BLUEJEANS ACCOUNT SETUP and BLUEJEANS MEETING INVITES
***Icons and Options may be different depending on your Outlook Version***
1) You MUST have a HackensackMeridian BlueJeans account
From a Hackensack Meridian Health desktop attached to the network (required). This will not work from a thin
client/Tap & Go computer, or via VMWare.
Open Internet Explorer and go to https://HackensackMeridian.bluejeans.com
Click the LOGIN button, this will create your new account and sign you into Bluejeans with your Hackensack
Meridian Health email address (example: FirstName.LastName@HackensackMeridian.org)

Your BlueJeans Meetings screen will open.
Note: If you are asked to enter your password, then you will need to make sure your computer is attached to
the network. If so, open an IT ticket for assistance.

2) BlueJeans App is available on your Desktop.
Find the BlueJeans app:
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3) Verify BlueJeans Outlook Plugin is available/installed
Open Microsoft Outlook, go to Calendar, and check for these icons.
If not, IT will need to push these to your computer.

If there is no Blue Jeans app on the Desktop or additional icons showing in Outlook,
collect the team member’s email address and complete HMH Computer Asset Tag for
installation.
4) Setting BlueJeans Credentials
Click on Home Tab to view the BlueJeans icons.
Once BlueJeans account is created and the Plug Ins are available in Outlook, from the Outlook Calendar View,
Click the Drop-down the arrow under Schedule
If see Edit Credentials, you are already Signed In.
If you see the Sign In option, click it and enter your Hackensack Meridian email address.
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Enter your full Hackensackmeridian.org email address and click Next*.

*If you are having problems, always check to make sure your credentials do not need to be refreshed.
Enter your full email. You should not need to enter a password.
5)

SET YOUR BLUEJEANS DEFAULT SETTINGS

Select the following meeting settings, and click <Save>:
a. Use the One Time Meeting ID or New Meeting option. THIS IS REQUIRED FOR
PATIENT TELEHEALTH APPOINTMENTS, SO EACH PATIENT HAS A DIFFERENT
MEETING ID #.
b. Start Meeting Without Moderator or Moderator-less Meeting
c. Encrypt Meeting
d. Allow Telephone Participants select checkbox or Yes radio button
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IMPORTANT: If you want to set up any other BlueJeans Meeting for any other purpose than patient
appointments, you can select the Use Personal Meeting ID. This option utilizes your own same Personal
Meeting ID rather than generating a Unique Meeting ID number every time.

SETTING UP BLUEJEANS MEETING INVITE FOR TEAM MEMBERS AND PROVIDER:
1) For Patient TeleHealth Visits, you MUST create One Time Meeting IDs, so that one patient will not call
into another patient’s BlueJeans TeleHealth session. One Time Meeting may appear as New Meeting.
On your Outlook calendar, click the BlueJeans Schedule icon or Add a Meeting icon. This will open a
new Calendar Meeting window.
Enter the patient’s TeleHealth Visit Start Date and Time and End Date and Time. This should match the
patient’s appointment Visit Type (i.e. 15 minutes, 30 minutes) in your Scheduling System.
In the To or Required field, enter you’re the name of the provider that will be seeing this patient.
In the Title or Subject field, include the Provider Name, Patient Initials, and Date/Time of the
TeleHealth Appointment.
The BlueJeans Meeting information is automatically added as a Location, and in the Body of the invite.
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2) Click the BlueJeans Edit Meeting icon, and select the Edit Meeting option to confirm that this is setup

as a One-Time Meeting. Some versions show a One-Time Meeting as “New Meeting”.
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If not, change the settings to match the above screen shot. If settings are correct, click <Cancel>. If
settings are incorrect, update to match and click <Save> or <OK> button
NOTE: Some Outlook versions show “New Meeting” rather than “Use One-Time Meeting ID”
option.
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3) It is suggested that you retain only the BlueJeans meeting link within the BlueJeans calendar invite
body to prevent confusion.
Keep: Text highlighted in red below.
Remove the remainder of the text (starting in gray box below) to the end.

OPTIONAL: You can use the Categorize option on the toolbar to select different colors for different
providers in your practice. For instructions, see Distinguish Provider Appointments on your calendar in
the Back Pocket Information section at the end of this document
4) Click <Send>
5) Double click the invite to open and copy the BlueJeans Meeting Invite details (the text in red box
above).
To copy: Highlight text, then either right click + copy -OR- Ctrl+C
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SEND BLUEJEANS MEETING INVITE INFORMATION TO PATIENT
1. Create a new Email to send meeting Invite to patient.
From your email message folder, click New Email

Click the From drop-down arrow and select “Other Email Address” option.

The Sent From Other Email window opens.
Type in DoNotReply in the From field and click on DoNotReply@hackensackmeridian.org selection. Click <OK>

The email is now being sent from DoNotReply@hackensackmeridian.org This prevents the patient from replying
directly to a team member.
Version 2 - 3.23.2020

Enter the patient’s email address in the To field
Paste the BlueJeans Meeting ID invite information into the body of the email. To paste, in message white space,
Right click + Paste -OR- Ctrl+V.
Remove any Signature so that the patient does not have your name to try to reply to you.

PATIENT JOINS BLUEJEANS MEETING
(Refer to the TELA-2246-BlueJeans-20_3.19 documents for details on installing and using BlueJeans app on a Smart
device or home computer)
The patient accesses the BlueJeans Meeting one of three ways:
1) On SmartPhone, Tablet or iPad with BlueJeans App already downloaded: Clicking on the meeting link from their
personal email message sent from donotreply@hackensackmeridian.org will automatically open the BuleJeans
App.
2) On personal computer, clicking on the BlueJeans Meeting link from the email message from
donotreply@hackensackmeridian.org will launch BlueJeans. They can choose to install the BlueJeans app or
select the “View in Browser” option (works only with Google Chrome).
3) They can copy the meeting invite link in the email message from donotreply@hackensackmeridian.org and paste
it into a Google Chrome web browser URL field and hit <enter>

PROVIDERS AND TEAM MEMBERS JOIN BLUEJEANS MEETING
From the invite on your own Outlook calendar, click on the BlueJeans session link.
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This automatically opens the BlueJeans window if your work device is set up with BlueJeans capability.
If not, a personal device, such as SmartPhone, tablet or iPad, will be required. This is included in the FAQs.
Since many work computers do not include audio, it is recommended you choose Phone Audio. The
conversation is always more private using a phone rather than through the computer speakers.

There are two audio options:
1) DIAL IN. Dial the toll-free number, and then enter either the audio code provided or the BlueJeans
Meeting ID included in the calendar invite, followed by the # key.
2) CALL ME. Type in the phone number of the phone you would like to receive the BlueJeans Meeting call
from, and click the CALL ME NOW button.
Both choices provide the I’M ALREADY ON THE PHONE option if you have already called into the meeting.

Click the Join Meeting button.
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The Provider or team member can only be seen by the patient if they are using a device with a camera.
Similarly, only if the patient is using a device with a camera will the provider be able to see them.
The Front Desk team member join BlueJeans Meeting to make sure the patient is successfully logged in.
They will inform the Provider the patient is waiting.
Once the Provider joins, the Front Desk team member will Leave the meeting.
If a provider wants to show the patient anything such as a symptom diagram or follow up instructions, click
Share Screen and pick the application of the document, such as Internet Explorer or Word or Adobe. It is not
recommended to allow for Share entire Screen, because it may contain information on another patient. On a
SmartPhone, the view of these documents will be small so the patient would need to zoom in the view to
read.
Once the TeleMedicine visit has ended, click the Leave option. This disconnects the video and audio and you
are ready for the next TeleMedicine visit.
The Leave options may appear in different ways, depending on application version.

ALTERNATIVE METHOD TO JOIN BLUEJEANS MEETING
As an alternative to using a personal device, if the BlueJeans will not open on your work computer, Launch
Google Chrome from your device. Click the Start button in the lower left of your computer (1), type “Google”
in the Search Programs and Files field (2) and select the Google Chrome icon (3). This will open the window.
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The link in the invite can also be copied and pasted into a Google Chrome URL address field, and hit
<ENTER> on your keyboard.
May need to use the Ctrl+C to copy, and Ctrl+V to Paste.
Maximize the Google Chrome window. Select the join via Browser option.
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Back Pocket information.
Personal Meeting ID’s Verses One Time Meeting ID
Blue Jeans should default to Personal Meeting ID. The Personal Meeting ID would be utilized for
regular BlueJeans meetings, NOT FOR PATIENT one-on-one TeleHealth Visits.
If you are getting random meeting numbers, check the settings below. If you need One Time Meeting
room, select the Option
Use the drop down arrow on the Blue Jeans Scheduling and select Default Meeting Settings

Make the Outlook Toolbar permanently visible:
Click Home to see the Toolbar, then Click the push pin on the lower right corner.
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Distinguish Provider Appointments on your calendar:
You can utilize Category colors to differentiate appointments for the different providers in your practice.
To do so,
- Right click the appointment on your Calendar
- Select Categorize
- Select desired color (Purple could be for Dr. A, Blue could be for Dr. B, etc.)

-
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