N.A.S.

Newtown Answering Service

How to access and use the Web Portal

Enter http://www.newtownanswering.com/webportal

Click on "Click Here to Login" ’2‘;"#&_&% NEWTOWN ANSWERING SERVICE
; LOGIN ID [ LOGIN |
Enter your login ID and passcode }
PASSCODE
You are now logged in to NAS's Web Portal! User ID - Admin ID -
User Pass - Admin Pass -

*You must login in with the user ID first
Web OnCall only when you make changes will the system
ask you for the admin ID and Pass

Click the "OnCall" tab at the top of the page

NEWTOWN ANSWERING SERVICE

[ oncaL [ messaces | [messacing | [ LOGOUT | pr Moss Witte

If you have multiple schedules, use the drop down EX Select a Scheduie |ED

00T 0T DELETE T COPY L T ] WESSAGE
menu to choose the correct OnCall schedule pu— o 2000
Sun|Mon|Tue [Wed 'I"hu Fri|sat] | Time [ " Rank [

1|2 3_ 4|5 ‘
X | X X | X | X
6_ |7 8 |9 10 |11
X X | X| X | X| X

13 |14 |15 |16 (17 |18 [19
X X | M| X | M| X|X

From the calendar, click on the date you would like | |53 2 2 = 2 [

to view - A listing of who is OnCall will appear T

¢ Partial Schedule
X Empty Schedule

Add, Edit, Delete OnCall

(Only account administrators have the ability to add, edit or delete OnCall schedules)

NEWTOWN ANSWERING SERVICE

[ oncal [ messaces | [ messacing || LOGOUT | pr Moss Witte
9000 Select a Schedule [EMY b

i i DELETE JCoPY,2000 T
Choose the date you would like to work with R R R o o S e
- September, 2009 B W rtuduouiir s 30, 2009
Sun[Mon|Tua|Wed [Tha| Fri [Sat| | Time [ Rank |

12345'
X | X | X| X| X

From the top of the page click Add, Edit or S T PP %
Delete g kS

27 (28 |23 (30

X | X | X| X
v Full Schedule
=pt Partial Schedule
X Empty Schedule
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Adding an OnCall

NEWTOWN ANSWERING SERVICE

Click Add and Input the following: W oncus e

OncCall Assignment
Please provide the following information describing the OnCall Schedule entry

Start Time - Enter the start date and time

for the person OnCall Enter schedule dates and time

End Time - Enter the End date and time for o - .
the person OnCall STime  [Sapamber [0 ¥ 2000 ] [Z00AM
Rank - Only if multiple employees are October |1 W20\ [12002M

OncCall for the same time period

M - HOW to reach the Onca” (Ie’ 0 ™| fLower value is displayed first}
Ce", Home, TeXt Msg, etC) Commeant -

Determine the order of the schedule
The order determines which schedule will be displayed to the operator first

Rank

Select the person to schedule

Resource - Who from your staff is OnCall

Resource SCOTT > E‘L.RSS; SC‘:_I(EI:EI'
. AR
Click Save S el e e
You have now scheduled that person to be ACEM 20057

OnCall at that time!

Editing an OnCall

To edit an already scheduled OnCall, first choose the date and then choose the
scheduled OnCall you want to edit

NEWTOWHN ANSWERING SERVICE

[oncas [ messaces | [ mess

MNewtown Office tper n Ofice -
[SunTHon]Tus [Wed | Thu] Fri [Sat Tirme Rank Resousce
5 [Thu 1041 12.00 AM - Fri 10402 12.00 AM | 1] |8UE
¥

Make the necessary changes to the OnCall by
following the "Adding an OnCall" directions above

Deleting an OnCall

NEWTOWN ANSWERING SERVICE

First choose the date and then click on the OnCall o L e e e

»  Friday, October 02, 2009

Click Delete

Click OK to confirm




Adding, Changqging, Editing Resources

(Only account administrators have the ability to add, edit or delete OnCall resources)

From the top of the page click Resource

Select the resource you would like to edit from the
drop down box - Click edit or delete - If the resource
does not exist in the box, click add

Input that resource's information into the proper
spaces and then click save

When done, click Save

NEWTOWN ANSWERING SERVICE

e e e N\ 5
ONCALL MESSAGES MESSAGING LOGOUT Dr Moss Witte

Newtown Office Select a Schedule INCHCIRRSITE
{_app_[ EDIT | DELETE | cOPY Wl RESOURCE | REPORT | MESSAGE |
- October, 2009 > Friday, October 02, 2009
Sun|Mon|Tue |Wed [Thu | Fri [ Sat Time
T Bl |Fri 10/02 12:00 AM - Sat 10/03 12:00 AM |
X ||

NEWTOWN ANSWERING SERVICE

'S - N N 5
ONCALL MESSAGES MESSAGING LOGOUT Dr Moss Witte

SELECT RESOURCE | SCOTT. WITTE, 215-752-5051 Ml ~oo | eoim [ oone |
i
FADD | EOIT ] DISCOIL WITE, 215-752 5051

SUE. MOSSHOLDER, 215-752-5050
THERAN, MOSSHOLDER, 215-752-5052
- October, 2009 » Thursday, October 01, 2009

Sun|Man | Tug [Wed|Thu| Fri |Sat ‘ TIME | SCHEDULE

112 |3
X| x| X

4 |5 6|7 |8 (9 |10
X

x X
11 (12 13 |14 (15 (16 (17
X X X

NEWTOWN ANSWERING SERVICE

. r N N ~
ONCALL MESSAGES | | MESSAGING LOGOUT | Dr Moss Wi
9000

Listing Setup

Receord Information

FIRST SCOTT
LAST WITTE
PHONE 215-752-5051
TXTMSG 50135
EMAIL

ACCT 90052

INFO CARD

[SAVE ) DeLeTe § CANCEL ]

VERY IMPORTANT - DO NOT add, edit, or delete Beeper #'s,

Alpha Pagers, or Text Messages as these are programmed dial strings that
our system recognizes - Once they are changed or deleted, we can no longer retrieve
them - If there are changes or additions, please call NAS and ask to speak with an office

staff member





