
 
 

QUICK GUIDE 

LOGIN 

Follow these steps to Login in to the system: 

1. On main page select SUBSCRIBER LOGIN 
2. AGENCY NAME: SOPFD 

3. USER NAME AND PASSWORD: as assigned in e-mail 

4. Check the remember me box 
5. Click on LOGIN 

 

EDITING A MEMBER PROFILE 
 Follow these steps to edit a member’s profile in this system: 

1. Click on the “Administrative Functions” button.  You will only be able to access this page if you 

have permission to do so. 

2. Click the “Edit a Member” button on the left side of the Administrative Functions page.  You will 
only be able to access the “Edit a Member” function if you have permission to add, edit or delete 

either your own profile, or that of all members.  If you only have permission to edit your own 

profile, you will not be able to access the profiles of any other members. 

3. Select the name of the member that you want to edit from the drop-down menu that appears, and 
then click the “Edit Member” button. If you only have permission to edit your own profile, and 

not that of any other members, then only your name will appear in that drop-down menu. 

4. After the page reloads with the selected member’s profile, enter the relevant and correct member 
information in the fields Click the “Update” button at the bottom of the page or click “Cancel” if 

you decide not to make any changes). 

 

SENDING EMAIL, TEXT AND ALPHANUMERIC PAGE MESSAGES  
You can send emails, text messages and alphanumeric text messages to members’ pagers/cell phones 

through this system.  Messages can be sent to individual members, to your agency’s messaging groups, or 

to any combination thereof. 
  

Follow these steps to send outbound messages through this system: 

1. Click on the “Administrative Functions” button.  
2. Click the “Send Text/Email Messages” button on the left side of the Administrative Functions 

page.  

3. The Send Messages page will load within the Administrative Functions page. 

4. There are four (4) steps to complete to send messages.   
a. First, enter the message that you want to send.   

b. Second, select how you want to send the message (email, text message, alphanumeric 

pagers, or any combination thereof).   
c. Third, click the boxes next to the individuals (on the left side) and/or messaging groups 

(on the right side) that you want to send your message to.   

d. Finally, click the “Send” button in Step Four.  You will receive a confirmation indication 
that the message has been sent. 

  

When you send a message through this system, the “sent from” address will always be the email address 

of the person who is logged into the system that sent the message.  If that person has no email address 
within their member profile, then the “sent from” address will be the email address of your agency’s 

primary system contact.  Replies to any outbound messages sent through this system will go directly to 

the email in-box of the member who sent the message, and will NOT be processed through this system. 

 



 
 

ADDING, EDITING & DELETING MESSAGES TO AND FROM THE MESSAGE SCROLL 

BAR 
Follow these steps to add a message to your agency’s message scroll bar: 

1. Click on the “Administrative Functions” button.  You will only be able to access this page if you 

have permission to do so. 

2. Hover your cursor over the “Message Scroll” button on the left side of the Administrative 
Functions page.  Two choices will then appear to the right of that button:  Edit Message Scroll; 

and Add Message.  Click on “Add Message 

3. A new pop-up window will appear.  Type your message in the “Add Message” box, and then 
click the “Add Message” button at the bottom of that window. 

4. Your message has now been added to the message scroll. 

  
Follow these steps to edit an existing message on your agency’s message scroll bar: 

1. Click on the “Administrative Functions”.  You will only be able to access this page if you have 

permission to do so. 

2. Hover your cursor over the “Message Scroll” button on the left side of the Administrative 
Functions page.  Two choices will then appear to the right of that button:  Edit Message Scroll; 

and Add Message.  Click on “Edit Message Scroll.”   

3. A new pop-up window will appear.  In the “Select Message” field, select the message that you 
want to edit.  The selected message will then appear in the “Edit Message” box.  Edit the message 

to the correct message, and then click the “Update Message” button beneath that box.  

4. Your message has now been edited. 
  

Follow these steps to delete an existing message from your agency’s message scroll bar: 

1. Click on the “Administrative Functions” button.  You will only be able to access this page if you 

have permission to do so. 
2. Hover your cursor over the “Message Scroll” button on the left side of the Administrative 

Functions page.  Two choices will then appear to the right of that button:  Edit Message Scroll; 

and Add Message.  Click on “Edit Message Scroll.”   
3. A new pop-up window will appear.  In the “Select Message” field, select the message that you 

want to delete.  The selected message will then appear in the “Edit Message” box.  Delete that 

message, and then click the “Update Message” button beneath that box.   

4. Your message has now been deleted from your message scroll bar. 
 

SCHEDULING DUTY SHIFTS 
Through the scheduling function of this system, you can schedule duty shifts for both the present, and for 

future shifts.  You must have privileges within our member profile to schedule shifts either for yourself, 

or for other members of your agency.  Shifts may be scheduled as either individual shifts, or as recurring 
shifts (such as the same shift scheduled for every Monday). 

 

Follow these steps to access the scheduling system:  
1. Hover your curser over the “Schedule” button, scroll down to “Scheduling,” and click on that  

2. The scheduling system will now load. 

3. If you only have permission to add, edit and delete your own schedule, the scheduling system will 

load with your current upcoming schedule (lower right corner), and with your name pre-selected 
in the upper right corner.  If you have permission to add, edit and delete all members’ schedules, 

your own schedule will not yet load. 

  
 

There are Five (5) primary sections to the scheduling system: 



 
 

1. In the upper left corner is an interactive calendar.  Clicking on dates within that calendar causes 

start and end date fields to automatically fill with the selected dates in the “Add a Shift” box 
described below (those dates are initially filled with the current date). 

2. In the lower left corner is the daily schedule for whatever date is selected in the interactive 

calendar, displayed on a half-hour basis (when the scheduling system initially loads, this will 

display the current date’s schedule).  Other schedule views are accessible by clicking on the 
“Schedule Views” button at the very top right corner of the page. 

3. In the upper right corner is a drop-down menu where you can select the name of the member for 

whom you want to add, edit or delete shifts.  If you only have permission to add, edit or delete 
your own schedule, only your name will appear here.  Otherwise, a list of all members of your 

agency will appear here. 

4. In the middle of the right side, there is an “Add a Shift” box.  This is where you enter the 
appropriate data for adding a new shift (or a recurring shift) for the member that has been selected 

in the “Select Member to Schedule” field above the “Add a Shift” box. 

5. In the lower right corner, the upcoming shifts for the selected member appear in the “Scheduled 

Shifts” box.  If no shifts appear there after you have selected a member to schedule, then that 
member has no scheduled upcoming shift. 

 

To add a new shift: 
1. Select a member in the “Select Member to Schedule” field in the upper right corner.  The page 

will then re-load with that member’s scheduling information. 

2. If the shift is being added for the current date, then that date will pre-load as both the start date 
and end date in the “Add a Shift” box.  If you want to schedule a shift for a different date, click 

on that date in the interactive calendar in the upper right corner (or click the calendar icon next to 

the start date field).  The selected date will then load into the applicable fields in the “Add a 

Shift” box.  If the shift will end on a different date than the start date (e.g. an overnight shift), you 
will need to select an new end date either by typing in a new date, or by clicking the calendar icon 

to the right of the end date field. 

3. Select an “On Duty Location” in that field, to designate where the member will be on duty for 
that shift. 

4. Select an applicable duty in the “On Duty For” field, to designate what the member will be on 

duty for during that shift. 

5. Select the applicable start time and end time for the shift being added. 
6. If the shift being added will be a recurring shift, click the check box next to “Add this same 

shift…” and select the correct number of days and weeks for the recurring shift.  For example, if 

you are adding a Monday shift that will recur every Monday for the next 3 months, add that same 
shift every 7 days for the next 12 weeks. 

7. Click “Enter” at the bottom of the “Add a Shift” box.  The shift(s) will then be loaded, the page 

will refresh, and the newly added shift(s) will appear in the “Scheduled Shifts” box in the lower 
right corner of the screen. 

  

To edit an existing shift: 

1. Select a member in the “Select Member to Schedule” field in the upper right corner.  The page 
will then reload with that member’s scheduling information. 

2. In the “Scheduled Shifts” box for the member that you have selected (lower right corner), the 

upcoming shifts of the selected member will display.   
3. For the shift that you want to edit, click on the “edit” icon (it looks like a piece of paper with a 

pencil on it) within the same row.  After the page refreshes, you will be able to edit any of the 

fields within the selected shift.  Make the desired changes, and then click on either the check-box 
icon to the right of that shift to accept the changes that you made, or the “X” icon next to that to 

cancel the changes. 



 
 

 

To delete an existing shift: 
1. Select a member in the “Select Member to Schedule” field in the upper right corner.  The page 

will then reload with that member’s scheduling information. 

2. In the “Scheduled Shifts” box for the member that you have selected (lower right corner), the 

upcoming shifts of the selected member will display.   
3. For the shift that you want to delete, click on the “delete” icon (it looks like a trash can) within 

the same row.  After the page refreshes, that shift will have been deleted.   

  
Please Note:  Editing or deleting repeating or recurring shifts will cause a prompt which will ask if you 

want to modify only that single shift or all of the shifts in the recurring string of shifts. 

  

APPARATUS STATUS 
 This function is accessible on the Administrative Functions page by members who have permission 

within their member profile to edit Apparatus Status.    

  
Here you will see a listing of all apparatus that have been entered in the system. Here, members can 

change the status of apparatus as between “in service” or “out of service.”  After a change has been made, 

click “Update” at the bottom of the page.  Each time that a change is made, a reason for the change will 
need to be entered.  Please also enter any covering unit. This will control the appearance of the 

applicable icon on your main page, to indicate the present status of the apparatus.   

 
DEPARTMENT CALENDAR  
All members will have access to the calendar for your department/agency. However, the only members 

who will be able to enter, edit, or delete events will be those members who have permission in their 

member profile to "Edit Calendar Information." 

To access the calendar, click the "View/Edit" icon at the bottom of the box called "Upcoming Events" on 
your department's home page. To add an event, double click on a particular date and time. When adding 
an event, you can schedule the system to send reminders in the future to individual members and/or to any 

of your department's messaging groups. You can also select to have an immediate notification sent out 

automatically by the system. Calendar reminders are sent only via email, and only if the members selected 

to receive them have email addresses entered within their member profiles. 

Recurring events can be scheduled within the add/edit event page. Click the appropriate box for 

“recurring events," and then scroll down on the page to select the applicable fields for that particular 

recurrence. 

To edit an event, click on the event when the calendar is open, and the appropriate window will load for 

editing the event. Only members with permission to edit calendar information (in their member profile) 

will be able to edit any events. 

To delete an event, right click on the event when the calendar is open, or click the red "x" applicable to 

that event when in the calendar view. Only members with permission to edit calendar information (in 

their member profile) will be able to delete any events. 

To control what you see in the "Upcoming Events" section, click on the "Options" icon at the bottom of 
the "Upcoming Events" box. Your options will be stored for future log-ins, and only control what you see 

when you are logged in (each user can set their own options, which do not affect any other users). 


