QGenda

Providers

Share a QGenda Schedule Outside The University
of Kansas Health System

QGenda is a scheduling and resource management program for providers. The QGenda schedule
can sync with other calendars for consolidated schedule viewing and busy searching.

Share and Subscribe to an Internet Calendar (iCalendar)
Providers frequently need to share their clinical schedule with family, friends, or colleagues. This cannot
be done via Outlook for individuals outside UKHS or KUMC. QGenda allows sharing a schedule with

family members or others via a “subscription URL” — many calendar applications support subscribing to
Internet calendars using this URL.

Benefits:
¢ Family and others may view a QGenda schedule without complicated account connections.
e Allows syncing QGenda with Outlook if linking to an M365 account is not desired.

¢ An Internet calendar subscription appears as a separate calendar and business/university events
are kept separate (and can be color coded separately) from clinical responsibilities.

Drawbacks:
¢ An Internet calendar must be manually configured on each device to view a QGenda schedule — it
does not “follow” you like direct integration with M365 or Google does.
e Since itis a separate calendar, your primary calendar’s free/busy time is not updated and time
reserved for clinic will not be shown as “busy” to other UKHS/KUMC users.
¢ Internet calendars are “pulled” (vs. immediately pushed) — there may be several hours delay before
the calendar is updated on a device. (The QGenda website and mobile app are always current.)

1. Goto htips://login.ggenda.com/ and enter your @kumc.edu email. If prompted, log in to the
TUKHS sign-in page with your network username (nothing before or after your username: e.g.,
“cturk42”) and password.

2. After signing in to QGenda (https://login.qgenda.com/), click on your department.

® Messages & Lisa ~ Log Out

Help Center or 855-399-9945 (ext 2)
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3. Click Sync or Sync Calendar (both buttons take you to the same place).

@ QGenda TUKHS - Allergy/Rheumatology ~ ® Messages & Lisa - View- Physician ~

Home Schedule Help Center or 855-399-9

Navigate

Schedule Sync

My Quickciew

Tue Wed Thu Fri Sat Sun Men Tue Wed Thu
Feb Feb Febh Feb Feb Feb Feb Feb Feb Feb
14 15 16 17 18 19 20 21 22 23
dibild PV - Allergy PV - MP - Vacation
AM Allergy Allergy
CME/Conf ~ AM ity
P PV - Vacation
Allergy PM Allergy PM
PM

Your Subscription URL is a unique link to your QGenda schedule that allows third-party calendars to
sync your schedule. Caution is advised when sharing this link — it is unique to your QGenda
account and allows anybody with the link to view your schedule.

Instructions for several common calendar applications are provided by QGenda. Select your calendar
and follow the instructions or use them to help another person view you calendar.

If instructions are not available for your specific application or device, in general, you must “subscribe to”
or “add” an Internet calendar and provide the Subscription URL. (HITS recommends contacting your
application/device vendor for assistance.)

£ Sync Calendar

Combine work and personal schedules with a calendar subscription from QGenda.
Automatically and Wirelessly sync your schedule assignments to Google Calendar,
iCal, an iPhone, iPad, iPod Touch, Yahoo Calendar, GroupWise, OutLook, Lotus Notes
or any other web-enabled calendar.

QGenda automatically transfers schedule assignments for the future and the most
recent past weeks to your calendar. Once you've set up the subscription, all
schedule changes will update to your personal calendar automatically.

Your Subscription URL:

| https://app.qgenda.com/ical?key=,

[Isync as all-day events

Select your calendar:
iPhone/iPad/iPod Touch v

iPhone, iPad, or iPod Touch

Part 1 - Copying the URL
1. [EZTE to send yourself an email with your "Subscription URL"
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Close

FOR MORE INFORMATION CONTACT:

o Health System Help Desk | HITS ServiceDesk@kumc.edu | Phone 913-945-9999
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