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An admin level user may have access to editing the on call schedule. Refer to your administration to verify
if this is within your expected workflow.

Editing the On Call Schedule

Navigate to the on call schedule by logging into portal.mdtech.com and then in the menu selecting
Messages > On Call Schedule > Edit Schedule. Be sure that you're viewing and editing the desired call
schedule with the "Editing Folder" drop down in the upper right corner. 

An assignment block can be created on the call schedule by selecting the "Add an Assignment"
button or by clicking and dragging on the schedule itself. You'll see once it's created, it populates red
as it does not yet have a user assigned to it. 
To assign, edit or delete the block, double click on it. You may shorten or extend the block by clicking
and dragging the end of it. 

Once you double click the block. you'll be able to assign a user or another folder as primary,
secondary and tertiary coverage. You can also choose to repeat the block on a schedule (daily,
weekly, monthly, etc). After assigning the appropriate coverage, click "Save Assignment". 
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On Call Schedule Monthly View

You may view the On Call Schedule monthly by navigating in the menu to Messages > On Call Schedule >
Month Summary. Select in the upper right corner the call schedule you would like to view from the drop
down. From here you may print out the monthly call schedule by selecting "Print View" in the upper right
corner. 


