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Course Goals and Objectives

Course Goal:
The goal of this course is to understand how to use the upgraded version of the
Amcom Smart Web On-call system.

Course Objectives:
At the end of this class you will be able to ...
* Log In to the Amcom Smart Web
* Understand the Navigation Tabs
* Use On-call Groups
* Learn all the Search Options
* Use On-call Paging
* Export On-call assignment Information to Microsoft Word or Excel
* Use the Block, Scheduler, and Calendar Assignment Tabs
* Create New Assignments
* Delete Assignments
¢ Change your password
* Get Help and Resources
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Lesson 1: Log in to On-Call Smart Web

Amcom’s Smart Web application can be accessed through a web browser. The
Smart Web is for on-call schedule administrators who create and maintain on-
call schedules. They can also page on-call personnel.

To log in to On-Call Smart Web:
1. Go to smartpage.stanford.edu. The launcher displays 2 options.

2. Select On-Call launch button. The On-Call Smart Web displays.

STANFORD | PAGING SYSTEM SMART WEB
UNIVERSITY

Smart Page Oncall
Smart Web Directory Search and Paging Smart Web Oncall
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On-Call Smart Web

STANFORD

UNIVERSITY

on-Call [Search

Today Search Block Assignment Scheduler Assignment Person Assignment Calendar Assignment

On-Call Smart Web | Quick Page | Home | Login | Help |

On-CaII Schedules for Thursday, October 6
[10/6/11 ]

Show Current Assignments Only Enable Paging

Displaying 1-10

oW On-call -SHC/
7:00AM - 7:00PM

Anesthesia Adult-Resident/Es

01 OR 1 Resident 24 hr;

Moll, Vanessa

02 OR 2 Residg
[40138]

03 OB 1 Residdg
05 Liver Resident 24 hrs [40558] 8:00AM Miller, Brett =2

06 Cardiac 1 Resident 24 hrs [40133] 7:00AM Verduzco, Luis =2

07 Regional 1 Resident 24hrs - ID 25625

[40020] 7:00AM Brisc, loana =]

Anesthesia Faculty On-call -SHC/
01 OB Day Faculty M-F [40145] 7:00AM - 5:00PM RILEY, EDWARD B~

e 05 OR 1 Faculty 24 hour service [40139]  7:00AM Liu, Steven =

06 OR 2 Faculty Mon-Fri 24 hour service none on 2-00A Y
wknds [40140] 7:00AM HILL, JONAY NICOLE

F570§|)?F'Q518cheduler Faculty Floor person ID 13333 7-00AM BRODSKY. JAY BARRY B

Displaying 1-10 4 )

Quick Page Link

The Quick Page feature enables you to page an individual by clicking on the link
in the Smart Web banner whether or not you are logged in. This feature is useful
if you know the messaging ID for the individual because you cannot search for a
recipient from the Quick Page dialog box.
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To use Quick Page:
1. Click Quick Page. The Compose a Message dialog box appears.

Compose A Message x

Enter the Id to send message: '

Compose and send your message

Remaining Characters:
Common Messaging Type:
Maximum Characters Allowed:

Send Message | Clear| Close|

MNote : Cannot page Message groups from here.

2. In the Enter the ID to send message: field, enter the recipient’s five-
digit messaging ID. When the ID has been entered, the fields in the
dialog are populated with information associated with the recipient.

3. In the text box, enter the text of the message. The Remaining Characters
tield shows how many characters remain as you type.

4. Click Send Message to send the page.
A confirmation dialog displays.
6. Click OK to close.
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Home Link
The Home link returns you to the home page from anywhere within the system.

Login Link
Click the Login link to log in to the On-Call Smart Web with your ID and
password.

Note: A user’s ID and password are assigned by the On-Call Administrator.

Help Link
The Help link provides online help tutorials.

Exercise - Log In to On Call Smart Web

1. From the On-call Smart Web banner, click Login. The Login dialog
box appears:

STANFORD
On-Call Smart Web Quick Page | Home | Login | Hel
UNIVERSITY | Quick Page | | Login | Help |
2=El Search £ | Default v
Login
User ld:
Password:
Cancel

Hit Statistics Today: 22 Since 15-JAN-08: 1171 Smart Web 4.7 ® 1998-2011 by Amcom Software, Inc.

2. Enter your User Id #.
3. Enter your Password.

4. Click the Log In button.
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Lesson 2: Navigate the On-Call Smart Web

1 2
STANFORD

UNIVERSITY

j [Search | O [ Default B

Oncall Smart Web CUEVAS, JO-ANN | Quick Page | 0 Active Messages | My Assignments | Home | Change Password | Logout | Help |

Search Block Assignment Scheduler Assignment Person Assignment Calendar Assignment History Quick View

On-Call Schedules for Thursday, September 29
9/29/11 S B Search

Show Current Assignments Only @ Enable Paging ¥ 7

Displaying 1- 10 4 )
4 Anesthesia Faculty On-call -SHC/
01 OB Day Faculty M-F [40145] 7:00AM - 5:00PM RILEY, EDWARD ]
6 05 OR 1 Faculty 24 hour service [40139]  7:00AM ADRIANO, AILEEN [~
06 OR 2 Faculty Mon-Fri 24 hour service none
on wknds [40140] 7:00AM HILL, JONAY NICOLE =
07 OR Scheduler Faculty Floor person ID 5
13333 (50136] 7:00AM MACARIO, ALEX =
08 Cardiac Faculty 24 hour svc [40150] 7:00AM SORAN, PATRICK DAVID [ Ivi]
@ 09 Liver Faculty [40072] 7:00AM ADRIANO, AILEEN (]

Apheresis On-call -Theraneutic Apheresis/

Stanford University logo takes you to Stanford University home page.
2. On-call Smart Web banner includes:

* On-call schedule admin’s name

* Quick Page link. It opens “Compose A Message”.
* My Assignments

* Home: takes you to the On-Call Today tab

* Change Password link

* Login/Logout

* Help: Online help.

Navigation Tab (Defaults to Today tab)

4. View defaults to On-Call Schedules for current date by Dept.

—_—— = — — —
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Lesson 3: Navigation Tabs

On Call Search £ | Default =

Search Block Assignment Scheduler Assignment Person Assignment Calendar Assignment History Quick View

Today Tab

By default, the Today Tab screen displays all active On-Call assignments for the
current day. A different date can be selected for display.

m Search /- | Default L)

Search Block Assignment Scheduler Assignment Person Assignment Calendar Assignment History Quick View

On-Call Schedules for Thursday, September 29
9/29/11 = -+ Search

Show Current Assignments Only # Enable Paging ¥ &
Displaying 1 - 10 4 )

Anesthesia Faculty On-call -SHC/

01 OB Day Faculty M-F [40145) 7:00AM - 5:00PM RILEY, EDWARD ™)

© 05 OR 1 Faculty 24 hour service [40139]  7:00AM ADRIANO, AILEEN [ B~

2 Szifaﬁil%yomfin 24 hour service none 7-00AM HILL, JONAY NICOLE =]
Selecting a Date

The date selection field works in conjunction with:
* Show Current Assignments Only: Assignments for the current date are
displayed.
* Enable Paging: When this option is selected, the pager icon displays.

m Search 2~ | Default B
Today Search Block Assignment i Person Assigl it Calendar Assignment History Quick View
day, October 17
10/17/11 .. |_Positive Care On-call through Infectious Diseases T]\ Search
l > Show Current Assignments Only @ Enable Paging @ &
Displaying 1 - 1 4 )»

Positive Care On-call through Infectious Diseases/

2 Positive Care Faculty [40241) All day Grant, Philip & -

Displaying 1- 1 4 >

Printer: Allows you to print current schedule. The list of on-call assignments
displayed in the screen can also be printed using the print icon.
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You can display the on-call assignments for a different date.
* Manually enter a new date in the date field. Click the calendar button
next to the date field to select a date from the calendar.
* De-select the Show Current Assignments Only option. The screen is
updated to show the assignments for the new date.

Limit the list of current on-call assignments

The list of current on-call assignments can be limited by selecting an on-call
group. Only the assignments for the selected group are displayed. Two on-call
group search fields are available: an on-call drop-down list and an on-call search
field.

Using the On-Call Group List Box

The on-call list box contains all of the top-level on-call groups in the on-call
group hierarchy. When you select a top-level on-call group, all of the
assignments for the associated on-call groups in the hierarchy are displayed.

Using the On-Call Search Field

Use Name or messaging ID in the on-call group Search field to search for a
specific on-call group. A complete or partial entry can be made. Wildcards are
not required.

Note: If entries are made in both the list box and the search field, the search
returns only those assignments that match both entries.

Enter the group Name or Group ID in Search field.
1. Click the Search button. The screen is updated and displays the on-
call assignments that match the search string. The person currently
on-call can be paged.

2. Select the Enable Paging option. The screen is updated to display
the pager icon next to each individual’s name.

3. Click the pager icon to send the page.

Printing
To print the list of assignments:
1. Click the printer icon . 7]

2. A new browser window opens and displays a printable version of the
on-call assignment list.

3. Click the Print button. The standard Print dialog displays.
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Search Tab

Information for current and future active on-call assignments, as well as on-call
assignments for the previous seven days, can be accessed through On-Call Search.

All on-call groups are displayed by default in the Search Results field beneath
the Enter Search Criteria fields.

Search by Group Name, Group ID, Person Name, Messaging ID, or Date. You
can search using a combination of any of the search criteria.

Note: Only the on-call assignments that match all of the search selections are
included in the search results.

Search by Group Name or Date:

1. Scroll through groups or enter Group Name or Group ID or Date.
Click Search.

Assignments display as a list. All of the on-call groups are included in
the search results. On-call groups that have scheduled assignments are

displayed in blue font.

| Quick Page | Home | Login | Help |

STANFORD

UNIVERSITY

On-Call Smart Web

Search P (Dotan T3

Scheduler Person Calendar History Quick View

Today Search  Block
Enter Search Criteria «
Group Name: Group ID: Person Name: Messaging ID.
StartDate: 04 [ October  [3) 2011 (... ) 04:17FPM End Date:| 04 | November 2011 (..)04:17PM  Period: 31
) N
Search ‘ Reset
Search Results B Hide Tree @ Calendar | Word [l Excel
WAS - - 5
P AS - Systems Analyst - Peoplesaft [52033] Group >> BMT - Bone Marrow Transplant
as-nagszoun L PaeMsg T~ MsgiD~ | Namo— | Start | Ena | Priority | Remark |
AS - Windows [52008] Your search did not return any assignments.

@ udiology - go to ENT member 40033 [40192]
# Autopsy - go to Pathology member 40099 [40097)
] Biomedical Ethics - Center For see member 40021 [40356]
@ @ BMT - Bone Marrow Transplant (40118]
1 Days Offics 3-0822 Al calls go 1o offce to be triaged 8a-Sp [40568]
’ﬁ‘z Fellow/Res 1st call 24 hour svc -only for E1 unit Inpatient [40120]
& 3 Faculty 2nd call 24 hour svc - only for E1 unit Inpatient [40121]
L) 4 Aftr Hrs/wknds Outpatient calls to E1 5-7121 Resource Nurse to triage calls [40559]
# Cardiology CCU -Go to CVMED 40000 [40075]
- *Cammlhera:lc -Cardiac Surgery On-call [40164]
# Cardiovascular TX -Go to Cardiothor 40164 [40370]
- F"‘cz«se Management Unit Assignments- SHC [40408]
# B1 - Trauma, Surgery ID 25267 [40415)
& B2 - Cardiac ID 26069 [40457]
# B3 - Medicine, mostly ID 17153 [40483)
® c1 - ATU D 17125 [40612)
# 2. ENT 11RO Platics 1N 17067 1405071

Displaying 1 - 30 of 226 4«

-2011 by Amcom Software, Inc

Hit Statistics Today: 68 Since 15-JAN-08: 1076

4. Select a “blue” schedule to list on-call assignment information.
5. The current on-call schedules are highlighted in green.

6. Click on pager icon to page.
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Search Results B Hide Tree| @ Calendar | % Word | Excel
# 02 Trauma SHC Por D 17714 [40468] Group >> 03 24hr Jr & Chief Res- ED Ortho Trauma/Consults /inpt/Outpt
3 24hr Jr & Chief Res- ED Ortho Displaying 1 - 10 of 82 >

TroumalConsuts Inp it (40353 N T S
o7
mg;',f‘g"' FloatWknd Itern T, Thoracic, Trauma 22089 Poulict, Michael  05-Oct-2011 06:00 AM  06-Oct-2011 06:00 PM 1
51 - Trauma, Surgery D 25267 [40415] = 22669 Fleager, Kristen  06-Oct-2011 06:00 AM  06-Oct-2011 06:00 PM 1 Chief Resident
®ED SPINE TRAUMA - ED/Inpt
Consults/Transfers [50522] = 12987 | Leucht Philipp | 06-Oct-201106:00 PM  07-Oct-2011 06:00 AM 1 -
(ﬁ‘ Facial Trauma ENT Res & Plastic -aka face -
Instrocton 140050] ! =2 22207 ' Bragg, William | 06-Oct-201106:00 PM | 07-Oct-2011 06:00 AM | 2 Chief Resident
# Neurosurgery/Trauma on-call SHCAVA — 22089  Pouliot, Michael | 07-Oct-201106:00 AM | 08-Oct-201108:00 AM 1 .
[40188]
& Peds Trauma Oncal - Active [50168] =2 22669  Fleager, Kristen | 07-Oct-201106:00 AM  10-Oct-201106:00PM 2 Chief Resident
®
® @ seie 0 TRAUMA [50520) =2 12359 Kaufman, David | 08-Oct-201108:00 AM | 09-Oct-201108:00 AM 1 -
@ TRAUMA / FOOT & ANKLE / ORTHO
ONCOLOGY [50568] =2 12987 Leucht Philipp | 09-Oct-201108:00 AM | 10-Oct-201106:00 AM | 1 -
.
: 40222]““”’3 Admiting Oncall - IntRes/Attnd =2 22089 | Pouliot, Michael | 10-Oct-201106:00 AM | 10-Oct-2011 06:00 P 1 -

=2 12731  Comer, Garet | 10-Oct-201106:00 PM  11-Oct-2011 06:00PM 1 -

Displaying 1 - 10 of 82 > »

Hide Tree

Click the Hide Tree button to hide the Search Results section. The Search Results
section no longer displays. Notice that the Show Tree button is now available.

Group >> 03 24hr Jr & Chief Res- ED Ortho Trauma/Consults /inpt/Outpt
Displaying 1 - 10 of 82 > »
llmm—m-—m—-m-
— 22089 Pouliot, Michael 05-Oct-2011 06:00 AM 06-Oct-2011 06:00 PH 1
— 22669 Fleager, Kristen 06-Oct-2011 06:00 AM 06-Oct-2011 06:00 PM 1 Chief Resident
= 12987 Leucht, Philipp 06-Oct-2011 06:00 PM 07-Oct-2011 06:00 AM 1 -
=2 22207 Bragg, William 06-Oct-2011 06:00 PM 07-Oct-2011 06:00 AM 2 Chief Resident
=2 22089 Pouliot, Michael 07-Oct-2011 06:00 AM 08-Oct-2011 08:00 AM 1 -
=2 22669 Fleager, Kristen 07-0ct-2011 06:00 AM 10-Oct-2011 06:00 PM 2 Chief Resident
=2 12359 Kaufman, David 08-0ct-2011 08:00 AM 09-0ct-2011 08:00 AM 1 -
= 12987 Leucht, Philipp 09-Oct-2011 08:00 AM 10-Oct-2011 06:00 AM 1 -
= 22089 Pouliot, Michael 10-Oct-2011 06:00 AM 10-Oct-2011 06:00 PM 1 -
= 12731 Comer, Garet 10-Oct-2011 06:00 PM 11-0Oct-2011 06:00 PM 1 -
Displaying 1 - 10 of 82 >

Show Tree

Click the Show Tree button to re-display the Search Results section.

Calendar

Click the Calendar button to display an on-call group in a calendar view.

Word/Excel

Click the Word or Excel button to download the schedule. The document can be
named and saved.

Amcom Smart Web 4.6
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Search by Person Name or Messaging ID:

. Enter search criteria in the Person Name and/or Messaging ID fields.
Click Search.

Assignments display as a list.

Current on-call assignments are highlighted in green.

I N e I e

. Click the pager icon to page.

On-Call Search ,O [ Default 3
Today Search Blodk Assignment Scheduler Assignment Person Assignment Calendar Assignment History Quidk View
Enter Search Criteria
Group Name: [ | Group ID: [ 'Person Name: vFIeaged Messaging ID: [
StatDate: [06 |October w2011 | [02:35 P M EndDate: |06 November v 2011 [(.JJo235 PM Perios: [31
Search Reset
%1 word |F¥ Excel
Displaying 1-10 of 39 > »
| [Pagemisg|MsgiD |  Name Start End [Priority [Time Zone | ___Remark | GroupName ___________|
Fleager, 08-Oct-2011 08-Oct-2011 - . 02 24hr Jr & Chief Res- ED Crtho
2266 1 PACIF hief R:
2 Kristen 08:00 AM 08:00 PM HEHRE EAEREEI Trauma/Consults /InptOutpt
Fleager, 08-Oct-2011 08-Oct-2011 Chief Resident -
22686 - - 4 24h, ho F:
Q 9| risten 0800 AM 0800 PM Traums 04 24hr Ortho Faculty
J— Fleager, 07-Oct-2011 10-Oct-2011 . . . 02 24hr Jr & Chief Res- ED Ortho
266 PACIFIC | ChiefRi
- s Kristen 0800 AM 0600 PM < ACIFI iefResident Trauma/Consults /Inpt/Outpt
. Flesger, 07-Oct-2011 07-Oct-2011 ChiefResident- .
2268 - - 2 ]
a 22689 | risten 08:00 AM 08:00 P Trauma 04 24hr Ortho Faculty
a2 22689 F‘I§sger. 10-Oct-2011 10-Oct-2011 R ; Chief Resident- 04 24hr Ortho Faculty
Kristen 08:00 AM 0800 PM Traums
ge 4 -2 4 2! 22 Chi S
a8 20688 FAI.es,,=r. 11-Oct-2011 11-Oct-2011 2 EACIFIC | Chief Resident 02 24hr Jr & Chief Res- ED Ortho
Kristen 08:00 AM 0800 PM Trauma/Consults /InptOutpt
Fleager, 11-Oct-2011 11-Oct-2011 Chief Resident-
2268 = = 42 /
- 22689 | risten 08:00 AM 08:00 PM Trauma 04 24hr Ortho Faculty
Fleager, 12-Oct-2011 12-Oct-2011 02 24hr Jr & Chief Res- ED Ortho
=] 2268 gs=r. 2 PACIFIC | ChiefResi
% | kristen 08:00 AM 06:00 PM = iefResident Traums/Consults /inptOutpt
Fleager, 12-Oct-2011 12-Oct-2011 Chief Resident -
2268 - - 4 24hr Ortho F /
- % | kristen 08:00 AM 08:00 PM Trauma 04 24hr Ortho Faculty
J— Fleager, 12-Oct-2011 14-Oct-2011 . . . 02 24hr Jr & Chief Res- ED Ortho
266! ACIFIC | ChiefR
e s Kristen 0800 AM 0800 PM < ACIFI iefResident Trauma/Consults /Inpt/Outpt
Displaying 1-10 of 39 > »

Note: If using Firefox, the current on-call assignments will not be highlighted.
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Today @ Block Assignment

Enter Search Criteria

Scheduler Assignment

Group Name:

Start Date: 06

October

I+]2011

Group ID:

09:12 AM

Person Assignment

Calendar Assignment

Person Name:  Fleager|

History

Search

Quick View

Messaging ID:

End Date: |06 | November

Search Reset

j2011

J09:12AM  Period: 31

Jo)

Default v

Displaying 1 - 10 of

22669

22669

22669

22669

22669

22669

22669

22669

22669

22669

f 39

Fleager, Kristen  06-Oct-2011 06:00 AM | 06-Oct-2011 06:00 PM

Fleager, Kristen
Fleager, Kristen
Fleager, Kristen
Fleager, Kristen
Fleager, Kristen
Fleager, Kristen
Fleager, Kristen
Fleager, Kristen

Fleager, Kristen

Displaying 1 - 10 of 39

06-Oct-2011 08:00 AM

07-Oct-2011 06:00 AM

07-Oct-2011 08:00 AM

10-Oct-2011 08:00 AM

11-Oct-2011 06:00 AM

11-Oct-2011 08:00 AM

12-Oct-2011 06:00 AM

12-Oct-2011 08:00 AM

13-Oct-2011 06:00 AM

06-Oct-2011 06:00 PM

10-Oct-2011 06:00 PM

07-Oct-2011 06:00 PM

10-Oct-2011 06:00 PM

11-Oct-2011 06:00 PM

11-Oct-2011 06:00 PM

12-Oct-2011 06:00 PM

12-Oct-2011 06:00 PM

14-Oct-2011 06:00 PM

1

N

N

N

PACIFIC

PACIFIC

PACIFIC

PACIFIC

PACIFIC

Chief Resident

Chief Resident - Trauma

Chief Resident

Chief Resident - Trauma

Chief Resident - Trauma

Chief Resident

Chief Resident - Trauma

Chief Resident

Chief Resident - Trauma

Chief Resident

04 24hr Ortho Faculty

03 24hr Jr & Chief Res- ED Ortho Trauma/Consults /Inpt/Outpt

04 24hr Ortho Faculty

04 24hr Ortho Faculty

03 24hr Jr & Chief Res- ED Ortho Trauma/Consults /Inpt/Outpt

04 24hr Ortho Faculty

03 24hr Jr & Chief Res- ED Ortho Trauma/Consults /Inpt/Outpt

04 24hr Ortho Faculty

03 24hr Jr & Chief Res- ED Ortho Trauma/Consults /Inpt/Outpt

| Page/MsgiMsg Dl ___Name | Start | ____End_____PrioritylTimeZonel ___Remark | GroupName |

03 24hr Jr & Chief Res- ED Ortho Trauma/Consults /Inpt/Outpt

%] Word |} Excel

> W

> »

To display information about a person:

1. Click on the person’s name. The Directory Detail View box displays.

2. To page the person, click the pager icon.
3. Click the

Directory Detail View for Fleager, Kristen

Msg Id: 22669 Status: Available On Premises

to close the box.

Close

Member Of

03 24hr Jr & Chief Res- ED Ortho Trauma/Consults /Inpt/Outpt [40363]

Ay Directory Info

I S T

91-650-725-5903

RESIDENT

EP Address Info

':7 Current On Call Info

T T R

13-Oct-2011 06:00 AM
13-Oct-2011 08:00 AM

WORK

HS-SURG GEN-

14-Oct-2011 06:00 PM | 03 24hr Jr & Chief Res- ED Ortho Trauma/Consults /inpt/Outpt
13-Oct-2011 06:00 PM | 04 24hr Ortho Faculty

October 2011
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The following actions can be performed on the on-call assignments listed in the
screen. Depending on whether you searched for a person, not all of these options
are available.

Paging

A page can be sent to a person or a function that has a current on-call assignment
listed in the screen. If an individual cannot receive a page, the page is stored with
the operator as a message.

The following options are available:

— Send a page. This icon displays only if the individual is
assigned a pager and is able to receive a page. The page icon
toggles with the message icon.
N Send a message. This icon displays only if the individual is
not assigned a pager, or if the individual is not able to be
paged. The message can be retrieved by the person or function
representative to whom the message was sent in their Personal
Profile page in Smart Web. The message icon toggles with the
age icon.

Amcom Smart Web 4.6
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Block Assignment Tab

The Block Assignment tab allows you to create, edit, and delete a member to an
on-call schedule.

searen Pl
Today ‘Search Block Assignment ‘Scheduler Assignment Person Assignment Calendar Assignment. History Quidk View
(==
E S— © octoverzntt O Group embers | Non-iember Search |
- Sun Mon Tue Wed Thu Fri Sat
3% 27 B BN | OFeigres T T

2 3 4 5\3’ 78| Masignes

9 10 11 12 13 14 1
1B 17 18 19 20 21 22| Drotkeys
23 24 25 26 271 28 29

H Quick List Hide Tree ‘Scheduler E Calendar Edit Delete. Show all Copy Paste Outiook Prev [ text *ﬁ
u

Name. nd | Priorit

Choose the Block Assignment tab.

2. Select the on-call group to which you want to schedule an assignment.
Choose the day the on-call assignment should be made. The selected
day displays in orange.

4. Specify the individual to which the shift should be assigned. You can
search for either a member or non-member of the on-call group. You
may have to scroll to the right of the screen to display the member
selection screen.

Amcom Smart Web 4.6
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Selecting an On-Call Group Member
Click the Group Members tab to display the default list of on-call
group members.

1.

Double-click a name in the list. The Msg ID and Name fields in the
Assignment Details section are populated with the messaging ID and
name for the selected individual.

Select the shift from the drop-down list. The Start and End time fields
will auto-populate. (The times can be manually updated if needed.)

If the shift spans more than one day, enter the appropriate number of

days. One day is each time the shift covers midnight.

Enter the priority. (optional)

Enter any remarks. (optional)

Click Save.

13127
13062
13092

13871
<

13727 | FROEINE{ON| THOMAS

Members | Shiftsl

Group Members I Non-Member Search I

(Msgid| ______Name &

BERGMAN, DAVID A
HAMMER, LAWRENCE D
MENDOZA, FERNANDO S

SHARFK PALII .IASON h
>

Assignment Details

Msa ID:

Name (Last,

First):
Shift:

Start:

Spans: '

Remark:

Save | Reset

L 108:00 AM -

13727

ROBINSON, THOMAS

v

05:00 PM
|05:00 PM - 08:00 AM
108:00 AM - 12:00 PM
12:00 PM - 05:00 PM

October 2011
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Searching for a Non-Member
1. Click on the Non-Member Search tab to display the non-member
search screen.

2. Anindividual can be searched for by entering a complete or partial
search string in the Search field. The search is performed on both the
name and messaging ID fields.

Click Search.

4. Double-click on a name in the list. The Msg ID and Name fields in the
Assignment Details section are populated with the messaging ID and
name for the selected individual.

5. Select a shift from the drop-down list. The Start Time and End Time
tields auto-populate. (The times can be manually updated if needed.)

6. If the shift spans more than one day, enter the appropriate number of
days. One day is each time the shift
covers midnight.

Group Members | Non-Member Search ‘

7. Enter the priority. (optional) Lo s - s £,
. 11858 Smith, Alfred
8. Enter Remarks. (optional) 17243 Smith, Allison 0
. 17795 Smith, Allysone
9. C(lick Save. 18639 SMITH, BRADFORD
. 25719 SMITH, CHAUNCEY G ) |
10. Click the OK button to close the 18697 SMITH, CHRISTINE $
dialog. The calendar is updated with
the changes. smith _Search |
Msg ID: 18639
Name (Last, ) BRADFORD
First):
Shift: B
Start: End:
Spans: Priority:
Remark:
Save Reset

Amcom Smart Web 4.6
October 2011 Page 21 of 36



Copymg an Existing On-Call Assignment
Choose the Block Assignment tab.

2. Search for the on-call group to which you want to schedule an
assignment.

3. Choose the day for which an on-call assignment should be made. The
selected day displays in orange. Simultaneously pressing <Shift> and
clicking on the desired days allows you to select more than one day.

STANFORD On-Call Smart Web PULIDO, ARACELI | Quick Page | 0 Active Messages | My Assignments | Home | Change Password | Logout | Help |
UNIVERSITY

On-Call Search pel

Today Search LT tD SchedulerAssignment Person Assignment  Calendar Assignment  History  Quick View

peds hem Search Path : Peds Hematology /Oncology/ Stem Cell Transplantation BMT On-call/4 Hem/Onc Team A Fac/Attend - for Fac/Staff

(& October 2011 &
Sun Mon Tue Wed Thu Fri Sat
25 26 27 28 29 30 1| OO Unassigned
2 3 4 5 6 8| D Assigned
9010 1| 12| 13 14 15 Oselected
.4 HemiOne Toam A Fac/Attend - for Facisti 16 17 18 19 20 21 22| Srotkeys
5 Hem/One Team B FaciAttend-for FaciStal 23 24 25 26 27 28 29|
6 BT Fac/Atiend - or FacStaffuse [1D: 5 30 3t

8 Pods BMT-go to Peds Hematology/Onc/BMT 5¢
& #peds Hematology /Oncology/ Stem Cell Tra
# 1 Days call 7-8953 [ID: 50173 ]
& 2 Oncology Inter/Resident -go to member
3 EveikndsiM - 1st call Felow -Hem/Onc/

[ copy to Next Month [ outiook [£] Prev [T

nlm—:__m__

13502 Rangaswami, Arun 06-Oct-2011 08:30 AM 07-Oct-2011 08:30 AM
< ] 14737 WONG, WENDY BICK-LING 07-Oct-2011 08:30 AM 08-Oct-2011 08:30 AM

4. Click the Copy button. A confirmation dialog displays.

Windows Internet Explorer

! 5 2 Assignments copied successfully, Please select different dates for same or different group and click Paste

5. Click the OK button.

In the block calendar, select the day to which you want to paste the
copied shift assignments. More than one day can be selected. The
selected day(s) displays in orange.

7. Click the Paste button. A confirmation dialog displays.
Click the OK button to display the updated screen.
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Updating On-Call Block Assignment
1. Choose the Block Assignment tab.

2. Select the date.
3. Click the checkbox next to the individual to update.
4

. Click the Edit button on the toolbar. Information populates in the
Assignment Details box

e

Edit the time, span, priority, and remarks, if necessary.
6. Click Save.
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Delete Block Assignment
1. Choose the Block Assignment tab.

2. Click the calendar button for the on-call group to which an assignment
should be deleted.

3. Click in the selection box for each on-call assignment that should be
deleted. The currently selected assignment turns yellow. More than
one assignment can be selected.

STANFORD

UNIVERSITY

R

Today  Search I EERNL T Scheduler Assignment Person Assignment  Calendar Assignment History Quick View
IPath : ENT Ear, Nose, Throat, Otolaryngology Head & Neck Surgery/5 Chief Resident 24 hrs
& October 2011 &

On-Call Smart Web PULIDO, ARACELI | Quick Page | 0 Active Messages | My Assignments | Home | Change Password | Logout | Help |

o Lyore YU TS G Lt T

# EEG - go to Neurodiagnostic Labs member 400

B # Endocrinology Consult on-call [ ID: 40028 |
1 Days SHC Fellow 1st call [ ID: 40032 |

2 Days SHCIVA Resident 2nd call [ 1D: 402¢
3 Days PAVA Fellow 1st call [ ID: 40348 ]

¥4 Note - Interns do not take call [ ID: 40535

Sun Mon Tue Wed Thu Fri Sat
25 26 27 28 29 30 1

OO unassigned
[ Assigned
O selected

:yHm Keys

5 Eve/Wknds SHC/VA Resident Inpt Calls -
@6 Evernknds Fellow InpuOutpt Calls [ 1D: 4|
7 FaciAttending 24 hrs [1D: 40537 )

B ¥ Endoscopy Nurse on-cal [ ID: 40527 ]

[ Copy [ Paste [[Y Copy to Next Month [PEJ Outiook [T Prev [EY ¥
T R T

1 Days call Office 5-8117 [ ID: 40382 ) -

a 22888 Weissman, Joshua 05-Oct-2011 08:00 AM

# 2 Afterhours Endoscopy RN 1st call 16977
# 3 Afterhours Endoscopy RN 2nd call 16019, | O 22421 Nadaraja, Garani 05-0ct-2011 08:00 AM 06-Oct-2011 08:00 AM
© BENT Ear, Nose, Throat, Otolaryngalogy Hea | ) 22888 Weissman, Joshua 06-Oct-2011 08:00 AM 07-Oct-2011 08:00 AM

Shen, Tianjie 07-Oct-2011 08:00 AM 08-Oct-2011 08:00 AM

@1 Day Adul ENT Ciinic 3-5281 {ID: 40546 |
# 2 Day InternIf no Inter give to Resident M @ 22451
3 Day Resident -InpUOUIPUED/Consuits M- N 12476

Corrales, Carleton
@4 Afterhours/Weekend Resident-Holidays [

08-Oct-2011 08:00 AM 09-Oct-2011 08:00 AM

@5 Chiof Resident 24 hrs [ ID: 40037 ] o il Shen, Tianfie 09-Oct-2011 08:00 AM 10-Oct-2011 08:00 AM
6 Facuy/Atending 24 s [10: 400361 % | O 22201 Bames, Melynda 10-Oct-2011 08:00 AM 11-0ct-2011 08:00 AM

o
(——— ] T |a 22888 Weissman, Joshua 11-0¢t-2011 08:00 AM 12-0ct:2011 08:00 AM
=) 22451 Shen, Tianjie 12-0ct-2011 08:00 AM 13-0ct-2011 08:00 AM

4. Click the Delete button to delete the selected assignment(s). A
verification message displays.

Windows Internet Explorer @

\? Are you sure you want to delete?

I; OK i[ Cancel ]

5. Click OK button to delete the selected assignment(s). The Block
Assignment screen is refreshed and the deleted assignments are
removed from the calendar.
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Scheduler Assignment Tab

The following four actions can be performed on the assignment listed in the
screen:

* New: A new shift assignment is added, using the default start and end
dates and times.

* Same Shift: An existing shift must first be selected. Click the Same Shift
button to create a new shift with the same start and end dates and times.
An individual can then be assigned.

* Next Shift: An existing shift must first be selected. Click the Next Shift
button to create a new shift with the start and end dates and times for the
next shift from the list of shifts created for the on-call group.

* Next Day: An existing shift must first be selected. Click the Next Day
button to create a new shift with the same shift hours on the next
consecutive date. The individual assigned to the selected shift is assigned
to the new shift.

Select the shift on which the new shift should be based. The background for the
selected shift displays in yellow.

3 Mm
S 'I;JI: [EIF};{ &O[I}Y{ D On-Call Smart Web PULIDO, ARACELI | Quick Page | 0 Active Messages | My Assignments | Home | Change Password | Logout | Help | |
iR ‘
On-Call Search pe) |
|
Today Search Block Assignment Scheduler Assignment Person Assignment Calendar Assignment History Quick View |
Enter Search Criteria « :
|
Group Name: oto Group ID: !
Start Date: 12 [ October %) 2011 () 07:17PM End Date: [19 [ October J2011 " (CD)oz:azem | Period: (7 |
Search Reset |
|
|
Search Results @ Quick List|[B Hide Tree | & Block View| @ Calendar | New|"™ Save|# List|@® Same Shift|@ Next Shift|@ NextDay |’ Delete|® Ml
& ENT Ear, Nose,Throat, Otolaryngology Head & Neck Surgery (40033] |
@ b Peds ENT Otolaryngology Head & Neck Surgery [50014] Group >> Peds ENT Otolaryngology Head & Neck Surgery >> 2 Day Resident Inpt/Outpt/ED/Consults M-F :
b 1 Peds ENT Clinic 497-8841 appt [50250] Displaying 1- 5 0f 5 }
8 200 Rt UOUUEDIConut e (5014 I S S S ST
& 3 AfrhrsWknd/H Resident - go to ENT 40414 (50254 —_—— —_——— |
0 4 Chief Resident - go to ENT 40037 (50320 (] 12409 Ginn, Stuart 13-0ct-2011 07:00 AM 13-0ct-2011 06:00 PM |
& 5 Faculty/Attending 24 hr [50115] _ —_——— ———— |
 Pods Otolaryngology See Pads ENT (50319] o 12409 Ginn, Stuart 14-0ct-2011 07:00 AM 14-Oct-2011 06:00 PM |
|
o 12409 Ginn, Stuart 17-0ct-2011 07:00 AM 17-Oct-2011 06:00 PM ™
o 12409 Ginn, Stuart 18-0ct-2011 07:00 AM 18-Oct-2011 06:00 PM
o 12409 Ginn, Stuart 19-0ct-2011 07:00 AM [19-0ct-2011 06:00 PM
Displaying 1 -5 of 5
a
v
77777777777777777777777777777777777777777777777777777777777 Bl <>

2. Click the New button. A new row is inserted.
Enter messaging ID or a name into the Msg ID or Name field.

4. You can use the List button to select a group member of the group
members.

Amcom Smart Web 4.6
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10.

11.
12.

13.

The date and time of the next possible shift displays by default in the
Start and End fields.

If no shifts have been set up for the on-call group the current date and
time is used as the next possible shift.

You can manually change the time and date of the shift.
Time Zone will default to Pacific.

Enter the priority (1, 2, etc) of this assignment in the Priority field.
(Optional)

The priority is used when more than one individual is on-call for the
same time.

Enter comments/notes in the Remark field (optional).

Click the Save button to add the assignment. A confirmation page
displays.

Click the OK button to close the message dialog box and display the
updated screen.

Edit existing Assignment

1.
2.

NS o

Select the assignment you want to edit. Row will highlight yellow.

Change the member by typing new Msg ID over existing Msg ID. Or
go to Name field and click the List button. A list of the on-call group
members displays. Select a member from the list.

You can update the Start and End dates and times manually by
entering new dates and times.

Enter the priority (1, 2, etc) of this assignment in the Priority field.
Enter notes in the Remark field (optional).

Click the Save button to add the assignment.

Click the Refresh button to update the assignment schedules.

Deleting an On-Call Assignment

1. Click on the button to the left of the Msg ID field in the row of the shift
assignment you want to delete. Multiple rows can be selected. Row(s)
will highlight in yellow.

2. Click the Delete button. A message dialog displays.

3. Click OK button to close the message box and update the screen.

4. Click the Refresh button to update the assignment schedules.

Amcom Smart Web 4.6
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Assign the Same Shift

1.

Select a member who is currently assigned to the shift to which you
want to assign an additional person. Row will highlight yellow.

Click the Same Shift button. A new row is inserted with the same date
and time as the selected member.

Enter member’s Msg ID in the new row and then hit Tab key. Or place
cursor in the Name field and select member from the List button.

4. Click the Save button to save change.

Both members are now assigned to the same shift.

Assign the Next Shift

1.
2.

Select the date you want to assign. The row will highlight yellow.

Click the Next Shift button. A new row is inserted with the date and
time of the next shift.

Enter member’s Msg ID in the new row and then hit Tab key. Or
place cursor in the Name field and select the member from the List
button.

If there is only one shift created for the on-call group, the member is
assigned to the same shift on the next day.

Click the Save button to save the addition.

6. Click the Refresh button to update the assignment schedules.

Assigning Next Day Schedules

1.
2.

Select the date you want to assign. Row will highlight yellow.

Click the Next Day button. A new row is inserted with the same shift
time and an updated date range.

Example, if the original shift was for June 5, the added shift will be for
June 6. Times for both shifts are the same.

4. C(lick the Save button to save the addition.

Click the Refresh button to update the assignment schedules.

October 2011
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Person Assignment Tab

A list of all the on-call assignments can be displayed in the Person Assignment
screen. New assignments can be added in this screen, and existing assignments
can be updated. This screen is useful when you want to add a single assignment
for a single individual.

When the Person Assignment screen is accessed, the current month is selected as
the date range by default. Searches for assignments can be done by a specific
time period and for a specific person or set of people. The assignments for only
those groups that the administrator has access to are displayed.

Addmg a New Assignment
. Click New. A new, blank row for an assignment is added.

2. Specity the person to whom the shift should be assigned. (Click the
search icon between the Msg ID and Name fields to search for a
person.) The date range defaults to the current date and time. (The
end date and time cannot be the same as the start date and time.)

3. An on-call group must be selected for this assignment. Click the icon
between the group ID and group fields to search for the group.

4. Double-click on an on-call group name to select it. The group ID and
group fields are auto-populated. The Time Zone will default to the
Pacific.

5. Enter the Priority and Remarks. (optional)
6. Click Save.
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Calendar Assignment Tab

The following actions can be performed on the on-call assignments listed in the
screen. Depending on whether you searched for a person, not all of these options
are available.

* Hide Tree/Show Tree Button - Click the Hide Tree button to hide the
Search Results section. The Hide Tree button toggles to the Show Tree
button, which is clicked to re-display the Search Results section.

* Block View Button - Click the Block View button to display the on-call
assignments for the month in the block view in the Block Assignments
screen.

* Calendar/Scheduler Button - Click the Calendar button to display the on-
call assignments is a calendar format. The Calendar button toggles to the
Scheduler button, which is clicked to re-display the assignments in the list
format. For an example, please refer to Viewing the On-Call Assignments
in a Calendar Format.

* Print Button - Click the Print button to display a printable version of the
list of on-call assignments. For more information, please refer to Printing
the Assignments.

* Previous Month Button - Click the Previous Month button to display the
on-call assignments for the previous month.

* Next Month Button - Click the Next Month button to display the on-call
assignments for the next month.

Search Results [ Hide Tree | § Scheduler|# Print|@ Previous Month |@ Next Month
& Craniofacial go to Peds Plastic 50039 [40103] M || Group >> 03 24hr Jr & Chief Res- ED Ortho Trauma/Consults /Inpt/Outpt
|
3 8 cvMed Cardiovascular Medicine-Cardiology GCU On-call [40000] | October 2011
# cysic Fibrosis CF go to Pulmonary member 50073 [40245) ||| [ Sunday Monday | Tuesday W Friday | y |
¥ cytology - go to Pathology member 40099 (40857] || 2s b6 27 28 29 30 01
|
® 8 DentalOral Medicine & Maxiliofacial Surgery Service [40398] | 6:00 PM-11:59 |(12:00 m 12:00 @ 12:00 m
=} @Dermalo\ogy 24 hour service On-call - SHC [40012) | PM: Abrams, IAM-6:00 AM: AM-6:00 AM: AM-8:00 AM:
| [Geoffrey |Abrams, Githens, Kaufman,
tf&1 Resident Consults SHC [40025) | E:00 PM-11.50 | Geoffrey Michael David
2 Faculty Consults SHC - 24 hour svc (40253 | PM: Comer, 12:00 ~|z:00 <|12:00 s
@ Dialysis SHC - Nephrology on-call [40045] | [Garet AM-8:00 AM: | _|AM-6:00 AM: | |AM-8:00 AM:
EEG - go to Neurodiagnostic Labs member 40027 (40247 ||| o2 5 i os P E— R
@
# endocrinology Consulton-call (40028] *1| [12:00 12:00 @200 @) 12:00 m 12:00 0 12:00 m 12:00
@ @Endnscupy Nurse on-call [40527) AM-11:59 PM: AM-6:00 AM: IAM-6:00 AM: AM-6:00 PM: IAM-6:00 PM: AM-6:00 AM: |IAM-8:00 AM:
Fleager, Fleager, Leucht, Fleager, Pouliot, Leucht, lPouliot,
@ s
. @ ENT Ear, Nose, Throat, Otolaryngology Head & Neck Surgery [40033] Kristen Kristen Philipp Kristen Michael Philipp Michael
+
tﬂ‘Ep'lepsv - Neurology 24 hour service [40080] 12:00 L [[t2:00 L 12:00 L |[r2:00 4 [[r2:00 e 12:00 4 [12:00 S
@ & Ethics Committee & Legal Issues SHC/LPCH Biomedical Ethics [40021) M-8:00 AM: | Z|AM-6:00 AM: | _|AM-6:00 AM: ' 7AM-6:00 AM: |7 {|AM-6:00 AM: | | AM-6:00 AM: || 7 /AM-11:59 PM:| /0
Imithane Vi Comith Mirah Warifnan arann Y |lEinann
%F;E‘:\al Trauma ENT Res & Plastic -aka face -Instruction [40050] B o = 0 = % =
+
Facilties Operations A -  (50000] 12:00 12:00 @200 Q200 @ 1200 oz Q00
& Faciities Operations D - G [60008] 1 || AM-11:59 Pm:|{[}AM-6:00 PM: AM-6:00 AM: IAM-6:00 AM: AM-6:00 PM: [AM-6:00 PM: |AM-8:00 AM:
@Famm.es Operations H - P [60009] $ Fleager, Fleager, Abrams, (Gajendran, Pouliot, Fleager, Kaufman,
-~ [Kristen Kristen Geoffrey arun Michael Kristen David
) X 12:00 L |12:00 L |[r2:00 L [[12:00 L |12:00 4 [12:00 | 12:00 "
Displaying 31 - 60 of 226 ) |AM-8:00 AM: | | AM-6:00 AM: M-6:00 PM: | [lAM-6:00 AM: | | AM-6:00 AM: |~ [AM-6:00 AM: | ©|AM-11:59 PM:
W aufoan. 4/ Y lcamar_carat 1Y licmith_mican |7 lcindharca 4| 2N Lle oo I
16 17 18 19 20 21 22
12:00 12:00 m 12:00 m 12:00 m 12:00 m 12:00 m 12:00
AM-11:59 PM: AM-6:00 AM: IAM-6:00 AM: AM-6:00 PM: |AM-6:00 AM: |AM-6:00 AM: AM-8:00 AM:
Briseno, Briseno, Kaufman, Fleager, IComer, Garet lLeucht, Pouliot,
Michael Michael David Kristen 12:00 Philipp Michael
12:00 5 [[12:00 L |[t2:00 L |12:00 L ||AM-6:00 AM: || 12:00 : S
AM-8:00 AM: M-6:00 PM: |AM-6:00 AM: | _|AM-6:00 AM: Sundberg, AM-6:00 AM: M-11:59 PM:
Loucht. Y lloautint Y labrame. Y | cainndran Y lleric Yloricona Y leindhara M
23 24 25 26 27 28 29
12:00 12:00 m 12:00 m 12:00 m 12:00 m 12:00 m 12:00
M-11:59 PM: |AM-6:00 AM: AM-6:00 AM: (AM-6:00 PM: AM-6:00 AM: |AM-6:00 AM: |AM-8:00 AM:
ISundberg, [Sundberg, Leucht, Fleager, Comer, Garet Kaufman, Githens,
[Eric [Eric Philipp Kristen 12:00 David Michael
12:00 L [[12:00 +|12:00 L [[r2:00 L ||AM-6:00 AM: || 12:00 L |[12:00 S
M-8:00 AM: M-6:00 AM: | _|AM-6:00 AM: IAM-6:00 AM: Briseno, AM-6:00 AM: | _ |AM-11:59 PM:
Cith, X el el Y cmivn aicon 7 T lnichoo M ) MY M
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Create a New Calendar Assignment

The Calendar Assignment screen displays a calendar for the current month,
which is the default. The current day is outlined in green. The calendar is blank
until an on-call group displayed in blue is selected from the Search Results
screen.

- o
STANFORD On-Call Smart Web PULIDO, ARACELI | Quick

UNIVERSITY |

:

|

Today Search  Block Assignment  Scheduler Assignment  Person Assignment LG Lol History  Quick View )

|

|

Group Name: oto Group ID: October $) 2011 [3) Search | Reset )

|

|

& Quick List|[f] Hide Tree §® Block View & Scheduler [ New W Edit > Delete|sy Print G Shifts @ Previous Month @ Next Month l

- Group >> ENT Ear, Nose, Throat, Otolaryngology Head & Neck Surgery >> 2 Day Intem-If no Intern give to Resident M-F !

October 2011 \

[ Sunday I Monday I Tuesday [ Wednesday Thursday. I Friday I Saturday | |

25 26 27 s bs ho bt |

f

|

|

e '

#peds Otolaryngology See Peds ENT (50319 |

@ o o o o o bs |

7:00 AM-6:00 P11 7:00 AM-6:00 PH: 7:00 AM-6:00 PM |

Rameau, Anais Rameau, Anals Rameau, Anals l

|

-

) 0 u 1z 14 15

7:00 AM-6:00 PM: 7:00 AM-6:00 PM: 7:00 AM-6:00 PM: M- M: 7:00 AM-6:00 PM:
wil o o Williams, Ryan williams, Ryan Williams, Ryan

illiams, Ryan

10-0ct-2011 07:00 AM - 10-Oct-2011 06:00 PM|

Displaying 1 -3 of 3 “»

16 17 18 19 20 21 22

7:00 AM-6:00 PM: 7:00 AM-6:00 PM: 7:00 AM-6:00 PM: 7:00 AM-6:00 PM: 7:00 AM-6:00 PM:
Williams, Ryan Willams, Ryan Viilliams, Ryan willams, Ryan Williams, Ryan

1. Click on the gray bar at the top of the date box on the day for which an
on-call assignment should be added. The selected day turns green.
More than one day can be selected by simultaneously pressing
<CTRL> and clicking on the desired days.

2. Click the New button to add a new on-call assignment to the selected
day (or days). The Create New Assignment screen displays. The
day(s) selected in the calendar display in the Selected Days section.

3. Specify the individual to which the shift should be assigned. You can
manually enter the messaging ID and name for the individual in the
Msg ID and Name fields in the Assignment Details section, or you can
use the options in the Person Search section. You can select a member
of the on-call group or you can search for a person who is not a
member of the group.
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Create New Assignment x

Selected Days Assignment Details
14-0ct-2011 Group Members ‘ Non-Member Search
Msg 1D
o Double click on the name to select it
Name (ast. Fist) [hsga | Name |
Shift: Y 23295 MONFARED, ASHKAN
Start [
End.
Spans .
Priority:
Remark
Save @ Close
.
Selecting an On-Call Group Member

Click on the Group Members tab to display a list of the on-call group members.
Double-click on a name in the list. The Msg ID and Name fields in the Assignment
Details section are populated with the messaging ID and name for the selected
individual.

Searching for a Non-Member

1.

Click on the Non-Member Search tab to display a list of the on-call
group members.

You can search for an individual by entering a complete or partial
search string in the Msg ID or Name fields. The Name field format is
<last name, first name>. Entering search strings in more than one field
limits the search results.

Click the Search button. The search results display in the results
section.

Double-click on a name in the list. The Msg ID and Name fields in the
Assignment Details section are populated with the messaging ID and
name for the selected individual.

Choose a shift from the Shift drop-down list box, or enter a start and
end time for the shift in the Start and End fields. Shifts are available in
the list box if shifts have been created for the on-call group in Smart
Center.

When you select a shift from the list box, the Start and End fields are
updated with the start and end times of the selected shift. The times
can be updated manually if needed. The Remark field is populated
with any remarks associated with the shift from the list box.

If the shift spans more than one day, enter the appropriate number of
days in the Spans field. One day is each time the shift covers midnight.

October 2011
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8. Enter the priority for the shift in the Priority field. The priority is used
when more than one individual is on-call for the same time. The
person or function with the highest priority is paged. The highest
priority is “1”. If more than one individual is assigned to the same time
but priorities are not assigned, the first person or function in the list is
paged.

9. Enter any remarks or notes in the Remark field. You can type over any
default remarks.

Create New Assignment >

Selected Days Assignment Details
14-0ct-2011 CGroup Members I Non-Member Search I

Msg ID: 15597
*9 Double click on the name to select it.

Name (Last, First): | PULIOO, ARACELS gl | Name |

Shift: 07:00 AM - 06:00 PM & 15597 PULIDO, ARACELI

Start: | 07:00 AM

End:  06:00 PM

Spans: 0

Priority: | 2

Non-Member Search

Remark: | Jo-Ann is Priority 1
Msgld: | 46597

Name:
Save | Close T

10. When the changes are complete, click the Save button. A confirmation
dialog displays.

Windows Internet Explorer @

! 5 Assignments saved successfully.

11. Click the OK button. The calendar is updated with the new shift(s).
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Update Existing Calendar Assignment

1. Display a calendar for the on-call group to which an assignment
should be updated.

Click on the on-call assignment that should be updated. The selected
assignment turns yellow. If a shift spans more than one day, all of the
shift days are selected.

& Quick List|[f] Hide Tree § Block View B Scheduler B Ney

Group >> Peds ENT Otolaryngology Head & Neck Surgery >> 2 D

elete |~y Print g Shifts @ Previous Month @ Next Month
InptOutpVED/Consults M-F

October 2011
[Sunday I Monday 1 Tuesday [ Wednesday || Thursday I Friday I Sawrday |
s 25 27 » 2 5 o1
02 03 04 05 06 07 08
7:00 AM-6:00 PM: Ginn, 7:00 AM-6:00 PM: Ginn, 7:00 AM-6:00 PM: Ginn,
Stuart Stuart Stuart
5 o m

7:00 AM-6:00 PM: Ginn,
Stuart

17

7:00 AM-6:00 PM: Ginn,
Stuart

24

7:00 AM-6:00 PM: Ginn,
Stuart

Stuart

15

Stuart

25

Stuart

7:00 AM-6:00 PM: Ginn,

12 13 14
7:00 AM-6:00 PM: Ginn, | 7:00 AM-6:00 PM: Ginn,
Stuart

Stuart Stuart

7:00 AM-6:00 PM: Gini

7:00 AM-6:00 PM: Ginn,

19 21
7:00 AM-6:00 PM: Ginn, | 7:0 AM-6:00 PM: Ginn,

Stuart fart Stuart

2 27 28
7:00 AM-6:00 PM: Ginn,  |7:00 AM-6:00 PM: Ginn, | 7:00 AM-6:00 PM: Ginn,
Stuart Stuart

7:00 AM-6:00 PM: Ginn,

7:00 AM-6:00 PM: Ginn,

22

29

3. Click the Edit button to update the selected assignment. The Edit

Assignment screen displays.

Edit Assignment >

Msg 1D:
Name (Last, First):

Shift:

Start:

End:

Time Zone:
Spans:
Priority:

Remark:

12409

Ginn, Stuart

07:00 AM - 06:00 PM

i+

07:00 AM

06:00 PM

("PACIFIC e

(4]

Save | Close

Group Members |

Double click on the name to select it.

23295 MONFARED, ASHKAN

Assignment Deta

Non-Member Search |

4. The shift can be assigned to another individual using the Person
Search section.
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Selecting an On-Call Group Member
1. Click on the Group Members tab to display a list of the on-call group
members.

2. Double-click on a name in the list. The Msg ID and Name fields in the
Assignment Details section are populated with the messaging ID and
name for the selected individual.

Searching for a Non-Member
1. Click on the Non-Member Search tab to display a list of the on-call
group members.

2. Anindividual can be searched for by entering a complete or partial
search string in the Msg ID or Name fields. The Name field format is
<last name, first name>. Entering search strings in more than one field
limits the search results.

3. Click the Search button. The search results display in the results
section.

4. Double-click on a name in the list. The Msg ID and Name fields in the
Assignment Details section are populated with the messaging ID and
name for the selected individual.

5. Choose a shift from the Shift drop-down list box, or enter a start and
end time for the shift in the Start and End fields. Shifts are available in
the list box if shifts have been created for the on-call group in Smart
Center.

6. When you select a shift from the list box, the Start and End fields are
updated with the start and end times of the selected shift. The times
can be updated manually if needed. The Remark field is populated
with any remarks associated with the shift from the list box.

7. If the shift spans more than one day, enter the appropriate number of
days. One day is each time the shift covers midnight.

8. Enter the priority for the shift in the Priority field. The priority is used
when more than one individual is on-call for the same time. The
person or function with the highest priority is paged. The highest
priority is “1”. If more than one individual is assigned to the same time
but priorities are not assigned, the first person or function in the list is
paged.

9. Enter any remarks or notes in the Remark field.

10. When the changes are complete, click the Save button. A confirmation
dialog displays.

11. Click the OK button. The calendar is updated with the changes.
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Deleting Assignments
1. Choose the Calendar Assignment tab.

2. Display a calendar for the on-call group to which an assignment
should be updated.

3. Click on the on-call assignment that should be deleted.
Selection will highlight in yellow.

5. Click the Delete button to delete the selected assignment(s). A
verification message displays.

Microsoft Internet Explorer

\?/ Do you wish to delete the salacted assignments?

Lo J[ concel |

6. Click the OK button to delete the selected assignment(s). A
confirmation dialog displays.

7. Click the OK button. The Calendar Assignments screen is
refreshed and the deleted assignments removed from the calendar.
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Resources:

Change your password

1.

2
3
4.
5

Click the Change Password button. The Personal Profile screen
displays.

Re-enter the new password in the Verify Password field.

. Enter your current password in the Old Password field.

. Enter the new password in the New Password field.

. Click the Submit button to change the password.

For Stanford University, Stanford School of Medicine (and VA), &

LPCH:

Use HelpSU
Go to: helpsu.stanford.edu

1.
2.
3.
4.

Log in with your SUNet ID and password.

Category: Administrative Applications

Request Type: Amcom
Call 5-HELP (650-725-4357)

For Stanford Hospital and Clinics
Use HelpSHC request

S

6.

http:/ /helpshc.stanford.edu

Login using SUNet ID and password.

Don’t have a SUNet ID. Create request from scratch.
Select the following:

Request Category: Administrative Applications
Request Type: AMCOM

Call 4-Help (4-4357)

Use Online Help - Amcom has online help. Click the link in the top right-hand
corner of the screen.

Web Services Page: paging.stanford.edu
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