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This document outlines how to use QGenda’s search features to identify the current on-call
provider and provides guidance on available contact methods.

The updated workflow offers several key advantages:
o Real-time updates: Approved changes to on-call schedules are reflected immediately in
QGenda.
e Seamless integration: If QGenda is integrated with Vocera, updates sync automatically
between the two systems.

CRITICAL STEP: Printed schedules are no longer necessary, as they do not reflect real-
time changes and should be considered obsolete.



Access QGenda

You access the QGenda landing page using the following methods.

From NM Interactive

M e

Departments Policies and Procedures System Links Team Sites

— =]
Call Schedules (NMH, LFH, Palos) Call Schedules (West, NWR)

Administrative & Finance . ED Contacts (West) ED Resources (NMH)

Education & References g 2 HealthLab HPC-Apheresis Donor Form

Nursing & Magnet Lurie Childrens Portal ‘%Dj NETS Patient/Visitor Report

Clinical

—
Physicians OC Web (NWR, CDH, DEL, MRH) :"j On-Call List (KH, VWH)

@ B o @ & 2

-
Safety & Risk (-:m Pulse Oximetry Report Links Qgenda Call Schedules

Visage PACS

NMI > Resources > Clinical > QGenda Call Schedules
From a web browser

https://app.qgenda.com/landingpage/nmoncall

Locate Your Site

(@ QGenda

Northwestern Medicine On-Call Schedules

Search (staff v~ | [QSearching Staff for... @
Home Hospital Ambulatory Clinics - Region Immediate Care Centers
Full Shift Schedule Delnor Central Full Schedule ICC
ED Assigned Call Huntley Far West Central
QGenda Support Form (ServiceNow) Kishwaukee North North
QGenda Resources (NMI) McHenry Northwest Northwest
Palos South South
Valley West West

Use the QGenda landing page to quickly locate providers by a specific location:
1. Navigate to the QGenda landing page. A list of locations appears.
2. Selectthe desired location link to reveal the specific on-call page.
o Hospital - opens a dedicated landing page with a list of specialties. Select the specialty
link to view the On Call tasks with the current assigned provider.
o Ambulatory Clinics Region — opens a dedicated lading page with a list of practices.
Select the location link to view the On Call tasks with the current assigned provider.
¢ Immediate Care Centers — Select a location link to view the tasks. See tip sheet: ‘Find
Provider from Full Schedule in QGenda’ for details for using this view.
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On-Call Workspace Overview

HH @QGenda Northwestern Medicine - System Wide - McHenry - Cardiology - On-Call ® Messages Fe
Home Help Center of
. < 4 O 72872025 P @127pm & | Refresh | ShowUpcoming ()

Real Time by Task

FILTERS = 0 @ 0 m 2@7_-2?p e e @
Praviders (@ |Scmnules Specialy | Facility Providers | Start | End F'I:out'ﬂu'nhcrs|5€hmlulc Contact Instructions
Adtawata, Sahll 8004 500p
0 MCH Cardiology EP Call Day Ba-Sp @ G e Fossiar) | 1o Torye 8002 5:00p
2 iology nry Hospita
=0 DEE ard riotenry Haspl Willgehs, Lindsay 8002 500p

Purez Martinez, Mayra 8002 500p

MCH Cardiology EP Cali Night 5p-8a Cardiclogy McHenry Hospital
MCH Cardiology Gen Call Night Sp-8a Cardictogy McHenry Hospital
Kizilbash, Mohammead 800a 500p
MCH Cardiology General Call Day 8a-5p Cardislogy McHenry Haspital Retzer, Ekzabeth 8002 5:00p
Shedich, Asad 800a  5:00p
MCH Call 7a-7a lr;llervenunnarrSTE Wil McHenry Hospital Syed, Mukaramullah T00a T00a

Sandhu, Ageel 7002 7002

MCH Cardiovascular Surgery 7a-7a @ Cardilogy McHenry Hospita £
MCH PERT Alert 7a-Ta Cardictogy McHenry Hospital Woo, Vincent T00a T00a

After locating the on-call schedules, use the labeled graphic and the descriptions below to
familiarize yourself with each component of the QGenda workspace:

A. Schedules - Displays the specific schedule name.

B. Specialty - Indicates the service type or medical specialty.

C. Facility - Shows the location(s) where the provider is on call.

D. Providers - Lists the real-time on-call provider (who is currently on call).

NOTE: If the Providers slot is blank for a task, confirm the start time of the task, it may be

for a later shift.

Start/End - Displays the coverage time for each on-call provider.

Phone Numbers - Indicates the appropriate contact method:

e Main: Displays the SPOK number. Select the dynamic link to open the NM Webpage
message template.

e Vocera: This field will be blank. Refer to the Schedule Contact Instructions which will
indicate to Use Vocera.

e Phone: Adirect dial number will be displayed.

nm

G. Schedule Contact Instructions - Lists special instructions for contacting the provider
(such as Providers take own call Mon 8a-Fri 5p).

Other Columns Not Shown

e Provider Contact Instruction — Displays provider-specific instructions (for example: Use
Spok page first; if no reply, contact office xxx-xxx-xxxx to call cell).
o Schedule Notes - Includes notes for the current shift (such as Dr. Xx covering for Dr. Yy).
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Contact the On-Call Provider

QGenda identifies many methods for contacting the on-call provider.

Method Description Action

SPOK Mobile Paging A provider with SPOK mobile Select the link.
will have a dynamic link called
PAGER or MAIN

Shared Pager A group of providers may Page that number.
share an onsite physical
pager.

Office or other static # A provider or task has a Use a phone to call.

standing number to be called.

Providers with the QGenda Use Vocera to contact the
Mobile App can connect to provider by the Vocera
Vocera Vocera directly from QGenda.  Contact group or by name in
Providers will log onto Vocera Vocera.
when On Call
Cell Some specialties have Use a phone to call.

approval to display the cell
number in QGenda due to the
critical nature of the On Call.
The number will display as
MOBILE.

Adjust the On-Call Schedule View

| 4 [ 7/28/2025 » @ 322pm % | Refresh | Show Upcoming |

By default, QGenda displays the on-call providers within current time. You can use the features
located above the on-call schedule to adjust the view.

Adjust the Date

« =msps | You can use the calendar to view both past and future assignments.

m 1. Place your cursor in the date field to reveal a calendar.
o1 12 3 4 s 2. Select a specific date. The on-call schedule appears.

e 78 awnizl 3, Selectthe Returnto Now button to quickly navigate to the current shift.
13 14 15 16 17 18 19

w2 22242528 NOTE: As an alternative method, you can select the arrows beside the date field

27 29 30 31 1 2 § . .
® 1 to adjust the view.
TODAY
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Adjust the Time

©3230m ¢ [ Ret You can adjust the time to view both past and future assignments.
01 & 00 & am 1. Place your cursor in the time field to reveal a time scale.

olla® | 2. Selecta specific time.

- | 3. Selectthe Set button. The on-call schedule appears.
s o3 4. Selectthe Return to Now button to quickly navigate to the current shift.
05 04 NOTE: As an alternative method, you can select the arrows beside the time field
06 w 05 w to adjust the view.

View the Next Shift Information

| 4 [ 7/28/2025 » @ 322pm % | Refresh I Show Upcoming ’_“)_';.I |

You can select the Show Upcoming toggle button to show the upcoming shift on-call providers.

As a reminder, the current time providers will display an ON icon.

Show Upcoming () Show Upcoming @)
28 asof 3:23p 28 asof 3:23p
Facility Providers Facility Providers
Attawala, Sahil (D) Artawala, Sahil
Teme, Tonye (@) Teme, Tonye
y Hospital | = y Hospital | c
PSSR Wilgohs, Lindsay [PROSPIE) @ willgohs, Lindsay
Perez Martinez, Mayra (G Perez Martinez, Mayra
y Hospital | y Hospital | | Teme, Tonye
vy Hospial | y Hospital| | Ahmed, Mubashir
Kizilbash, Mohammad (G Kizilbash, Mohammad
y Hospital| | Retzer, Elizabeth vy Hospital| | (@) Retzer, Elizabeth

Show Upcoming toggle
turned on.

Show Upcoming toggle
turned off.

Switch to Another Department

< 4 7282025 »

Back to On-Call Directory

To switch to another department, you need to return to the QGenda landing page. This can be done
by either method:

e In the upper left corner, select the back arrow on your browser.

e Select the Back to On-Call Directory button located above the shift schedule.

@ 437pm * | Refresh | Show Upcoming ()
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Search the Schedule - Options

QGenda provides multiple methods for locating on-call information.

e You can search by site then specialty or clinic (instructions above)
e You can search by provider name or by a specialty for all locations. (instructions below)

Search by a Provider

(@ QGenda

Northwestern Medicine On-Call Schedules

swff v/ | Q Searching 5taff for... @

You can use the search criteria to locate the Call tasks the provider is eligible to cover and find the
current scheduled provider.

1. Goto the QGenda landing page. The search fields are located below the title.

2. Ensure Staff is selected from the drop-down menu.

3. Type the name in the Searching Staff for... field.

4. Pressthe Enter key to launch your search. The provider’s schedule group will appear. Look
at the Assigned Now column to see who is currently on call for each task.

5. Clickthe task link to open the Landing page to see the On Call details for that shift.

Review the Search Results in the Assighed Now column
A provider’s name appears

This may be the provider you searched for, or another provider currently covering the shift for that
practice.

No name appears

Some practices allow providers to take their own call during specific days or hours. In these cases,
individual names may not be scheduled. Check the Schedule Contact Instructions column for
notes like: Providers take own call Mon 8a-Fri 5p.

The See On-Call Note message appears

This placeholder appears when additional context is needed:
e |t may indicate a provider is covering for a colleague.
e |t also opens a notes field used by the NM Call Center team.

NOTE: If a Note Bubble (a black bubble with three white dots) is displayed, hover over it to
read the note. Example: This state which provider is covering for a colleague.
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Example Search Results

Depending on the provider’s schedule and the time of day, your search results may vary. Below are
examples of what you might encounter.

Scenario 1: Another provider is assigned

< Back to Northwestern Medicine On-Call Schedules Staff Search Results for "hafiz"

'}235:%7"383

Assigned Now
(Hafizl) Hafiz, Irfan HH Infectious Disease Call Ahmed, Ihab
7008 7:00a

Provider Matches °7 Schedules 5 Schedule Cont...

MCH Infectious Disease Call Saleheen, Qamar

7:00a 7:00a

You searched for a specific provider, but a different name appears in the Assigned Now column.
This means another provider is currently covering the on-call shift for that task.
e Select the link in the Schedules column to view task details and contact instructions for
the assigned provider.

Schedules 77

HH Infectious Disease Call

Scenario 2: A Providers Take Own Call message appears

ST w| O Seigen x @

£ Back to Northwestern Medicing On-Call Schedules Stalf Seanch Resuls for “Seider’

Prowiger Matches 7 Schedles 7
[SEDEN) SEDEN, WILLMM B eorth Ireemal Meef Call

S ™ ]

You searched during a time when providers are responsible for their own call coverage (such as
weekdays 8a-5p).

e A provider name does not appear in the Assigned Now column.

o Refer to the Schedule Contact Instructions or Assigned Now columns for details.

o |[f See On-Call Note appears in the schedule, hover over the note bubble (black circle with
three white dots) to view additional details. These notes may indicate:
o A provider is covering for a colleague.
o Specialinstructions for the NM Call Center team.
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Scenario 3: A covering provider is assigned

sl v (Qseided x) ®
< Back to Northwestern Medicine On-Call Schedules Staff Search Results for "seiden”
s ' as of 9:50p
Provider Matches Schedules V' Schedule Contact Instructions Sign Specialty V' « Location 5/ «
(SEIDENW) SEIDEN, WILLIAMB. North Internal Med Call M 1ers 1 ¥I| ANEZ DE GOMEZ, CRISTINA | Ambulatory Primaey
500p 8:00a ® Care
Family Medicine

Internal Medicine

You searched during a time when providers are not taking their own call (such as evenings or
weekends). The schedule displays the provider currently covering for the practice group.

Search by Specialty

s @ QGenda  Northwestern Medicine - System Wide - *Cardiology

Home

Display < 4 = 7/29/2025 » ©12:58 pm & Show Upcoming ()

Real Time by Task

FILTERS o Back to On-Call Directory

Staff @

INSTRUCTIONS
Q show On Enter key terms under Schedules on left to filter schedules.
Click on (1) to see schedule Contact Instructions and staff Contact Instructions.
Tasks © The  icon indicates a Schedule Note .
Q. Show On To see multiple days of schedule change Display to Grid: Tasks.
Reports - Printing and Exporting 29 as of 12:58p
Specialty Facility Staff | Start ‘ End ‘ Phone Numbers | Task Contact Instructions
Antawala, Sahil 8:00a 5:00p
HH cardiology EP Call Day 8a-5p @ | Cardiology| (Huntley Hospital ) Willgohs, Lindsay 8:00a 5:00p Use Vocera
Perez Martinez, Mayra 8:00a 5:00p
HH Cardiology EP Call Night 5p-8a (i) | Cardiology | (Huntley Hospital) Use Vocera
HH Cardiology General Call Day 8a-5p | Cardioloay I — Ahmed, Mubashir 8:00a 5:00p
logy ay 8a-5p (| | Cardiology | (Huntley Hospital ] Burts, Carrissa 8008 500p Use Viocera
HH Cardiology General Call Night 5p-8a (1) | Cardiology | (Huntley Hospital ) Use Vocera
i -7a(T) | Cardiology) (Runtey Hospial) i 7-00a 7:00a
HH Cardiology STEMI Call 7a-7a (| | Interventional/STEMT) (Huntley Hospital ) Sheikh, Asad ~ E Use Vocera

ot cordovascuar srgery 7272 @ (G GV C 70027000 Use vocer
QGenda uses tags to identify specialty areas. You can quickly access a specialty area from the
landing page.

1. Goto the QGenda landing page.

2. Scrolldown to view the specialty areas.

3. Select the appropriate specialty to view all locations tagged with that specialty.
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Search for a Resident

This task applies only to Galter Resident North-Central Primary Care.

Galter residents have a unique schedule setup. While they see patients
CRlTl CAL during the day, they do not take on-call responsibilities after hours.
Instead, each resident is assigned to an attending provider who handles

P ROC ESS on-call tasks on their behalf.

e The assigned Attending may vary depending on the day.
e In some cases, different Attending providers cover the same
Resident on different days.

Use QGenda to identify the correct Attending provider assigned to cover on-call responsibilities for
a Resident.

Verify the resident’s name before you begin your search.

Go to the QGenda landing page and navigate to the Ambulatory Clinics — Region list.
Select Central to reveal the list of central facilities.

Select Galter 18 to reveal the on-call information.

Press the Ctrl and F keys to activate the search window.

ok owbd=

briker 1/2 ~ v YOX

6. Type the resident name. If the name appears

e The name is highlighted within the schedule.
o Numbers in the search window identify how many times they are on the schedule.

TUESDAY (B .
el 7 as of 12:55p
| Facility Providers Start ‘ End | Phone Numbers | Schedule Contact Instructions |Prowder(:omactImstru-:ti-ans
| Deerfield |
Providers take own call Mon-Fri hift 8a-5p.
Galter 18 Providers take owr don-Fri day shift 8a-5p
Ackermann, Ronald (1) 2:00a 8:00a Pager; 18678
Amgur, Rachel (T) 8.00a B:008  Pager 18204
Rosenbluth, Em
Briker 4nnz
Mallaro, Hannah
Zimo, Jessica
Au, Denise( 1) 800a 8:00a Pager. 51768 Click Pager on browser to be routed to SPOK message
Re.
Syed, Saad
Zhu Me, Mengou
Bierman, Jen(1) 800a 8:00a Pager: 51951

]
Orbuch, Rachel
Rajan, Anjana
Rosenb mma (Friday)
Briker, Anna (Friday)
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Manage On-Call Notes

Ambulatory Primary Care | | Glenview Pediatrics | Hwan, Peter 800a SO0p Pager. 26341 i X m +
Pediatries SoNo Pediatrics .

|$C'1i'fJ?S

Central/erth Peds Call Widay

The on-call notes feature is available for specific tasks and is indicated by a blue plus sign (+) in the
On-Call Notes column. Users must be permissioned in QGenda to add On Call notes.

Use this feature to share internal notes with other staff who may need to contact the same provider
during the shift. For example:

e A provider reports an error in the schedule and requests that another number be used.

e A provider prefers a different contact method for the current shift.

Notes are visible only during the assigned shift. Once the shift ends, the note is automatically
moved to the QGenda Notes Log, and the On Call Notes cell is cleared.

Notes cannot be added for providers who are not scheduled for the shift.

Add On-Call Note
1. Navigate to the appropriate schedule.
2. Selectthe +icon located in the On-Call Notes column. The Add On-Call Note window
appears.
| Add On-Call Note — X

Galter Internal Med Call Roemer (RoemerP) Ba-Ba

DO NOT ENTER ANY FORM OF PROTECTED HEALTH INFORMATION (PHI) IN THIS NOTES FIELD

Notes

Cancel Submit

3. Type the note for the current shift.
4. Selectthe Submit button. The note now appears in the column.

Update the Note During the Shift

If the situation changes during the shift, you can update the note.
1. Selectthe cell to open the note.
2. Make your edits as needed.
3. Select Submit to save your changes.

For tracking purposes, it’s recommended to strike through outdated information rather than
deleting it. Then, add the updated details below.

Request Permission to Add On-Call notes

Users with the appropriate permission can add on-call notes directly within QGenda.

e Torequestaccess - Select this link to open the QGenda permission request form.
e Provide the First name / Last name / NM email address for the person who needs access.

Page 10 of 11


https://nmhc.service-now.com/mynmi?id=sc_cat_item&table=sc_cat_item&sys_id=b50f3c0f1b15da10038855f5604bcb5f

Troubleshooting

Use this section to resolve common issues when locating the On Call provider in QGenda.

Provider Name Appears Incomplete

e The provider’s full name should display.
o |f only the last name and first initial appear, hover over the name to view the full first
name.

Icons Displayed in Shift Cells

If an icon appears in a shift cell, hover over it to read additional information.

No Provider Displayed

Check the Start/End time of the task.
The coverage may fall outside the current time (e.g., a future shift or weekend coverage).

Check the Contact Instructions column.
o |f providers take their own call during certain days or hours, they will not be scheduled
individually.
e Use Web Paging system to contact the provider directly.
Task Display Order

e Tasks are generally listed alphabetically on the QGenda landing page.
e For example, a back-up on-call task may appear before the primary on-call task.

NOTE: Do not assume the first provider listed is the correct contact. Always confirm the
task name and location before contacting a provider.
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