Share computer sound () Optimize Screen Sharing for Video Clip m
e Zoom will automatically switch to full screen to optimize the shared screeW.

exit full-screen, click Exit Full Screen in the top-right corner or press the Esc key.

e To disable automatic full screen when viewing a shared screen, disable this option in

your desktop client settings: Enter full screen automatically when a participant
shares screen.

e [f you selected Portion of Screen, customize the screen portion by dragging or resizing

the green border.

e If you selected Content from 2nd Camera, click Switch Camera in the top-left corner

to switch the shared camera.
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Share screen menu

When you start sharing your screen, the meeting controls will move into a menu that you
can drag around your screen.

oo 1
" -..

Secunty Partiapants

-

’

Annotate

Mute/Unmute: Mute or unmute your microphone.
Start/Stop Video: Start or stop your in-meeting video.

Participants/Manage Participants: View or manage the participants (if the host).

New Share: Start a new screen share. You will be prompted to select which screen you

want to share again.
Pause Share: Pause your current shared screen.

Annotate / Whiteboard: Display annotation tools for drawing, adding text, etc.

More: Hover over more for additional options.

o Chat: Open the chat window.
o Invite: Invite others to join the meeting.

o Record: Start recording locally or to the cloud.
O

Allow/Disable participants annotation: Allow or prevent the participants from

annotating on your shared screen.

Show/Hide Names of Annotators: Show or hide the partici
are annotating on a screen share. If set to show, the partici
display beside their annotation.

¢}

Zoom User Guide.docx - Compatibility Mode

pants' name when they
pant's name will briefly

File

bSave (@ off) - -

Home Insert Design Layout References Mailings Review View Help ACROBAT O Search

x ¢ T v s ¢ 0 © O @

Mouse  Select Text Draw Stamp  Spotlight  Eraser  Format  Undo Redo Clear save

o
y -

Mute/Unmute: Mute or unmute your microphone

Start/Stop Video: Start or stop your in-meeting video.

Participants/Manage Participants: View or manage the participants (if the host).
New Share: Start a new screen share. You will be prompted to select which screen

you want to share again.
Pause Share: Pause your current shared screen.
« Annotate / Whiteboard: Display annotation tools for drawing, adding text, etc.
* More: Hover over more for additional options.
o Chat: Open the chat window.
o Invite: Invite others to join the meeting.
o Record: Start recording locally or to the cloud.
o Allow/Disable participants annotation: Allow or prevent the participants
from annotating on your shared screen.
o Show/Hide Names of Annotators: Show or hide the participants' name
when they are annotating on a screen share. If set to show, the participant|
name will briefly display beside their annotation.

A < wm .9 - i) ] /'

Join Audio Start Video Security Participants Pause Share Annotate

X ) [E Bz oi ; -« @w -

|2 Share 7 Comments

Chat
Breakout Rooms

Record on this Computer
Record to the Cloud

Closed Caption

Disable participants annotation

Show Names of Annotators

Hide Floating Meeting Controls  Ctrl+Alt+Shift+H

Share computer sound

Optimize Share for Full-screen Video Clip



https://support.zoom.us/hc/en-us/articles/115005759423-Managing-Participants-in-a-Meeting
https://support.zoom.us/hc/en-us/articles/115005706806
https://support.zoom.us/hc/en-us/articles/201362183-How-Do-I-Invite-Others-To-Join-a-Meeting-
https://support.zoom.us/hc/en-us/articles/201362473
https://support.zoom.us/hc/en-us/articles/203741855
https://support.zoom.us/hc/en-us/articles/115005706806-Annotation-as-a-Viewer
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Recording Meeting Overview

You can record your Zoom meeting or webinar locally to your computer or to the Zoom
cloud if you are a licensed user. Files stored on the cloud can be accessed on your
desktop or from the web.

Note:

e Locally recorded meetings and webinars can only be accessed on the computer
that recorded the meeting.

Cloud recording is automatically enabled for all paid subscribers. When you record a
meeting and choose Record to the Cloud, the video, audio, and chat text are recorded in
the Zoom cloud. The recording files can be downloaded to a computer or streamed from a
browser.

Note:

e You can also start cloud recordings on iOS and Android.

e You can record the meeting in different recording layouts including active speaker,
gallery view, and shared screen.

e If you're have issues with cloud recording, see our frequently asked questions about

recording.
e Zoom also offers local recording, which saves the recording files to your computer.

Cloud recoding save recording in MP4 (video), M4A (audio) and txt (chat) formats.
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Your Recording

e After a recording is completed, you can go to "Meetings" and then "Recorded" to open
the location of the recording on your computer.

e |If the meeting was recorded without any breaks or the recording being stopped, the full
length recording will be stored as seen here

. Y (ole )

L/U | | <« zoom » 2014-12-1519.00.03 aidan crosbie’s zoom meeting 7839457... v | 49 || Search 2014-12-15 19.00.03 ciden cros... P
‘ 1
‘ Organize » Include in library v Share with » Play all New folder == il & ‘

" Favontes 2 Name ] i Title Contributing artists  Album

Bl Desktop . audio_only

% Downloads % playback

= Recent Places B zoom 0

-9 Libranies

+| Documents
& Music

b Pictures
B videos

o& Hoemegroup

} 3 items

However, if you select "Stop Recording" then "Start Recording" again, the recording will
be saved in various segments.

2o R’ AL &) ®

trvite Manage Participants  $Share Screen

In this folder 'zoom_0" would be the recording until the first stop, and 'zoom_1' would be
the recording after the first stop.

) (=] ©

\..Ju o L. % room b 20014-12-15 18.53.24 aidan crosbie's zoom meeting 4220251... - | 5 [ Search 2014-12-15 185324 aidan oros... 2
Organize = Include in library « Share with « Play all Mew folder E~- d @
= Mame : ® Title Centributing artists  Album
B Desktop & audin_snly
8 Downloads B playback
| Recent Places B zoom 0
- B zoom_1
o Libraries

<| Documents
o' Music

b=/ Pictures
B videos

#d Homegroup

J 4 itemns
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Polling Overview

The polling feature for meetings allows you to create single choice or multiple-choice
polling questions for your meetings. You will be able to launch the poll during your
meeting and gather the responses from your attendees. You also have the ability to
download a report of polling after the meeting. Polls can also be conducted anonymously,
if you do not wish to collect participant information with the poll results.

Creating a poll

e Go to the Meetings page and click on your scheduled meeting. If you do nothave a
scheduled meeting, schedule a meeting now.
e From the meeting management page, scroll to the bottom to find the Poll option.

10:19 AM
6/23/2020
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e Click on Poll to begin creating the poll.

e Click on Add Question

W Polls

—

Share Screen Closed Caption Reactions

16 |Page
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e Enter atitle and your first question.

e (Optional) Check the box to make the poll anonymous, which will keep the
participant's polling information anonymous in the meeting and in thereports.

e Select whether you want the question to be single choice (participants can only choose
one answer) or multiple-choice question (participants can choose multiple answers).

e Type in the answers to your question and click Save at the bottom.

e |f you would like to add a new question, click Add a Question to create a new
guestion for that particular poll.

Type your question here

Delete

+ Add a Question

@ Single Choice ) Muitiple Choice

Answer 1

Answer 2
Save Cancel
nswer 3 (Option.

17 |Page
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Generate Report in Zoom

Sign into the Zoom web portal and navigate to Account Management under Admin in lower left hand corner.

Settings

ADMIN

Dashboard

> Account Management

Click on Account Management and you will see reports under it

- Account Management

Account Profile

- R pOItS

Scheduling Tracking Fields



Appendix L Generate Zoom Report
Click on reports and under usage reports click on active hosts

Pan A A AL LN L S R B B B A

‘ Reports

Usage Reports

Daily

nber of new users, meetings, participants and meeting minutes in a month.

Active Hosts

eetings, participants and meeting minutes within a specified time range.

When you click on active hosts you will then sort by meeting by putting in the date of your meeting

Reports Usage Reports -~ Active Hosts

From:

07/29/2020 4 To: 07/30/2020 oA

Maximum report duration: 1 Vomth

The report displays information for meetings that ended at least 30 minutes ago.

By Meetings By Users Report Queue

Scroll down to find your meeting and click on participant number

DTIHHUa wulivall > reisuvlidal V... DTHHUa wulivdall VL.I7 .1V Vo000 -t =)

alth.ny.gov PM PM

07/13/2020 07/13/2020
03:10:02 04:38:07 89 2
PM PM

lisa.skill@health.ny.g
ov

Zoom Practice Lisa Skill

N7/12/2020 N7/1/2020
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You will then check the boxes:

e Export with meeting data

e Show unique users and then click export and you can save the excel spreadsheet that is your report

Mee

Export with meeting data

Show unique users

BPic : Zoom Practice

Meeting ID : 978 0125 0499
_ Start Time : 07/13/2020 03:10:02 PM

Participants : 2

Name (Original Name) User Email

Lisa Skill lisa.skill@health.ny.gov

byd01

EZl -

User Email : lisa.skill@health.ny.gov
End Time : 07/13/2020 04:38:07 PM

Total Duration (Minutes)
89

86

Usage Reports

Active Hosts

By Meeting

Scroll down to find your meeting

Click on the participant number



WEB EX USER GUIDE

Appendix E



Web Ex User Guide

Table of Contents
About scheduling @ traiNiNg SESSION ..........uuuuuuuuuuiiiiiiiiiiiiiieiieeeeeeeeee e 1
Choosing a level of security for a training SESSION ..........coieiiiiiiiiieeiee e, 1
Setting up a scheduled training SESSION ......ccoooeeiiiieeeeeee e 2
Set up session and access INFOrMALION ...........coouuiiiiiiiiiii e 3
Schedule the date, time, and OCCUITENCE ........ccoeeeiieeeeeeee e 3
SESSION OPUIONS. ... 5
Share Content in CiSCO WebEX TraiNiNg .......ccoeeeeeeriieeiiiiiie e eeee e e e e e e 7
Poll Attendees in CisCO WebEX TraiNiNg .......c.uoiiiiiiiiiiieeiiiie e e e e e e e eaaie e aees 7
Prepare a Poll QUESLIONNAIIE ..........uuiiiiiiiiie e e e e e e et e e e aaa e eeens 7
Best Practices for Communicating with Participants in Cisco Webex Training .............. 8
USING POIIS ...t 8
Y = 14 o @ (=] o | O 8
MY DB SKEOP ..ttt 9
1L (LT3[ T [T o YA T = ) PR 9
F Y o] o] Loz 1110 o HE TP TTPTRTRTRTTRTPRTRTN 9
LAY a1 =] o T T T o 9
WED BIOWSET ...ttt et e e e e e e e e et e e e e e e e e e e e aean e e e e e e e e eenannnnnnn 9
Y10 LT =T = 9
REMOLE COMPULET ...ttt e et e e e e e e e e e e nnnnaas 9
MY SESSION WINAOW ....uuiiiieeieiiieeiee et e e e e et e e e e e e e e e e et e e e e e e e e eeannnnnanas 10
ASSIGN PIIVIIEOES ...ttt e e e 10
UsIiNg the Q&A PANEL........coo o 11
BreakOUL SESSION.......uuiiiie e ee ettt e e e e e e e e e e e e e e e e e e eaeaaaa e e e e e e e eeeennnnanan 11
Encouraging Attendee COMMUNICALION .......ccouuiiiiiiiie e 11

FROADACK TOO0IS .o e e 11



Web Ex User Guide

About scheduling a training session

When scheduling a training session you can accept the default settings that your
Training Center Web site provides, or you can specify several options for your
training session. These options allow you to customize your training session for
your specific needs. Once you schedule a training session, you can modify its
options.

You can also cancel a scheduled training session at any time.

If another user has granted scheduling permission to you in his or her user profile,
you can schedule a training session on behalf of that user. For details about
granting scheduling permission to another user, see Allowing another host to
schedule your training session (on page ).

Choosing a level of security for a training session

You provide security for your training session by doing any of the following:

l1|Pag

Require a password—Most Training Center Web sites require that you specify a
password for any session that you host. Attendees mustprovide this password
to join the session.

Specify an unlisted training session—When scheduling a training session, you
can specify that the session is unlisted. An unlisted training session does not
appear on the training session calendar. To join an unlisted training session,
attendees must provide a unique sessionnumber. For more information about
specifying an unlisted session, see About listed and unlisted trainingsessions.

Exclude the session password from email invitations—When scheduling a
training session, you can prevent the password from appearing in the email
invitations that your Training Center Web site automatically sends to
attendees. For details, see Excluding thesession password from email
invitations.

Require attendees to log in—When scheduling a training session, you can require
that attendees have a user account on your Training Center Web site. Thus,
attendees must log in to your site before they can attend the session. For more
information, see Requiring attendees to log in toyour Training Center Website.
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Setting up a scheduled training session

When scheduling a training session, you must specify a training session topic, date and
time, and password. You can also specify several options to provide security for and
customize your training session.

Open the Schedule Training Session page:
e Login to your Training Center Web site.

e On the navigation bar click on the Web Ex Training

%goprumw \ Technology Services

Webex Trainiry | My Webex '

Home Webex Meetings  Webex Events =~ Webex Support

My Meetings

My Personal Room
My Recordings

My Contacts

My Profile
Preferences

My Reports

e Click Schedule Training and the Schedule Training Sessionpage appears.

NEWYORK | Office of Information

STATE OF

OPPORTUNITY. Technology Services

Home Webex Meetings ~ Webex Events ~ Webex Support BWES@EIETE My Webex Modern View lisa.ski

NYS TS FAQS - Join an Unlisted Training Session
Attend a Session
< Host3 SEEsish To join an unlisted training session, type the session number that your host gave to you, then click Join Now.

Schedule Training Session Number: |

Instant Session -

Join Now
Hands-On Lab
Test Library

My Trainina Recardinas

2 |Pag
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Set up session and access information:

e Specify a topic and a password for the training session.

- [0 RHUFIEIR IS SV el Jll Video Conferencing - Schedul: X | =+
< c o O & ht meetny webex.com/mw

vebex/default. do?siteurl=meetny&service=7 vee {} m Mo o =

@ Getting Started Login £ The DOH Insider € SharePoint Efll C-G IS-CHIP-CSP Wor... () NYS Information Tech... @) Home | Health Resear... &b SharePoint [&) SUBSTANCE USE - AID... »

Y |
—~ Newvork | Office of Information
/ » .
™ | Technology Services
N
Home Webex Meetings ~ Webex Events ~ Webex Support My Webex Modern View sa.skill@health.ny.g... Loc

>
~

Schedule Training Session

v Host a Session Session and Access |

Set options using template: [Webex Training Default]

jule Training Schedule for: | Myself
Topic:

t session password:  iAnKHXG34b5

|_| This session will have over 500 attendees

Test Library 1~ Autol
My Training Recordings [[Isend a copy of the attendee invitation to me
v SetUp Tracking codes:  Jije[itg Health
Agency Administrative & ¢
Webex Training Disabilities & Agin
Start Session
My
Audio Conference Settings
Support
v-SHpp Select conference type: | Webex Audio
hen [V] Enable and display toll-g number  Show toll-free dialing restrictions
play
MyRe S v (Toll number is always dispRyed.)
= pe Hi | e (5 ) 9 we x® D m 1 ,,3 - 3 (S ] R~ 235 PM

6/16/2020
Specify audio conferencing options:

¢ Under Audio Conference Settings, select you want a WebExaudio

conference

Schedule the date, time, and occurrence:

e Specify the date and time at which the training session starts, itsoccurrence, and

its duration.

Entry and exit tone: | Beep N
Date and Time
Starting time:  [3.ne ~[16 ~|[2020 | j
2 ‘00 v| Oam ®pm Plan session time zones...
Time zone: | New York (Eastern Daylight Time, GMT-04:00) ¥

Attendees can join |5 v |minutes before the start time

Attendees can also connect to audio conference
Occurrence: ~ ® Single-session class
O Recurring single-session class (attendees register for one session)
@) Multiple-session course (attendee register for entire sequence)

O Schedule irregular sessions (each session may be edited separately later)
Estimated duration: |1 hour v H v|

3 |Pag
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Specify registration options:

e The Registration options is optional and we are using eventzillafor
registration so this is left blank

e Also leave the attendees option blank
Registration

¥ Youcan require attendees to register for a training session before they can join it. When their registration reque
will receive a unique registration ID in their email. Attendees must use this ID to join the session.

B You must enable registration if you want to charge attendees a fee.

Attendee Registration: [ ] Require attendee registration Customize form 0

] Automatically approve all registration requests

(If you select not to automatically approve registration
requests, you must manually approve each attendee's
registration request before they can join the session)

Attendees

To invite presenters to a scheduled training session:

On the Schedule Training Session or Edit Scheduled Training Session page, scroll
to Presenters, and then click Invite Presenters.

The Invite Presenters page appears.

e Add any of the following to the list of invited presenters:

* new individual presenters who are not already contacts in one of your
address lists.

o Type the presenter's full name in the Full name box.
e Type the presenter's email address in the Email address box.

e Optional. To make this presenter an alternate host—one who can startthis

training session and act as the host—select the Invite as alternate host
Invite Presenters

Provide new presenter information here or select contacts from your address book.

Presenters to Invite
Name

Select Contacts...

Email address Time Zone

Phone number Language Locale

No contacts selected.

OK Cancel
New Presenter

* Required field

~ Full name:

+ Email address:

Phone number:
Time Zone:
Language:

Locale:

4 |Pag

Kelly Ramsey
kellysramsey@yahoo.com

n  Number (with area/city code)

1

\ New York (Eastern Daylight Time, GMT-04:00)
[English |

lus. =

[] Add presenter as attendee in my address book
[ Invite as alternate host

Add Presenter
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Session Options

You can determine the default privileges that attendees have once you start your
training.

A presenter can grant the following privileges to or remove them from attendees during
a training session, whether you select them on the Session Options page:

e Save

e Print

e Annotate

e Attendee list

e Thumbnails

e Video

e Next or previous pages
e Chat

e File transfer

e Recording

If you do not select Video, Chat, File transfer, or Recording, their associated features
are not available during a training session.

e Onthe Schedule Training Session or Edit Scheduled Training Sessionpage, select
Session Options > Edit Options.

e Under Attendee Privileges, grant or remove a privilege for all attendeesby
checking or unchecking each option.

e Select Save to close the Session Options page.

e Select Schedule or Update.

@ NYS Information Technalax

£ c @ o a etny webex.com ywebex/detault doZservice=7&siteurl=meetny&main url=" s+ & N @0 © = - Comments
@ Getting Started [ Login €% The DOH Insider @ SharePoint €l C-G IS-CHIP-CSP Wor... (D NYS Information Tech... ) Home | Health Resear.. @ SharePoint [&] SUBSTANCE USE - AID. »
g
—_S NEwYORK | Office of Information .

e | Technology Services

Home  WebexMeectings  Webex Events  Webex Support [MUCTSRIETTRN My Webex
>
v Lour samam A $PSCI eaca 06 AOWNICAed DY Partcipants DEIOre (NG SeSSION SIArS. 10 A0a COUrse material, you can eitner upioaa new
files or select or you hi uploaded previously.
(No file specified yet.)

~ Host a Session Add Course Material...

Tests
¥ You can add a test to this session for delivery before, during, or after this session. To add a test that you have already created and saved in
the Test Library. click Add Test Toer reate atest. or o import rom  your polin gquesm e ol this secsion SLet O i corfmation
page that appears, select Add a Test. You can also go to the Ses: e later
session.
"""" (No test yet.)
~ SetUp Add Test...
Save As Template Schedule | | Start Session Cancel

5 |Pag 'i; ) W o 3 Z a2 3 ®* e @ N
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At the bottom left of the page click schedule
x/default do?siteurl=meetn vice=7 . @ W n @ o = H Comments
» |T%
A Embed

C o © @& https;//meetny webex.com/mw3
@ Getting Started Login £ The DOH Insider € SharePoint Ell C-G IS-CHIP-CSP Wor... (@ NYS Information Tech... @ Home | Health Resear... @ SharePoint [&) SUBSTANCE USE - AID...
Flash
Flash

e

ﬂFWYORK Office of Information

ATE OF
lisa.skill@health.ny.g ¢
v

= ST
OPPORTUNITY 2
e T Technology Services
Webex Events ~ Webex Support My Webex Modern View
>
~

Home Webex Meetings
v Lourse material Specifiea can be aownloadeq by participants Defore e session Starts. 10 aaa course material, you can eltner upioaa new

files or select ones you have uploaded previously.

<
NYS ITS FAQs A

Attend a Session (No file specified yet.)

Add Course Material...

Tests

@ You can add a test to this session for delivery before, during, or after this session. To add a test that you have already created and saved in
the Test Library, click Add Test. To create a test, or to import from your polling questionnaire, schedule this session first. On the confirmation

Host a Session
page that appears, select Add a Test. You can also go to the Session Information page later to add or edit a test after you have scheduled this

Schedule Training

Instant Session

Hands-On Lab

Test Library Sassion
My Training Recordings (No test yet.)
v Set Up Add Test...
Save As Template Schedule | Start Session ~ Cancel
Il rights reserved. Privacy Statement | Terms ¢

Webex Training
0 and/or its affiliaf

Preferences
My Profile
© 2020
vl + 100%

~ Support

Help

6|Page
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Share Content in Cisco Webex Training

You can share files during a training session. Documents, presentations, and
whiteboards can also be shared in the content viewer of the training session.

Click here to learn how to share content in Web ex Training

Poll Attendees in Cisco Webex Training
During a training session, you can poll attendees at any time by presenting them with a
guestionnaire on which they can select multiple-choice answers. Polls can be created
during a training session or before.

Prepare a Poll Questionnaire

On the Polling panel, presenters can prepare a poll questionnaire that includes multiple-
answer, single-answer, and text-based answers. Once presenters complete the
guestionnaire, they can open the poll at any time during a training session.

Compose Poll Questions and Answers

Select Polling from above the Participants panel. Check under the Moreoptions and
controls drop-down menu if it's not appearing.

Choose your question type and click New to add your question to yourpoll.

Multiple Choice questions can have Single Answers where the attendees
choose one answer, or Multiple Answers where the attendees choose all
answers that apply.

Type the question and press Enter.
Type the answers and press Enter after each answer.
To mark the correct answer, first select it, and then click Mark as Correct.

Click Open Poll. The poll closes after the set time has elapsed or thepresenter clicks

Cisco Webex Training — -1



https://help.webex.com/en-us/ngpfivv/Share-Content-in-Cisco-Webex-Training

Web Ex User Guide
Close Poll.
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Best Practices for Communicating with Participants in Cisco Webex Training

You can communicate with your attendees during a training session. Learn the different
ways that you can engage your attendees as the host of a training session.

As a host of a Webex training session, you can communicate with your attendees through

polls, sharing content, or asking for feedback to ensure that they're understanding your
presentation.

Using Polls

You can use a poll to get feedback from your attendees during a training session.

If you're the session host, then you're also the polling administrator by default. As the host,
you can make any attendee the polling administrator before or after the session begins.

This can be useful when you want to delegate the responsibility of polling to someone else
or when you leave a meeting.

You can create a poll before your training session. Your attendees will appreciate that you
did this ahead of time, because they won't have to wait for you to create a poll during the
session. To download the Webex poll questionnaire editor, sign in to your Webex account
and select Webex Training > Support > Downloads > Webex Poll Questionnaire Editor.

Sharing Content

You can share content during your session from the Share menu and from More sharing
options on the Quick Start page.

E Share Application ~

L_1 Share My Desktop:

[:j Monitor 1
{;] Monitor 2
[;'] Monitor 3

Share File (Including Video)...

BN |

Share Application:
New notification
B® Cortana
s Cisco Spark
& Google Chrome(2)
™\ Adobe Acrobat Reader DC
@ Microsoft Outlook
@ Firefox
9 | Pa g e Other Application...




Web Ex User Guide

My Desktop

You can share everything on your computer screen with your attendees. If you have
multiple monitors connected to your computer, just select the monitor you want to share.

File (Including Video)

You can share one or multiple files with attendees. To share a file, go to Share > File
(Including Video), and select the file that you want to share with your attendees.

Application

You can share applications on your computer with attendees.

To share an application, go to Share > Application and select the application that you want
to share. When the application that you want to share is not open, go to Other Application
to select it.

If you have multiple monitors connected to your system, don't share applications that are
displayed on different monitors.

Whiteboard

You can open a new whiteboard to make notes or draw pictures by using the annotation
tools.

Web Browser

You can share your web browser with your attendees. A new tab is opened in your default
browser and you control what is displayed while your attendees follow along as you
navigate the web.

Multimedia

You can share web pages and multimedia content that your attendees can navigate
independently.

10|Page
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Remote Computer

If this setting is enabled, you can control a remote computer during your training session.
Select a computer and click Connect. You can't access a remote computer unless you
have the Access Anywhere agent on your computer.
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My Session Window

You can share your training session window with your attendees. Attendees only see the
Webex window on your computer.

Assign Privileges

You can annotate the files and whiteboards that you share during a session. If you assign
privileges to your panelists and attendees, they can use the text and graphic tools to
highlight, add notes, and create basic images.

Q2 Assign Privileges X
Select the privileges that you want to assign to all attendees:
—Document 1 View 1
Save Annotate . Mumber of attendees Thumbnails
Print | Attendee list Any page

Any document

—Training session )
+~ Send video Record the session

.~ Control shared applications, web Share documents
browser, or desktop remotely

~Communications - )
' Chat with: /| Breakout sessions with:
| Host | Host
| Presenter ~~ Presenter
+ Panelists ~ Panelists
All attendees All attendees

All attendee privileges

Kl =N
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Using the Q&A Panel

You can use the Q&A panel to answer questions from your attendees in an
organized manner. You can assign questions to specific panelists, answer
privately, designate a priority, and defer or dismiss questions.

Breakout Session

You can use a breakout session to place your attendees into smaller groups
where they can brainstorm and collaborate away from the main training session.
To communicate with attendees while a breakout session is active, you can
send a Broadcast Message that is sent to all attendees. At any time, you can
select Ask All to Return from the Breakout menu to request your attendees to
return to the main training session.

Encouraging Attendee Communication

Your attendees can communicate with you in many ways. It's a good idea for
you to encourage your attendees to communicate with you. Good feedback is
important.

Feedback Tools

When you need a simple response, you can use the feedback tools. Your
attendee can select one of the feedback tools located above the chat panel.
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Appendix F: Flier Sample

ymp,b Virtual Buprenorphine Waiver Eligibility

Training for Clinical Providers: New York State Opioid Use Disorder in Pregnancy
& Neonatal Abstinence Syndrome Project

Wednesday, January 20" & 2712021
6:00 PM — 8:00 Both Dates

The NYSDOH, AIDS Institute in partnership with the New York State Perinatal Quality Collaborative (NYSPQC), is sponsoring a
free virtual buprenorphine waiver eligibility training for clinical providers. Specifically targeted to providers working with
pregnant and parenting persons.

In response to increased opioid use in New York State, access to buprenorphine treatment for opioid use disorder is urgently
needed. Physicians, Nurse Practitioners, Physician Assistants, Medical Residents, Clinical Nurse Specialists, Certified
Registered Nurse Anesthetists, and Certified Nurse Midwifes are welcome and highly encouraged to attend this training.

Under current regulations, authorized practitioners (MDs, DOs, NPs, PAs, CNSs, CRNAs, and CNMs) are required to obtain a
‘waiver’ to prescribe buprenorphine. To acquire this waiver, physicians are required to complete a standardized
buprenorphine waiver 8-hour training. Nurse Practitioners (NP), Physician Assistants (PA), Clinical Nurse Specialists (CNS),
Certified Registered Nurse Anesthetists (CRNA), and Certified Nurse Midwifes (CNM), are required to complete the
standardized buprenorphine waiver 8-hour training as well as an additional 16 hours of online training as established by the
Comprehensive Addiction and Recovery Act (CARA). Residents may also take the course and apply for their waiver once they
receive their DEA license. The buprenorphine waiver 8-hour training is offered in a ‘half and-half’ format [4.5 hours of in-
person training followed up by 3.5 hours of online training]. Upon completion of the required training, providers will meet
the requirement of the DATA 2000 to apply for a waiver to prescribe buprenorphine for opioid-dependent patients. Please
contact us for further information.

CME CREDITS: Pending Approval

Trainer: David Garry, MD, Stony Brook University Medicine Associates in Obstetrics & Gynecology, Stony Brook, NY 11794

Location: Once registered, you will receive a confirmation email from CGreene@nichg.org with instructions for
joining the webinar. If you do not see the e-mail in your inbox, please check your spam/junk folder.

Online Registration: https://nichg.zoom.us/meeting/register/tJYqce-vqTOoHd2yl68T4syY9IULP7bodu-N

Questions: NYSPQC mailbox, Email: NYSPQC@health.ny.gov

ACCREDITATION: This activity has been planned and implemented by NYSDOH, AIDS Institute in accordance with the accreditation requirements and
policies of the American Academy of Addiction Psychiatry (AAAP).

Funding for this course was made possible (in part) by grant no. 1H79TI081968 SAMHSA. The views expressed in written conference materials or publications and by
speakers and moderators do not necessarily reflect the official policies of the Department of Health and Human Services; nor does it mention of trade names, commercial
practices, or organizations imply endorsement by the U.S. Government.

The Buprenorphine Waiver Training is supported in part by Overdose Data to Action, funded by the Centers for Disease Control and Prevention. Its contents are solely the
responsibility of the authors and do not necessarily represent the official views of the Centers for Disease Control and Prevention or the Department of Health and Human
Services.

CLINICAL P
EDUCATION C
INITIATIVE b '
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Appendix G

Providers
Clinical Support
System

PlClS]s

MAT Waiver Attestation Form

All PCSS MAT Waiver Training Logs require a sign in and out signature from each participant. Following the
event, Course Instructors are required to sign the training log to verify participants were in attendance for the
duration of the event. In situations where the participant failed to sign the training log, or the MAT waiver
training was held in a virtual capacity (i.e. via Zoom/GoToWebinar/Skype), the Course Instructor is required to
attest that the individuals listed below participated for the entire training.

Did the individual participate virtually
Participant Name Participant E-mail Address (i.e. Zoom/GoToWebinar/Skype)?
(First and last name only) (List only one) [Yes/No]
= OYes ONo
2. OYes ONo
3. OYes ONo
as OYes ONo
> OYes ONo
°. OYes ONo




Participant Name

Participant E-mail Address

Did the individual participate virtually
(i.e. Zoom/GoToWebinar/Skype)?

(First and last name only) (List only one) [Yes/No]
7 OYes ONo
8 OYes ONo
2 OYes ONo
10. OYes ONo
11. OYes ONo
12. OYes ONo
13. OYes ONo
14, OYes ONo
15. OYes ONo
! , as the Course Instructor  for  the

O 8 Hour OR O Half and Half MAT Waiver Training held on
(city and state), sponsored by DATA 2000 organization, American Academy

(date of training) in

of Addiction Psychiatry, understand that by submitting and signing this form, | attest to the full attendance of
the participants named above.

Course Instructor Signature:




Appendix H: Participant Reminder Email Sample

Training Confirmation Email for Registered Participants Buprenorphine Waiver Training
Template

Hello

This is a reminder email that you are registered to attend the virtual training delivery of
Buprenorphine Waiver Eligibility Training for Clinical Providers: New York State Opioid Use
Disorder in Pregnancy & Neonatal Abstinence Syndrome on September 16, 2020 from 4-8:30
PM. Please click on the following insert link to access the training.

In order to be eligible to complete the full waiver training process you must log in to the
training by 4:00 PM and be on the training the full time. All participants must have their video
camera turned on for the training.

Attached you will find all resources and materials for the training.

For any questions please contact insert contact person name and contact information.

Thank You



Appendix I: Training Follow Up Emails for Trainings (General)

{General Training Email}
Dear Colleagues,
We would like to thank you for attending the Buprenorphine Waiver Eligibility Training for

Clinical Providers on insert date here. We are interested in your feedback please take a
moment and complete this 3 question survey here.

As providers, you play a critical role in addressing the opioid epidemic in your regions by
increasing access to buprenorphine for opioid-dependent patients.

The NYSDOH AIDS Institute’s Office of Drug User Health (ODUH) is committed to providing
support for new and existing buprenorphine prescribers and encourage you to reach out to us if
you have any questions. We offer free buprenorphine related trainings, mentoring, coaching,
technical assistance, resources and more. To learn more about these services, please contact us
at buprenorphine@health.ny.gov.

Next Steps:

1. You can now claim your 4.5 CME credits by insert date here. You must follow the instructions
attached and create a CEl account, if you have not already. Please contact to with any
questions.

2. Complete your required online waiver training: you will be contacted by Seth Acton
(seth@aaap.org) or Erin Waters (erin@aaap.org) from PCSS-MAT/AAAP with a link to complete
your additional 3.5 hours of the initial 8-hour online training and a survey. For nurse
practitioners (NPs) and physician assistants (PAs), you will receive further information about
completing your additional 16 hours of online training, for a total of 24 hours of required
training. You will receive a certificate of completion from PCSS once you have completed all of
your required training to apply for your waiver.

3. Complete your Notification of Intent (NOI) Waiver Application: once you have completed all of
your required training and passed all of your exams, you can complete your online Notification
of Intent waiver application. You will need to provide SAMHSA with your certificate of
completion. You will be required to upload your certificate, but can also email it to
infobuprenorphine@samhsa.hhs.gov. It can take up to 45 days for your waiver to be approved,
but some providers have reported obtaining their waiver within a couple of days. Please email
infobuprenorphine@samhsa.hhs.gov with any questions on the status of your waiver.

4. Provider Directory

The NYSDOH AIDS Institute keeps an ongoing Provider Directory to easily locate providers who
provide clinical care related to buprenorphine. Please register on this directory and share this

resource with your partners.

5. Refer other Providers
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Appendix I: Bupe Training Follow Up Emails for Trainings (General and DOCCS)

If you know any providers whom wish to obtain their waiver but cannot attend a live training,
they may complete all online training for free through PCSS/AAAP.

6. Training Survey
If you would like to provide further comments on the training you attended, please complete

this survey https://www.surveymonkey.com/r/waivertraining2019

7. Additional training resource

You can access a free enduing online program Buprenorphine for Opioid Use Disorder through
the University at Buffalo School of Pharmacy and NYSDOH

8. Contact the NYS Buprenorphine Access Initiative team should any questions arise regarding
training, the waiver application process, or any other needs you may have to get started with
prescribing buprenorphine. Email buprenorphine@health.ny.gov.

Your local NYS Drug User Health Hub:
Name: Insert here

Address:

Contact:

The Drug User Health Hubs improve the availability and accessibility of an array of appropriate
health, mental health, and medication assisted treatment services for people who use drugs,
especially but not solely injection drug users (IDUs). These services can be provided on-site
and/or through facilitated linkage to culturally competent care and treatment services. Drug
User Health Hubs operate within a harm reduction framework of prevention with a special
emphasis on preventing and responding to opioid overdose.

Your local Center of Treatment Information (COTI)

Name: Insert here
Address

COTIs are OASAS certified providers focused on engaging people in treatment through mobile clinic
services — bring treatment staff into un/underserved areas; expanding tele-practice sites; and enhanced
peer outreach and engagement within the community.

Additional resources mentioned in this training:

Breastfeeding and Buprenorphine: https://emcrit.org/toxhound/breastfeeding-bup/

Acute pain management for patients receiving maintenance methadone or buprenorphine therapy:
https://www.ncbi.nlm.nih.gov/m/pubmed/16418412/

For further information about the NYSDOH, AIDS Institute’s, Office of Drug User Health,
please click here.
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Appendix J: Payment and Trainer Justification

Payment Scale for Trainers:

Trainer Fee and Justification for Buprenorphine Waiver Trainings

Fee: The trainer fee ranges from $1000-$1200 for all trainers who conduct
buprenorphine waiver trainings in regions and settings where we are seeking to

increase the volume of buprenorphine prescribers. This covers the cost of the trainer to
prepare to facilitate the PCSS Buprenorphine Waiver training and travel to location (1-3

hours), conduct the 5 hours in-person training as either a solo or co-facilitator and
provide up to 1 hour post-training technical assistance.

Trainers Fee for Local training and Co-facilitating:

Pre-Training Preparation
Conduct Training and Post Training
Technical Assistance

Total:

$100 ($100 per hour)
$750 ($150 per hour x 6 hours)
$1000

Trainer Fee for Local Training and Solo Facilitating to Large Group*:

Pre-Training Preparation
Conduct Training and Post Training
Technical Assistance

Total:

$300 ($100 per hour x 3 hours)
$750 ($150 per hour x 6 hours)
$1200

Trainer Fee for Conducting Virtual Train

ing

Pre-Training Preparation
Conduct Training and Post Training
Technical Assistance

Total:

$300 ($100 per hour x 3 hours)
$750 ($150 per hour x 6 hours)
$1200

Trainer Fee for Traveling* and Co-Facilit

ating:

Pre-Training Preparation
Conduct Training and Post Training

$200 ($100 per hour x 2 hours)
$750 ($150 per hour x 6 hours)

Conduct Training and Post Training
Technical Assistance

Total:

Technical Assistance Total: $1100
Trainer Fee for Traveling and Solo Facilitating:
Pre-Training Preparation $300

$750 ($150 per hour x 6 hours)
$1200

*Large Group: greater than 25 attendees

*Traveling: Requires and overnight stay at location

NYSDOH will pay trainers for the following types of trainings:

[ J
e Regional Trainings

e Open Trainings

DOCCS and other state government trainings
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