MACS

Video Visit Instructions

Please wvisit https://www.sado.org/SADOScheduler to schedule a video
conference with your client.

Select preferred date and time

Reservation

* Enter client information
* Click send email to the MDOC

* Receive confirmation email directly from MDOC
* Finalize appointment in video scheduler

*+ Arrive for visit on time
* Complete visit within the time you reserved
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If you encounter any problems with the Video Scheduler, please contact
MAACS at maacsvisits@sado.org.

If you experience technical problems when attempting to conduct a wvisit,
please contact Terry Huhn at 517.334.1202 or MariaRosa Palmer
at 517.334.1203.


https://www.sado.org/SADOScheduler
mailto:maacsvisits@sado.org

Detailed steps for scheduling video conferences with clients

Make a Reservation: Select the preferred time. A pop-up message will appear and allow
you to extend your conference time if needed:

Reservation Information

Reserve Room 1 for 12/20/2021 between 9:00am and 10:00am:

[ Extend reservation to end at 11:00am
[J Extend reservation to end at 12:00pm
[J Extend reservation to end at 1:00pm

Close [X]

After you have made your selection, click “OK.” Your selected reservation will appear on the
calendar, highlighted in orange. Next, click “Reserve Time.”

Requested Time X
Zoom Room 1
Monday 12/20/2021

Calendar 9:00am - 10:00am

Reserve
Time

The week of Monday, December 20, 2021 E

Enter all required information. Once information is entered, click “Save Appointment.” After
you save the appointment, you will see the screen below:

Send MDOC an Email Request

Go to Detail

The email text will read:

1 No request email has been sent to the MDOC yet!

I manualy sant an email request to the MDOC!

Return to Calendar

From: siteadmin@sado. org

OC: bhall@sado.org

Ta: MDOCwritEmachigan.gov; bhall@sadoworg; mrpsimerB8sade.ong

Subject: SADC Video Conferance Regquest - 1. Tres

Please accept this email as my formal request to arrange a confidential Zoom
videa conference for the time listed below.

For MDOC staff only, you can confirm or decline the video conference by going
to hetpe/ Svienor.sade.orgf ApproveVisit/f28fS5ae5-be67-452d-81h5-

3830chf5e077.

[P Acddress: 162.255.38.117=
Mesting ID: 621 0838 B526
Paszscode: 737314

Host Name: Bradiey Hzll (PE3324)

Host Email: bhall @sado.org

Client: Jo= Tres

MDOC Mo.: 12345

Location: Alger Correctona Faciliny
County: Alconz

Case Mo.z 00-12345

Charges: 750,52

Comments:

When: Deczmier 20, 2021 from 9:00am o 10:00zm (join mesting)

e any additional comments,

Send This Email to the MDOC




Review the information for accuracy. If the information is correct, click “Send This Email to
the MDOC.” The scheduler will automatically send your email to the MDOC Writ office. After
the email is sent, you will see your client detail and the status of the request as follows:

Step 1: A request email was sent to the MDOC on 10/25/2021

Step 2: The MDOC has not confirmed this video conference yet. If you have received
an email from MDOC writ, please go to Step 3 and finalize the confirmed time.

Step 3: Finalize Confirmed Time.

Requested time:

Finalize Visit: After the MDOC approves and confirms your request, MDOC Writ will email
you directly with confirmation. Upon receipt of this confirmation email, please log into the
video scheduler and click “Finalize a Time.” Be sure you are finalizing the correct time if you
entered alternate dates and times. Once finalized, the alternates will be automatically
deleted, and your confirmed visit will be highlighted in green.

These time(s) are pending MDOC confirmation: Finalize a Time

Requested Time: Room 2 on 11.11.2021 from 1:00pm to 2:00pm

Day of visit: To start your visit, you can go to the video scheduler, select your reservation,
and click on “Join Meeting.” Or you can start the meeting using the Zoom information
provided in your email. You will be the zoom host. If you arrive early, you may get a message
that “the host has another meeting in progress.” Please remain on the line, as your facility
should appear at the time your visit is supposed to start.

Troubleshooting Note: If you continue to get this message after your scheduled start time,
it may mean that a prior meeting was not properly ended. Go to the video scheduler and click
on the visit scheduled immediately before your visit. A pop-up box will appear.
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Click on “Join Meeting”. If you see people in the room from the prior visit, ask them to end
their visit since a new visit is scheduled to start.



If the MDOC room is empty, click on “Participants” and then a frame should pop out on the
right-hand side.
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Mute Stop Video Participants Record Breakout Rooms  Reactions

Select “Claim Host” at the bottom.

Paricipants @1

Enter the code: 313256. B clam el
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You are now the host and can end the meeting by selecting “End Meeting”. Now you should
be able to start your visit without issue. Contact MAACS for assistance if this situation.
You may call Terry Huhn at 517.334.1202 or MariaRosa Palmer at 517.334.1203.

Video Visit Confirmation: Confirmations will no longer be automated. Please contact
MAACS if you need a confirmation or have questions when completing your voucher.



