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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: 
• Real-time updates: Approved changes to on-call schedules are reflected immediately in 

QGenda. 
• Seamless integration: If QGenda is integrated with Vocera, updates sync automatically 

between the two systems. 

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

You access the QGenda landing page using the following methods. 

From NM Interactive 

 
NMI > Resources > Clinical > QGenda Call Schedules 

 From a web browser 

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

Locate Your Site 

 
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. Select the desired location link to reveal the specific on-call page. 

• 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. 

• 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. 

https://app.qgenda.com/landingpage/nmoncall
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On-Call Workspace Overview 

 
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. 

E. Start/End – Displays the coverage time for each on-call provider. 
F. Phone Numbers – Indicates the appropriate contact method: 

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

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

• Phone: A direct dial number will be displayed. 

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 

• Provider Contact Instruction – Displays provider-specific instructions (for example: Use 
Spok page first; if no reply, contact office xxx-xxx-xxxx to call cell). 

• 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 
will have a dynamic link called 
PAGER or MAIN 

Select the link. 

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

Page that number. 

Office or other static # A provider or task has a 
standing number to be called. 

Use a phone to call. 

Vocera 

Providers with the QGenda 
Mobile App can connect to 
Vocera directly from QGenda. 

Providers will log onto Vocera 
when On Call 

Use Vocera to contact the 
provider by the Vocera 
Contact group or by name in 
Vocera. 

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

Use a phone to call. 

Adjust the On-Call Schedule View   

 
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 

You can use the calendar to view both past and future assignments. 
1. Place your cursor in the date field to reveal a calendar.  
2. Select a specific date. The on-call schedule appears. 
3. Select the Return to Now button to quickly navigate to the current shift. 

 As an alternative method, you can select the arrows beside the date field 
to adjust the view.  
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Adjust the Time 

You can adjust the time to view both past and future assignments. 
1. Place your cursor in the time field to reveal a time scale.  
2. Select a specific time.  
3. Select the Set button. The on-call schedule appears. 
4. Select the Return to Now button to quickly navigate to the current shift. 

 As an alternative method, you can select the arrows beside the time field 
to adjust the view.  

 

 

View the Next Shift Information 

 
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 toggle 
turned off.  

Show Upcoming toggle 
turned on. 

Switch to Another Department 

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

• In the upper left corner, select the back arrow on your browser. 
• Select the Back to On-Call Directory button located above the shift schedule. 
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Search the Schedule - Options 

QGenda provides multiple methods for locating on-call information.  

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

Search by a Provider 

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

1. Go to 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. Press the 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. Click the task link to open the Landing page to see the On Call details for that shift. 

Review the Search Results in the Assigned 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: 
• It may indicate a provider is covering for a colleague. 
• It also opens a notes field used by the NM Call Center team. 

 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 

 
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. 

• Select the link in the Schedules column to view task details and contact instructions for 
the assigned provider. 

 

Scenario 2: A Providers Take Own Call message appears 

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

• A provider name does not appear in the Assigned Now column. 
• Refer to the Schedule Contact Instructions or Assigned Now columns for details. 
• If 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 Special instructions for the NM Call Center team. 
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Scenario 3: A covering provider is assigned 

 
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 

 
QGenda uses tags to identify specialty areas. You can quickly access a specialty area from the 
landing page. 

1. Go to the QGenda landing page.  
2. Scroll down 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 

CRITICAL 
PROCESS 

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

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

• The assigned Attending may vary depending on the day. 
• 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. 

1. Verify the resident’s name before you begin your search. 
2. Go to the QGenda landing page and navigate to the Ambulatory Clinics – Region list. 
3. Select Central to reveal the list of central facilities. 
4. Select Galter 18 to reveal the on-call information. 
5. Press the Ctrl and F keys to activate the search window. 

 
6. Type the resident name.  If the name appears 

• The name is highlighted within the schedule. 
• Numbers in the search window identify how many times they are on the schedule.  
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Manage On-Call Notes 

 
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: 

• A provider reports an error in the schedule and requests that another number be used. 
• 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. Select the + icon located in the On-Call Notes column. The Add On-Call Note window 

appears. 

 
3. Type the note for the current shift. 
4. Select the 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. Select the 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. 

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

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

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

Provider Name Appears Incomplete 
• The provider’s full name should display. 
• If 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. 

• If providers take their own call during certain days or hours, they will not be scheduled 
individually. 

• Use Web Paging system to contact the provider directly. 

Task Display Order 

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

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

 

 
 


