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Vocera Basic Training
	Introduction
	· The Vocera System enables instant hands-free communications between staff members and departments throughout your organization.

· Vocera helps to improve safety and patron satisfaction in addition to improving staff efficiency.

	Training Objectives
	By the end of this training, you will be able to do the following:

· Log In and Out

· Manage Basic Calling and messaging

· List Features of the Badge, Battery and Chargers


Features of the Badge

	How it Works
	· The system works by using the plant wireless technology to provide mobile staff members with instant voice communication.

· The Vocera badge does not work outside your facility or where the Wireless network is prohibited. 

	Badge
	· Badge weighs less than 2 ounces
· Badge is worn with an attachment – either lanyard or clip


	Cleaning of the Badge
	· The Vocera badge can be cleaned with a damp cloth or commercially available cleaning wipes. The recommended cleaning agents consist of water, isopropyl alcohol or commercially available germicidal solutions. Pouring liquid directly onto the badge or immersing the badge in liquid may cause damage.


Badge Facts: 5 Buttons
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TOP View – DND/Hold Button
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	Front View

· Silver Call button

· Used to activate the many calling functions of the Vocera badge  “Call/summon the Genie”

· 4 Microphones

· Badge Display with information positioned in portrait orientation with option to flip display to read text by tilting bottom of badge up
· Your name

· Signal strength

· Text and Voice message alerts

· Battery level

· Do Not Disturb or DND indicator

· Speakerphone/Headset Mode indicator

· 3 Buttons next to display
· Up button to increase volume when on a call and to scroll thru top level menu including Messages, Font, Flip Screen, Volume, Power Off and Info. 

· Select button (middle button) used to select displayed item

· Down button to decrease volume when on a call and to navigate menu in reverse direction
Top View

· DND – Rectangle button 

· Do not disturb, Hold, and No

· When in DND Indicator light flashes amber
· Press once to put in DND, press again to get out of DND

· Indicator Light

· Green blinking- Power is on and DND is off

· Amber blinking- Power is on and DND is on

· Red blinking – off network or other issue
· Attachment Anchor Point
Lanyard and universal clip attach to metal spine on top of badge.

· Speaker

· Headset Jack 2.5mm

· Insert headset jack into fitting and all calls will route thru headset


Attaching the Lanyard or Clip
	Lanyard/Clip
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	· Line up the post on either side of the clip/lanyard with the holes on the top backside of the Vocera badge
· Press the connector toward the top of the badge until it is fully engaged
· To remove the lanyard or clip, pull back on the connector tab away from the back of the badge. 




Battery 

	Battery 
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	Put a new battery at beginning of your shift
· Extended battery lasts 3 hours of constant talking time; 40 hours of standby time

· Backup batteries will be stored in the chargers 
Remove the Battery

· At the end of your shift, remove Battery by pulling up on the battery latch located near the bottom of badge
· Place used battery in charger and verify that it is charging.


Battery Chargers

	Battery Chargers
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	· Two (2) types of chargers:  single bay and eight-bay

· Flashing green light indicates the battery is charging

· Solid green light on charger indicates a fully-charged battery

· Blinking blue light indicates battery capacity is between 60% - 80%.

· Steady blue light indicates battery capacity is less than 60%, replace battery

· Blinking red light indicates battery failed to charge after 4 hours

· Solid Red light indicates battery is unable to charge or there is a problem with the charger

· Takes approximately 90 minutes to fully charge a discharged battery.


Disassembly 
	Disassemble Badge
	· Remove the battery by pulling up on the battery latch

· Remove the lanyard or Clip


	
	· Wear the badge 6-8 inches from chin with Silver Call Button facing out
· This position is a key success factor for speech recognition
· Wear a headset in louder noise environments
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Position For Success

Badge Facts
	Summon the Genie
	· Press and release the Call button to summon the Genie

· Genie responds by saying “Vocera” 

· Always wait until after Genie says “Vocera” before you initiate a command

	Speaking to the Genie
	· Wait until the Genie finishes speaking 

· After saying “Vocera”, the Genie waits for a voice command

· Think of action words, verbs (call, dial, page)

· DO NOT hold the Badge when speaking – it is a hands free device!

· Holding the badge may prevent it from receiving a signal.


Logging In 
	Log In 
	· Press the Call button, release, and follow prompts.  Genie will say “Please Say or spell OR spell your name. ONLY SAY your first and last name. Do NOT spell it.
· Speak in a steady pace and use clear, concise speech.

· Do not interrupt the genie.

	Record Name
	· We want users to hear your name in your own voice. You only have to do this once.

· Press and release the Call button

· Say, “Record my name”

· Follow prompts


User Etiquette

	User Etiquette


	· The person that makes the call is the one that hangs up the call


Basic Calling and Messaging

	Summon the Genie
	· Press and release the Call button to summon the Genie

· Genie responds by saying “Vocera” 

· Always wait until after Genie says “Vocera” before you initiate a command

	Call Another Badge User by First and Last Names

First Name IN dept.
	· Press and release Call button

· Issue command, “Call” followed by first and last name:  “Call Tim Smith”

· Vocera will respond by letting you know it is finding the person

· You can also call by first name and department: “Call Tim in Engineering” Make sure you state the word “IN”

· In addition to speaking the full name of the person, you can also spell either the first, last, or full name of a person.

	Receiving a Call
User Etiquette
	· To receive a call, simply say “yes” and after the tone say, “Hello, this is ______ may I help you.” If you are with someone say, “Hello, this is Dave, I’m with someone, may I help you?” This way, the caller knows they are connected and your availability to accept the call.   You can also press the   

 Call Button to respond “yes”

· If you say “no”, the calling party will be told that you are unavailable and the caller will be prompted to leave a message.  You can also press the DND button to respond “no”.
· The person that makes the call is the one that hangs up the call.

	Leave Messages
Play Messages
Delete Messages
	· Leave a message when the genie asks: “Do you want to leave a message?”

· Follow the prompts.

· When a message is received the recipient will hear a “kerplunk” and see a phone icon on the display screen as an indication that a message has been received.

· To play messages, say, “Play messages” Once messages are played, they become old.  If you want to listen to a message again, say, “Play old messages”.

· Messages will auto delete after 2 weeks.  Use command “Delete messages” to delete sooner

	Text Messages 
	· Read/Play Text Messages 

· To play the message
· Press the Call button

· Say “Play text messages”, Genie will read the text messages

	Locating a Badge User or Group Member

	· Vocera allows the user to approximate the location of a badge wearer.   

· Use the command, “Locate __________ (user name)” to find a specific person. “Locate Jimmy Durany.”
· Use the command, “Locate _________ (group name)” to find someone in a particular group. Example:  “Engineering”.


	Call non-vocera users (Desk Phones) in the plant
	· You can call other departments or non-badge users by name if they have been entered in the Vocera Address Book. The address book entries can be internal or external numbers.

· Use the command “Call” and state the department that you would like to call.



	Do not Disturb

Rectangular-shaped button on the top of the badge, (called the Hold/DND button).              
	There may be times that you do not want to be interrupted by the Badge.
· Depress the Hold/DND button (when not in a call) to put the badge in Do Not Disturb or DND mode

· DND will display on screen and Indicator light will flash amber

· While in DND, incoming callers will be notified that you are unavailable and prompted to leave a message

· To exit DND, simply depress the DND button again

	Making or Receiving Calls requiring Privacy 
	· Be aware of your surroundings.  Tell the person you are calling that you have patron information.

· Walk to a private area to take the call

· Place caller on “hold”, walk to a private area, take caller off of hold
· Wear a headset (On left side, there is a 2.5 mm jack for a headset )

	Hold Button


	· While active on a call, Press and release the DND button places the caller on hold
· To rejoin your call, simply depress the DND button again

	Calling Groups/ Departments
	· Vocera allows users to communicate with a member of a group or a role.  

· To place a call to a group on Vocera, press and release the Call button.  Say, “Call” followed by the name of the group you are trying to reach. Examples: “Call RPM or Radiation Protection Manager” will connect you to the first available person in that group. 

	Adding yourself to your shift assignment
	· You can add yourself via the Vocera staff assignment web page or verbally.

· To add yourself verbally to your shift assignment: Press the call button, wait for Genie to say “Vocera” then issue the command “Add me to Group, followed by the name of group. Example “add me to Engineering” or “add me to RPM”.

	Record a message for a group

	· You can record and send an informational message to all members of a group at once by using the Record Message function.  The message reaches all Vocera users in a group (online and offline). 
· Use the command, “Record message for ______group name)”
· Example: “Record message for Client Experience”
·  To play the message, see play message above.

	Record an Urgent message for a group

	· You can record and send an informational message to all members of a group at once by using the Record Message function.  The message reaches all Vocera users in a group (online and offline). It will auto-play for all users that are online with their Vocera
· Use the command, “Record Urgent message for ______group name)”
· Example: “Record Urgent Message for Everyone”

	Panic Button
	· You can communicate to all members of the panic Group (TBD) at once by using the Panic Button.  Note: This Urgent broadcast only reaches those logged in.

· Quickly press the Call button 2 times (Note: no Vocera command required)

· If you are in the panic group and would like to respond to the broadcast, 

· Press and hold down the Call button, wait for the beep and talk, When done talking release the Call button.


At the end of your shift
	Log Out
	· Press and release the Call button.

· Say, “Log me out”.

	Disassemble Badge
	· Remove the battery by pulling up on the battery latch

· Remove the lanyard or Clip

	Cleaning of the Badge
	· The Vocera badge can be cleaned with a damp cloth or commercially available cleaning wipes. The recommended cleaning agents consist of water, isopropyl alcohol or commercially available germicidal solutions.  Pouring liquid directly onto the badge or immersing the badge in liquid may cause damage

	Sign in Procedures
	· Follow your department procedure.


Vocera Advanced Training
Advanced/Optional Training:
Introduction and Objectives
	 Role of Advanced Users
	· The role of an Advanced User is an important one.  Additional time has been invested in you to expose you more deeply to the capabilities of the system.

· As a Vocera Advanced User, you are the first line of support to your co-workers. You will be able to provide peer-to-peer support on Vocera for employees in your facility. 

· If you see that someone is having difficulty, offer your assistance.  If you see that someone is doing something wrong such as using the wrong command, wearing the badge too low or holding the badge, please provide correct feedback.

· You are the key to Vocera’s success. 


Adding yourself verbally to your daily assignments.
	Daily assignments
· Adding 

· Removing

· Group Membership


	· Use this function at the beginning and end of your shift when taking on a role for one shift

· Certain positions are temporary in that various individuals can take on a temporary role for one shift.  For example, RP Tech or Runner, etc.

· Adding to a temporary group:  Use command “Add me to Manager on Duty” (group name)”  

· Removing from temporary group:  Use command “Remove me from group Manager on Duty (group name)”

· To add and remove yourself from multiple groups.  Use command: “Add me to multiple groups” and “Remove me from multiple groups”.  Say the name of a group after each beep.

· Use the command “What groups am I in” to find out what groups you belong to.

· Use command “Who is a member of__________ (name of group)” to find out who belongs to a group.


Broadcast/Urgent Broadcast
	Broadcast to a group


	· You can communicate to all members of a group at once by using the broadcast function.  This broadcast only reaches those logged in who are not active on a Vocera call or not in DND mode.
· Use the command, “Broadcast to ______group name)”

· If you would like to respond to the broadcast, 

· Press and hold down the Call button, wait for the beep and talk, When done talking release the Call button. 

· The Call button can be quickly pressed and released to drop out of a broadcast that is in progress. 

	Sending an Urgent Broadcast
	· An urgent broadcast breaks through “Do Not Disturb” and breaks through if you are on another badge call.  It puts the other person “on hold” during the Urgent broadcast.

· Command for urgent broadcast, “Urgently broadcast to _______ (group name)”  

· The Call button can be pressed to drop out of an urgent broadcast that is in progress.


Urgent calling
	Making an Urgent Call
	· An urgent call breaks through “Do Not Disturb” and breaks through if staff member is on another call.  It puts the other person “on hold” during the Urgent call.

· Command for an urgent call, “Urgent Call to _______ (group or user name)” 


More privacy options, Use the B3000 like a phone.
	Handset Mode 

To switch to handset mode while on a call:


	1. Hold the badge, and orient it so that you can read the screen.

2. Press the Select button to see the menu, then press the Up button until you see the Settings icon.

3. Press the Select button to choose the Settings menu.

4. Press the Up button until you see the Handset con.

5. Press the Select button to choose the Handset menu.

6. Press the Up or Down buttons to switch between Handset Mode Off or Handset Mode On, and then press the Select button to make your selection and return to the main screen.

· When handset mode is on, the handset mode icon appears at the bottom of the screen.
1. Press the DND button on the top of the badge to put the call on hold.

2. Follow instructions above for Handset Mode.

3. Put the badge speaker to your ear, and press the DND button to resume the call on hold


Advanced Phone Commands
	To call into the Vocera Guest Access from a phone 


	· From an outside phone, dial ______,  for Plant Vocera. 

· From an internal phone, dial _________ 
· Say “the name of the person or group” that you are trying to reach Or enter an extension

	Dialing an Outside Phone Number
	· Vocera is integrated with your phone system. 
· To dial an extension, simply say, “Dial extension ______” 
· To get an outside line, say, “Dial an outside number”, Wait for Genie to prompt you and then state the area code and telephone number in a steady flow without pauses.


	Vocera Direct Connect 


	If you have been provided permission, you may use any phone to use most of the Vocera commands: (This is not Vocera Collaboration Suite app on smartphone)

· From an outside phone, dial ______ for 
· From an internal phone, dial __________________
· When Genie answers press the * button. 
· If the phone you are calling from has been pre-programmed in your profile: Genie will great you “Good Morning “first name”.

· If the phone you are calling from has NOT been pre-programmed in your profile: Genie will request that you say your name, and then request that you type in your password.

· You may use most of the Verbal Vocera commands. 


More Advanced Phone Commands
	Transferring a Call
	· You can transfer an active call from your Vocera badge to another badge (person or group), extension or phone number.

·  Place the active call on hold (press the DND button once), genie will say I’m placing your call on hold” and tell the person you are talking with “I’m placing you on hold”.

· Then press the call button, wait for the chime, and give the command “Transfer to ________ (name of Vocera user, group or address book entry)” or “Transfer to extension ___________” (number)



	Call Waiting
	· When already on a call and you receive another call, you will hear the call-waiting tone.  (beep-beep, beep-beep)

· The name of the person trying to call will flash on the badge display

· To accept:  press the Call button.  Present caller will be put on hold.

· To refuse:  ignore or press hold/DND button.  

	Forward a Call
	· You can forward your calls to another user or Group 

· Select which calls will be forwarded:  

· All – receive no ring tone; all calls forwarded

· Unanswered – Receive ring tone; only unanswered calls will forward

· Offline – Calls forwarded when you are logged out or out of range of the network

· Command, “Forward my calls to _________ (user or group.”

· Remember to remove the forward when no longer needed with command, “Stop forwarding my calls”.


	Navigating a Phone Tree
	· When you call a telephone number that answers with a menu (Press 1 for Reference, Press 2 for Reader Services, etc.) press the “Do Not Disturb” button twice in rapid succession (double click) to place the badge in a special “touch-tone” mode. 

· The badge beeps to indicate that it is ready to respond. Speak the number at a steady pace, one digit at a time. Say all responses one-at-a-time. For example, say “One Zero Zero”, not “One Hundred”. 

· The Vocera Genie responds by asking you to confirm the number, and then beeping to indicate that it is ready for you to respond.

· Say “Yes” to confirm or “no” to try again. You can also use the Call button for “Yes” or the Hold/DND button for “No”, as in other Genie interactions.

· If the phone tree asks for a spoken response at any time, just speak to it as you would during any badge call, without double-clicking. 

· Acceptable responses: 0-9, A-D, # (pound), * (star)


	Three Way Conference
Add/Invite someone to a call
	· Can initialize two other people onto a call by stating, “Conference Sara Lee (user name) and Betty Crocker (user name).  
· While on a call with another user, you can also invite a third user by pressing the hold button to place the call on hold and then press the Call button to summon the Genie and say , “Invite Jimmy Dean”. 


Change your walkie talkie channel/group
	Change Walkie Talkie Group
	· To join a different walkie talkie group, use the command: “Join the conference for Engineering (group name)”

·  To permanently leave a conference group, command is:  “Leave the conference for Engineering (group name)”


Troubleshooting (Training the Genie)

	Learn A Name 

Learn A Command
Learn more Commands
	· Useful for persons who are having difficulty being understood by the Vocera system or for frequently called names.  

· Trains the Genie to understand how you say certain names or commands

· Make sure users understand these only apply to their own log on

· Use the command,   “Learn a name”.  

·  You will be asked to spell the first or last name.  

· Then Genie will ask you to repeat the name several times.  Follow the prompts.

· Use the command, “Learn a command”.  

· Genie will ask you to repeat back the most common commands.  

· Follow the prompts.  

· To skip a command press the call button

· To exit the session, press the DND button

· You can also have the Genie learn additional commands, “Learn more commands”.
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