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This guide has been designed to help your client 
prepare for a Cubro virtual visit. 

If you hit any roadblocks or need help at any point, 
please give our friendly team a call on 0800 656 527 
or email sales@cubro.co.nz.

Thanks for choosing to use Cubro’s virtual visit service. 

Virtual 
visits

•	 Before your client participates in a Cubro virtual visit, it’s 
important to check that they have access to a device that 
can connect to the internet. The device must have a camera 
and it pays to check that this is working, as well as the 
microphone and speakers.

•	 We recommend that you encourage clients to use mobile 
device, as the camera can be pointed in any direction which 
provides a complete view of the environment.

•	 Check your client has an active email address so you can 
forward them the virtual visit confirmation email with the 
‘Join Teams meeting’ link to access the video call.

•	 You client can access the video call 15 minutes before it 
starts. If they are new to video calls, encourage them to 
jump on 5–10 minutes before the call starts, so that they can 
familiarise themselves with the tool and adjust their settings 
if necessary.

•	 Good lighting is important for video calls, so please ask your 
client and/or their carer to turn the lights on.

•	 It is a good idea for your client to have a (soft) measuring 
tape handy. If they are unable to hold a measuring tape, 
then you may need to ask a carer or family member to help. 
You will also need to consider who will hold the device if the 
person helping is taking measurements. In some cases, you 
may require two people to help.

Helping your client to prepare for a 
Cubro virtual visit

Quick tips

Using Microsoft Teams
If your clients are unsure about how to use Microsoft 
Teams, feel free to forward this information to them.
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Get in touch
We want to ensure you get the most out of our virtual visit service. If you need 
help at any time, please contact us at sales@cubro.co.nz or call 0800 656 527.
If you have any feedback about our online booking system, we’d love to hear it. 
Please email us at hello@cubro.co.nz

We’re here to help
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tel:0800656527
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mailto:hello%40cubro.co.nz?subject=Feedback%20on%20the%20virtual%20visits%20online%20booking%20system
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Using Microsoft Teams
Launching the Teams connection
When you click on the ‘Join Teams meeting’ link, your browser 
will take you to the Microsoft service platform. You will see the 
following screen:

Allowing Teams to access your camera and microphone
After joining from the app or the web option, you will be 
presented with a final prompt to allow Teams to use the 
microphone and camera on your device:

After you click ‘Join now’ you will be presented with the Teams 
screen expanded out to use the full screen of the device you are 
using. If you are the only participant, wait for the Cubro team to 
join. You will be advised when the Cubro team participants have 
joined the session.
While in this screen, you can adjust your settings for the use 
of camera, microphone, etc. Some of you may be familiar and 
confident with video conference tools. For those of you who 
are new to using video tools, we have included some additional 
notes below to help guide you through the experience.

If you would like to 
download the Teams app, 
click here. 
Note: you do not need to 
download this app to participate 
in Cubro’s virtual visits. 

Click on ‘Allow’ so Teams 
can use your mic and 
camera during the virtual 
session.

If you already have the 
Teams app, launch it by 
clicking here, and join the 
Cubro virtual visit.

Click here to join the 
Cubro virtual visit.

If there is any aspect of the Teams tool that you are 
unsure of, the Cubro team will be on the call to help 
guide you through. We encourage you to ask if you 
have any questions.
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Helpful tips for using Microsoft Teams
Using Microsoft Teams is easy. If you’re unsure of anything, then 
our team is on hand to guide you through the process. Here are 
a few helpful tips to support your virtual visit experience.

The heading will confirm this is the Cubro 
virtual visit you have booked.

This is the image being captured by your 
camera. Move the camera, your laptop or 
mobile device until you are visible to the 
Cubro team.

Use this to control which speakers, 
microphone and camera are being used. 
This is useful if you have multiple devices 
connected to your PC or smartphone. 

You can move these buttons across to 
turn the camera and microphone off and 
on as required.

Click ‘Join now’ when all your settings are in 
place and you are ready to join the session.

During the virtual visit, you will see a control panel that allows 
you to change various settings dynamically. Here’s a quick 
overview of what you can do:

facebook.com/cubro.co.nz

nz.linkedin.com/company/cubro

Get in touch
We want to ensure you get the most out of our virtual visit service. If you need 
help at any time, please contact us at sales@cubro.co.nz or call 0800 656 527.
If you have any feedback about our online booking system, we’d love to hear it. 
Please email us at hello@cubro.co.nz

We’re here to help

1.	 Turn the camera off/on

2.	 Turn the microphone off/on

3.	 Share your screen with participants and/or share the 
video visit with other devices (if available)

4.	 More options, like switch to/from full screen, change 
device settings, etc.

5.	 Online ‘chat’ feature. You can use this to type messages 
if you’re finding it hard to hear or are having.

6.	 See who’s participating in the virtual visit

7.	 Hang up once the visit has ended
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