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IOT On-Call Calendar 
 

Create Team 

 
All persons must first be associated with a team as a member. 

Steps Guidelines/Tips 

1. From the Teams screen, 
click Create a Team 
(plus sign). 

 
 
 
 
 
 

 

 

2. Enter the Team Name. 
3. Select the Agency. 
4. Enter a Team Email. 
5. Enter a VSM Group. 
6. Enter a Website address. 
7. Enter Team 

Information/Description. 

8. Click Continue. 
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9. The Team has been 
saved and displays on the 
grid. 

 

NOTES:          Name and Agency are required fields. 
 
All teams will be displayed in the  grid.   
 
Only the creator of the team has editing/deleting rights. 

The OnCall button navigates to the OnCall screen.   

The Contacts List button navigates to the Contacts List screen.   
 
The application name in the upper, left is a hot spot to the Teams page throughout the application.   
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Add a Contact List Member 

Steps Guidelines/Tips 

1. Navigate to the Teams 
screen. 

2. Click Team Members. 
 

 

 
3. Click Add a Team 

Member. 

 
 

 

4. Enter the members 
Name. 

5. Enter the members Email 
address. 

6. Click the Show on 
Contacts List box. 
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7. The fields change from a 
shift entry to a contact 
entry. 

8. Enter the members Title. 
9. Enter the members 

Address. 
10. Select the Order. 

11. Comments are optional. 
12. Enter a Primary Phone 

number. 
13. Click Save. 

 
14. The member now 

displays in the Members 
grid. 

 



 

Creation Date: 8/11/2016                                                                       IOT On-Call Scheduling                Page 5  
 

NOTES:          All fields are required with the exception of Comments. 
 
If the address entered is not valid, the system will display “be more specific” with a thumbs down.  Once a valid 
address is entered, a thumbs up will display. 
 

 
 
To navigate back to the Teams screen, click on the team name. 
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Add a Team Member 

Steps Guidelines/Tips 

1. Click Team Members. 
 

 

 
2. Click Add a Team 

Member. 

 
 

 

3. Enter the members 
Name. 

4. Enter the members Email 
address. 

5. Leave the Show on 
Contacts List box 
unchecked. 

6. Enter a Primary Phone. 
7. Enter a Secondary 

Phone. 
8. Select the Applicable 

Days. 
9. Click Save. 
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10. The member now 
displays in the Members 
grid. 

 

 

NOTES:          Name, Email Primary Phone and Secondary Phone are all required fields. 
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Edit Team Members 

Steps Guidelines/Tips 

1. Click Edit Member. 
 

 

2. All entry fields are open 
for editing. 

3. Mark the Permissions for 
the member. 

4. Click Update. 

 

 
NOTES:          Team owners have all permissions and cannot have any revoked. As a team owner you may give the ability to 

manage member's permissions to someone on your team by editing that user. 
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Contacts List 

Steps Guidelines/Tips 

1. Click View Contacts 
List. 

 

 
 
 

2. All agencies and all 
contacts will display in the 
grid. 
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3. To narrow the list, select 
an Agency and/or Team 

OR 
complete a Search. 

 
 

NOTES:           
To search for an individual, enter a name, phone number or email address in the Search box. 
 

To clear the Agency or Team selection or to clear a Search entry, click the reset icon.  
 
The grid is sortable by column titles.  Click on any title.  The sort toggles between ascending and descending. 
 

Above the Search field is a quick link to the OnCall list.    
 

The   button in the upper, right corner navigates to the Teams screen. 
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Contact Information Card 

Steps Guidelines/Tips 

1. To view the contact’s 
information, click on the 
Name in the grid.  

 

 
 



 

Creation Date: 8/11/2016                                                                       IOT On-Call Scheduling                Page 12  
 

2. An information card 
displays. 
- The address is a link 

to Google Maps 
- The email address is 

a link to open an 
Outlook email 
addressed to this 
contact 

 
3. Click Get a Link to copy 

and paste the URL. 
 

 
 

4. Click Ok to close the 
message. 
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5. Click Add to Phone 
Contacts. 

 

 
 

6. Click the VCF download 
file. 

 

 
 

7. The contact is 
automatically loaded to 
Outlook Contacts. 

8. Click Save & Close. 
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Deleting a Member 

Steps Guidelines/Tips 
1. From the Team Members 

screen, click Delete. 
 

 
 
 
 

2. Click Yes on the 
confirmation. 
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OnCall List 
 

View On-Call, Right Now 

Steps Guidelines/Tips 

1. From the Contacts 
screen, click Looking for 
Who’s On-Call? 

 
 
 
 
 
 

 

 
2. Click on the arrow for the 

Team to view the On-Call 
information. 
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3. Clicking: 
- Team Email opens an 

Outlook email already 
addressed to this 
team. 

- Website will open the 
team website. 

- Member email 
address opens an 
Outlook email already 
addressed to this 
member. 

4. Each card displays the 
members: 
- Level of contact 
- Shift 
- Time 
- Email address 
- Primary Phone 
- Secondary Phone is 

listed only for non- 
Contact List members 

 

 

NOTES:          

Above the Search field is a quick link to the Contacts List.   
 
To search for an individual, enter a name, phone number or email address in the Search box. 

 

The system reloads every 5 minutes to display the most up to date information.  

Collapse All/Expand All will hide/display the OnCall cards.    

Refresh button will reload the page.   

Pencil icon navigates to the Team screen.   
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Add Shifts 

Steps Guidelines/Tips 

1. From the Teams screen, 
click Shift. 

 
 
 
 
 
 

 

 

2. Click Add.  

 

3. Enter the Identifier (this is 
what will display in the 
calendar). 

4. Enter a Description. 
5. Select the Length. 
6. Select a Start Time. 
7. Select the Type. 
8. Select the Color. 
9. Select the Applicable 

Days. 

10.  Click Update. 
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11.  The shift displays in the 
grid. 

 
NOTES:           

All fields are required. 
 
The shifts can be edited/deleted from the grid. 
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Add Shifts to Schedule 

Steps Guidelines/Tips 

1. From the Teams screen, 
click Shift. 

 
 
 
 
 
 

 

 

2. The Calendar displays. 
3. Select a shift from the list 

on the right. 

4. Drag and drop the shift to 
the Person and Day. 

5. Repeat as necessary. 
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NOTES:           
To move a shift, simply click and drag to the new person/date. 
 
To delete a shift from the schedule, click and drag the shift to the Drop to Delete at the bottom, right.  Or, right click 
on the shift and select Delete. 
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Add Repeating Shift 

Steps Guidelines/Tips 

1. From the Schedule 
screen, right click on the 
shift you want to repeat. 

2. Select Repeat Rules. 
 

 
 
 
 
 

 

 
 

3. Select or enter how often 
to repeat the shift. 

4. Select the frequency. 
5. Select Forever, X Times, 

or Until Date. 
6. X Times will require an 

Ends after ___ times 
entry. 

 

                
7. Until Date will require a 

date selection. 
8. Select a time. 
9. Click Update. 
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10. Right click the shift and 
select Do Not Repeat to 
remove all future 
repeating dates for this 
shift.  

 

 
 

11. To repeat an entire week, 
click Repeat Settings. 

 

 
 

12. Complete the times and 
frequency to be repeated. 

13. Click Update. 

 

 
NOTES:          

To clear all shifts from the schedule for the week, click the Clear button for that week.   
- Click Yes on the confirmation.    

 

                  
 
 

The schedule default display is Month.  Day and Week are available from the menu.    
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Previous and Advance buttons are available for past and future dates.  
 

Print is available from the menu.    

The “P” or “S” in the right corner of the shift indicates whether it is Primary or Secondary.    
 
To delete a shift from the schedule, click and drag the shift to the Drop to Delete at the bottom, right. Or, right click  
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Share Schedule 

Steps Guidelines/Tips 

1. From the Schedule 
screen, click Share 
Schedule. 

 

 

 
 

2. Click Yes.   

 
NOTES:           

After clicking Yes, an email notification is sent to the Team Members and subscribers. 
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Subscribe to Notifications 

Steps Guidelines/Tips 

 
By default, users are subscribed to all Teams. 

3. To unsubscribe to a 
teams schedule, navigate 
to the Teams screen. 

4. Click Subscribe to 
calendar updates. 

 

 
5. The button is a toggle and 

now displays as an 
eyeball with a line through 
it.   
To subscribe to the 
schedule, simply click the 
button again. 
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Add Notification 

Steps Guidelines/Tips 

6. From the Teams screen, 
click Edit Team. 

 
 
 
 
 
 

 

 
7. Click Add in the Status 

Updates section. 

 
8. Enter the verbiage for the 

notification. 
9. Select Warning or 

Informational 
(Informational is default). 

10. Click Save. 
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11. The notifications are 
available on the OnCall 
screen.   

 

 
 

12. Click on the notification to 
view it. 

13. Use the X in the upper, 
right corner to close 
notification. 
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NOTES:           

The number on the notification represents the number of notifications currently active. 

    
 

       
 
To remove a notification, click Delete notification on the Edit Team screen.  Click Save. 

 
 


