mivinQadil
miOnCall Quick Start Guide

All rights reserved © October 2011

This Quick Start guide provides a brief overview of the screens and features that you can use to get
started using the miOnCall Cloud-Based On-Call Scheduling application. When you sign up for
miOnCall, the miOnCall web site provides a detailed step-by-step setup document and context-sensitive
online help files.

Start

Start

Welcome

Thank you for purchasing. The following steps will guide you thru setting up, customizing and creating your miCloud products.

FPlease start by creating a new password.

Password:

re-enter Password:

Next

The first time you log into the miOnCall application, the miOnCall Start page is displayed. The Start page
is the first in a series of pages designed to help you get started with on-call scheduling.

A progress bar shows the names of each of the pages that miOnCall guides you through to set up your on-
call schedules. The title of the page that you are on is displayed in black, and the titles of the other pages
are displayed in gray. As you set up your on-call schedules for the first time, you will progress through
the pages from left to right by clicking the Next button.

On the Start page, you set the password that you will use to log in as the owner of your miOnCall
subscription.
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Setup Your Users

y Setup Your Users

Create Additional Users

In this step please create any additional users that are allowed access.

|| _Name ___________lPassword _|mnitials [Type |

dsmith@mmcnet.org FHEELLLE ddr Owner
# ¥ acardosi@mmcnet.org cnj36902rvb  asc Administrator Name:
J ¥ ddarcy@mmenet.org pedmdiog dmd User Password:
Initials:
Access: User [+]
Update

Next

On the “Setup Your Users” page, you can create login names and passwords for the people who need
access to your on-call schedules. The e-mail address that you used to sign up for the miOnCall application
is displayed as your login name in the table on the left side of the page.

To create additional login names, enter an e-mail address, password, initials, and access level on the right
side of the page. You should create a login name for each person who will be accessing the on-call
schedules to perform scheduling or to send messages.

Setup Schedule Roles

" " Setup Schedule
Roles

Create Role Types

Roles are the different spedalties, such as MD, PA, RN, CRNA, etc, that are used for filtering and defining schedule shift assignments.

Role: padiatrics Dr <-Add || Remove

Cardiac Dr
Cardiac Murse
Pediatrics Murse

Back | Mext

Roles are used to specify the different types of resources that are needed to cover each on-call shift. By
creating roles and assigning them to resources, you control which resources can be assigned to each type
of on-call shift. Some examples of roles are “On Call Tech,” “Attending Physician,” and “Emergency
Cardiologist.”

To add arole, type a role name and then click the Add button.
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Setup Field Information

e e v Setup Field
Information

Field Definitions

Field definitions define the information that is needed for each resource that can receive messages, be assigned an oncall shift or setup with an appointment.
The following field definitions have been pre-built for you. Please add, edit or remove these fields as needed.

Current Fields New Field
Sort/Field Mame ____________[Type _____[Required Edit/Remove|
4+ Last Name text True J x Field Name:
4+ First Name text True S Data Type: Text(Display Only) [=]
+  Title text False J x Sort: B
+ Department text False 4 *
+  eMai eMail False 7 > Required: o

Back || Mext

Fields are the places where information is stored about an on-call resource. Each field can hold one piece
of information about a resource.

The “Setup Field Information” page shows the fields that come with the miOnCall application. The fields
are listed in a table on the left side of the page. You can edit or delete the fields provided or add new
fields of your own.

To add fields, enter the field information on the right side of the page.

Enter Resources

"~ "~ "~ "~ Enter Resources

Enter Resources

Resources are the staff that may send/receive messages and may be assigned to an OnCall shift. These Resources will be available for all schedules,

Existing Resources Create a New Resource
1. Deschner 7 3
c. Hibrich g x Display Name: D. Darcy (What's this?) required
M. 1. Wirth 4 Last Name: Darcy required
First Name: David required
Title: Dr.
Department: Pediatrics
eMail:

ddarcy@mmenet.org

Roles: [Tl cardiac pr

[Tl cardiac Nurse
[¥] pediatrics Dr
[Tl pediatrics Nurse

Associated Login: ddarcy@mmenet.org [

Back || Mext

Resources represent contacts or items that can be assigned to an on-call schedule.
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The right side of the Enter Resources page shows the fields that were created on the “Setup Field
Information page.” Required fields are labeled with the word “required” in red to the right of the field.

To add resources, enter the field information on the right side of the page.

If you want the resource person to be able to log into the miOnCall application, select a login name from
the drop list.

Setup Your Schedules

v v v v vy Setup Your

Schedules

Create Shift Definitions

(optional) shift definitions are used to define what shifts are needed at various times on spedific days of the week and what roles need to be filled for those shifts.

{? ¥ Weekend 07:00 AM 07:00 AM Every Saturday - Saturday Pedia

Pediatrics Shifts
| | [Name Start lend  [Days [Roles Name: Lst Shift
& % 1st Shift 07:00 AM 03:00 PM Every M, T, W, Th,F Pedia
& % 2nd Shift 03:00 PM 11:00 PM Every M, T,W, Th,F Pedia Occurrence Type: _ Selectable @ Defined
¢ % 3rd Shift 11:00 PM 07:00 AM Every M, T, W, Th,F Pedia Group =

Visible:
Occurrence Settings

Start Time:
End Time:

Occurs| Every Week |Z| on

07 [« |:[00[=][am[+]
03[« ) 00 [=]pm[=]

E [ sunday

Monday
Tuesday
¥ wednesday
Thursday
Friday

[ saturday

Required Roles
Pediatrics Dr
1 E|Minimum 1 E|Maximum Exclusive

- Text Color Background Color

Pediatrics Murse
1 E|Minimum 1 E|Maximum V] Exclusive

- Text Color Background Color

Update

Next

The “Setup Your Schedules” page is where you can begin creating on-call schedules.

Shift definitions are used to set up a schedule of shifts that are ready to be assigned to resources. Shift
definitions are useful for establishing what coverage is needed on a daily, weekly, or monthly basis. Each
shift can contain multiple roles, and each role can be assigned to a different contact person for each
occurrence of the shift.

To add a shift definition, enter the shift information on the right side of the page.

When you have finished setting up all of the schedules that you have purchased, the OnCall Assignments
page is displayed. This completes the startup process.
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OnCall Assignments Page

InBox Directory Settings
Click the InBox Click the Directory tab Click the Settings tab to make
tab to view to display a directory changes to users, roles, fields,
messages. of all resources. resources, and schedule settings.
/
s @misco/1CALL
Search ~
@mmcnet.org M@
Drectory . Type text into the Search box and click
oncall one of the search buttons to search for
Search [ Role Search | [ Contact Search f infomation by I'Ole or contact. Updated at 02:41 PM
-ICardiology.
4 2nd Shift Cardiac Dr A ward=8 Hone
4 2nd Shift Cardiac Nurse A. Massey =0 HNone
-|Pediatrics
4 2nd Shift Pediatrics Dr D. Dar=8 None
1 2nd Shift C. Hibrich=00
Schedule Contact Method Icons
Click the name of a schedule to Click a contact method
display the OnCall Schedule page. icon to send an e-mail
message or text message.

The OnCall Assignments page displays a search bar and a table showing all of the current on-call
assignments in each of your schedules. Click the name of a schedule to open the OnCall Schedule page.

OnCall Schedule Page

Calendar Schedule Help
Click a date on the Use the Schedules Click the question mark
- calendar to display | | menutoswitchtoa | | iconto display the context- >
MIUN| the shifts for that day. different schedule. sensitive online help file.  [=_
S— T

Directory Settings

Pediatrics
New Edt Copy Deletf | Assign Overide UnAssign | [T5@ Day Week Month SpreadSheet» | Message Search b Schedules» Comment | Refresh Print Fiter

Show Now

Tuesday, October 18 2041
October 2911 z Start End Call Order ~ Shift Role Contact Comment Last Change
Sun Mon Tue Wef Thu 5{": 10/1807:00 AM  10/1803:00PM 1  1stShft Peditrics Nurse ¢ pyibrichEI0) 10/11/2011 05:36 PM - dsmith@mmcnet.org
2 10 1112 13 14 15 10/1803:00PM 10/18 11:00 PM 1 2nd Shift Pediatrics Nurse ¢, Hibrich=0 10/11/2011 05:37 PM - dsmith@mmenet.org
;—2 ﬁ o e j—f i i—i 10/1803:00PM  10/1811:00PM 2 10/11/2011 05:37 PM - dsmith@mmenet.org

2nd Shift PediatricsDr  p. par

30 31 10/18 11:00 PM  10/19 07:00 AM =110 10/11/2011 05:37 PM - dsmith@mmcnet.org
Resources 10/18 11:00 PM  10/19 07 Shiﬂs 10/11/2011 05:37 PM - dsmith@mmcnet.org
D. Darcy
1. Deschner . . .

M. 3. Wirth Click a shift to select it. The
J. Deschner ContactMethod lcons
L e TESOUICES that can fill that
asl ame: escy . . .
Frstname.  vami|  Shift are displayed on the left. Click a contact method
Title: Or icon to send an e-mail
Depatment:  Pediatrics message or text message.
Resources

o - .
o =sonsf Click a resource name to assign

shoveresource 2s0) - the resource to the selected shift.

The OnCall Schedule page shows information about on-call coverage and can be used to make new
assignments, to override assignments, to create new shifts, and to send messages to the contacts assigned
to on-call shifts. Click the OnCall tab to return to the OnCall Assignments page.
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Confidentiality Agreement

This document and the information contained herein are proprietary to American Tel-A-Systems, Inc. It is provided and accepted in
confidence only for use in the installation, training, operation, maintenance, and repair of Amtelco equipment by the original owner. It
also may be used for evaluation purposes if submitted with the prospect of purchase of equipment.

This document is not transferable. No part of this document may be reproduced in whole or in part by any means, including
chemical, electronic, digital, xerographic, facsimile, recording, or other method, without the expressed, written, permission of
American Tel-A-Systems, Inc.

Trademarks and Copyrights

The product or products described in this document are covered and protected by one or more of the following United States
patents: 4,916,726; 5,113,429; 5,259,024, 5,469,491, 6,141,413; 7,359,918; 7,593,962; and 7,831,546. Other patents, both foreign
and domestic, are pending.

Amtelco and PC-MX-Infinity are federally registered trademarks of American Tel-A-Systems, Inc.

The following statement is made in lieu of using a trademark symbol with every occurrence of registered, trademarked and
copyrighted names:

Registered, trademarked and copyrighted names are used in this document only in an editorial
fashion, and to the benefit of the registration, trademark or copyright owner with no intention,
expressed or implied, of infringement of the registration, trademark or copyright.

Additional Documentation

Amtelco offers a number of proprietary manuals describing the functions and features of its product lines. Further information and
instructions concerning topics included in this publication can be found in several of Amtelco documents. If you do not have these
documents on hand, contact Amtelco Telemarketing at 1-800-356-9148 between 8 a.m. and 5 p.m., Central Time.

GMIELCO

American Tel-A-Systems Inc.
4800 Curtin Drive, McFarland, Wisconsin USA 53558-9424
www.amtelco.com
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