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Copyright Notice 
 
All material published in this Operating Manual and on the vGate website is owned or managed by 
Island Software Pty Ltd ABN: 56-138-674-021 (the “Software Developer”) or is used by permission 
under license and is protected so far as is allowed by the provisions of the Copyright Act 1968 (C'th 
of Australia) ("the Act"). 
 
Apart from any use permitted by the Act, and as it pertains to the vGate roster module, under the 
open source GNU General Public License, the Software Developer grants users of the vGate website 
a licence (within the meaning of the Act) to download, print and otherwise reproduce the 
information for non-commercial purposes only. For permission to reproduce or use information on 
this web site beyond this limited licence, permission must be sought from the Software Developer or 
other Copyright owner. 
 
Significant effort has been made to avoid use of copyrighted material on this website. If however you 
believe you are the owner of the copyright to any of the material shown and you object to its use 
therein, please contact the Software Developer by email feedback@vgate.net.au. 
 
Disclaimer 
 
The vGate website provides access to some Commonwealth, State and local government information, 
to information obtained from government and non-government sources, and information from non-
profit community organisations that choose to use this website for their volunteers. It also provides 
on-line access to some government and non-profit community services.  No responsibility 
whatsoever is accepted for the accuracy, completeness, or relevance to the user's purpose, of the 
information and those using it for whatever purpose are advised to verify it with the relevant 
Commonwealth or State government department, local government body, community organisation or 
other source and to obtain any appropriate professional advice. 
 
The information on the vGate website is provided on the understanding that government agencies or 
community organisations that contribute information and the authors, designers, Software 
Developers, editors and publisher of the website, and all the aforementioned's officers, employees 
and agents, are not responsible for any actions taken on the basis of any information provided, nor for 
any errors or omissions. The authors, designers, Software Developers, editors and publisher disclaim 
all and and liability to any person howsoever arising, including liability for negligence, in respect of 
anything and of the consequences of anything done or omitted to be done by any person who relies 
solely or partially on the whole or any part of the content of this website and/or reliance on its 
availability at any time. Nothing on this website should be taken as professional accounting, legal, 
engineering, or medical advice which should only be obtained from an appropriate practicing 
professional service provider. 
 
The Software Developer does not sell or otherwise provide personal information to third-parties for 
commercial or other purposes. Every reasonable measure will be taken to ensure that your personal 
information will not be disclosed to others except as required for the day-to-day and obvious 
operation of the website or if required by law.  
 
No warranty is given that the information on the vGate website is free of infection by computer 
viruses or other contamination, nor that access to the website or any part of it will not suffer from 
interruption from time to time, without notice. Access to the vGate website may be terminated 
without justification or notice. 
 
Any links to other websites that have been included on the vGate website are provided for your 
convenience only. The Software Developer and those agencies or organisations who use this website 
do not accept any responsibility for the accuracy, availability, or appropriateness to the user's 
purposes, of any information or services on any other website. 
 
If you have any privacy, copyright or other concerns about the vGate website, please consult with the 
applicable government agency or community organisation or email feedback@vgate.net.au 
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Chapter 1: Logging in 
The vGate roster module, as with all the other vGate modules, is available on any 
computer that is connected to the internet.  Once you have connected to the 
internet, you will need to use a web-browser like Internet Explorer, Firefox or 
Safari1 to go to the vGate website, which is www.vgate.net.au  
 

Access to rosters and some other pages is restricted to Ambulance Tasmania staff. If 
you don't have a username and password and want access to VAO rosters, ask your 
Volunteer Coordinator or any BSO to send an email to info@vgate.net.au including 
your station affiliation and contact details. 
 

1. Type in www.vgate.net.au into your web browser’s address bar or click on 
the link and bookmark it in your web browser, or use Google to search for 
“vGate” or “Ambulance Tasmania volunteer gateway”. 

2. When the main page for the vGate website is on your screen, click on the 
Rosters button on the main menu bar. 

3. If this is the first time you’ve logged into 
the vGate roster module, you will be  
taken to the log-on page 
www.vgate.net.au/calendars/login.php 
where you will be asked for your vGate 
user name and password. 
 
- or -  
 
If you’ve used the vGate roster 
module before and you ticked the 
box to create a “cookie” to 
remember your user name and 
password, if you are a VAO or 
BSO, you will go straight to the 
Station Summary page for your 
station.  

- or -  
 
if you are a salaried staff member (Duty Manager or higher), you will go to 
the Admin Menu.  From this page you can navigate to the various stations 
around the state. 

4. Once you have successfully logged in to the vGate roster module, you should 
bookmark the Station Summary page so that you can quickly access it next 
time. 

 
                                                
1  There are many other web browsers available, but vGate is only tested on and optimized for use 

with Internet Explorer (version 7.0 or later), Firefox (version 3.6 or later) and Safari (version 3.2 or 
later). Although it may work, support is not provided for earlier versions or for other web browsers. 
If you want to use another web browser, you are welcome to try but we cannot make changes to 
support them or help you with any problems you may have. 
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Your vGate username and password is not the same as the 
user name and password you use to log onto DHHS 
computers or to access your DHHS Outlook Webmail. 

 

 

The Station Summary page 

 

 
 

If you are a VAO, once you have successfully logged in you will be taken to the 
Station Summary page for your station. 

This page lists:  

a) The status of shifts for the next seven days, highlighting 
where volunteers are needed 

b) Your shifts for the next 30 days (based on surname, so that 
amongst other things, volunteers can see spouses shifts as 
well) 

c) Station-specific notes and announcements 

d) Photographs of each volunteer and paramedic  

e) A summary of the number of volunteers at your station, 
and their levels of training 

f) Upcoming training sessions in the next 30 days, and 

g) Useful contact numbers for your station and vehicles. 
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You can fill an empty shift by clicking on the button in the applicable column (day or 
evening or night), or you can click through to the detailed monthly roster for your 
station.  

Meaning of Icons 
 
The summary of available shifts over the next seven days uses icons so you can 
easily tell what’s covered and what’s available: 

 

IF WORKING 
FULL SHIFT 

IF WORKING 
ONLY PART 
OF SHIFT 

 

 

 

Empty shift at a Branch Station  
(ie. one VAO or VIT needed) 
 

 

 

Empty shift at a VAO-only station  
icons(ie. two VAOs or a VAO and a VIT needed) 
 

  

Single VIT rostered at a VAO-only station (ie. a 
VAO is required to work with the VIT) 

  

Single VAO already rostered  
(in Branch Stations this is a full crew; in rural VAO-
only stations a second VAO is needed to make a full 
crew) 

  

VAO plus VIT already rostered  
(can happen in both Branch Stations and VAO-only 
stations) 

  

Two (or more) VAOs already rostered  
(can happen in both Branch Stations and VAO-only 
stations) 

 
• Partial shifts are identified by the shift duration being less than the standard duration 

for that shift at that station. If the shift duration is not entered correctly for partial-
shifts, then vGate will not be able to display the correct “partial shift” icon.  
 

• In most cases where there is a VAO and a VIT working together, the mouse-over text 
on an icon will explain which (if any) is only working a partial-shift. 



Version 2.9  Published: September 8, 2011 
 

4 

 

When determining whether a shift is covered or not, the system checks for VAO, 
2ND or 3RD records. It also counts VIT records separately, and assumes that VITs 
at rural stations should work with a VAO and not on their own. 

Crew Photos 
All volunteers are encouraged to contribute a head-and-shoulders photograph for 
vGate. These photos are very useful for relief BSOs and new volunteers to help 
them get to know who everyone is. 

 
If you click on anyone’s photo in the gallery, you will get a pop-up 
window with their contact details.  

If it’s your photo (or if you are an Admin user), you can click on the larger 
version in the pop-up window to edit your (or that user’s) User Profile.  

 
You Volunteer Coordinator may ask you to sign a Photo Permission Form so that 
vGate can use your Staff ID photo, or you can upload your own by editing your User 
Profile. 
 
Staff photos  (including VAOs) can only be seen by people who have logged in to 
vGate; they are not visible to the general public. 

Volunteers Who Work at Multiple Stations 
 
If you volunteer at more than one station, you only need one login for vGate. Ask 
the BSO or Volunteer Coordinator at each station to edit your User Profile and add 
their station numbers into the “Stations” field.  You will then see an extra line 
underneath your username on all roster screens that will allow you to quickly 
change from station to station.  
 

 
 

The VAO Coverage page 
 
If you are a non-road staff member, once you have successfully logged in you will be 
taken to the VAO Coverage page which shows a summary of VAOs and BSOs on 
shift for the current day, by region (south, north and north-west).   
 
The purpose and functionality of this page is covered in Chapter 9. 
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My Shifts page 
The “My Shifts” page is accessed from the station summary page, by clicking on your 
name in the middle column under Upcoming Shifts. The page shows all shifts from 
the last 90 and next 180 days for the person who is logged in. 

Once the listing has displayed, you can easily edit, copy or delete shifts, or you can 
add hours on-station, on-call and on-case.  

If you are registered in vGate to volunteer at more than one stations, shifts at any of 
these stations will show under the My Upcoming Shifts section of the station 
summary page, regardless of which of these station’s page you are looking at. 

  

My Shifts defaults to 90 days in the past to 180 days in the future. 
If you are happy to type more information into the URL of your web 
browser, you can change the time span by entering 
www.vgate.net.au/calendars/my_shifts.php?back=nn&fwd=nn where nn is 
the number of days back or forward you want to display on your listing. 

 

There is also a print-friendly version of the My Shifts listing which will open in a 
new tab or window. It is formatted for A4 portrait printing and does not have the 
edit/delete/copy or roster icons.  

You can also check on the listing who entered each of your shifts, which may be 
useful if you are having trouble working out who added what, and what the shift ID 
number is if you need help troubleshooting the vGate roster system and you need 
to contact Technical Support. 

 



Version 2.9  Published: September 8, 2011 
 

6 

Chapter 2: Editing Your User Profile 
Everyone who is a registered user of the vGate roster module has their own “User 
Profile” in the system. This allows you to quickly update your contact details and 
other settings.  

Some information is compulsory in your User Profile. If vGate 
detects that some required information is missing, you will be 
automatically redirected to your User Profile whenever you log 
in. You must complete the required information before your can 
successfully use the roster module. Required information includes your 
name, qualification level, at least one email address, at least one contact 
phone number and your emergency contact details.   

You can access your profile a number of ways: 

- by clicking on your name in the top left of the screen (where it says User: …) 

- following the “My User Profile” link at the bottom of the screen 

- clicking on your name on the telephone list (link at the bottom of the screen), or  

- by clicking on your photo in the crew photo montage, then on your photo again 
in the opo-up window that includes all your contact details. 

Your profile information is important to keep up to date as it is often referred to by 
BSOs, State Communications staff and management staff. It will also be used in the 
event of an emergency (eg. vehicle crash, health problem etc.) involving a VAO. 

The following information is maintained in your user profile. Leave any fields that are 
not applicable blank. 

 
First Name: Your usual first name. 
Last Name: Your full surname. 
Nickname: Alternate spellings for first name or last 

name (used to search for your shifts). Eg. 
“Nick” where first name is Nicholas. 

DHHS E-mail address: DHHS email address. 
Other E-mail address: Other or personal email address. 
Mobile #: Mobile phone number, entered as  

0400-123-456 
Home #: Home phone number without area code, 

entered as 6234-5678 
Other #: Work or other phone number without 

area code, entered as 6234-5678 
In Emergency Contact: Contact name with relationship in 

brackets, eg. Mary (spouse) 
In Emergency Contact #: Phone number for your emergency 

contact without area code, entered as 
“6234-5678 or 0400-123-456” 

Include Shifts for: Name of spouse or partner to include in 
“My Shifts” section of Station Summary 
page. 
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vGate User Status: Choices are:  
VIT 
VAO Level 1 
VAO Level 2 
VAO Level 3 
(there are also selections for salaried 
staff incl. paramedic, BSO, Managers, 
Comms, CPEU etc) 

Default Shift Preference: Choices are DAY, EVEN or NIGHT … 
some stations will only see DAY or 
NIGHT.  
(Salaried staff leave blank – not used). 

General Availability This field allows users to enter their 
general availability in 2-hour blocks each 
day of the week. This is intended as a 
general indication only and does not 
need to be updated every time you are 
not going to be available on a specific 
day.  

News Alerts This Y/N field controls whether an email 
should be sent when a new news article, 
announcement or bulletin is added to the 
vGate home page. The default setting is 
“N”. 

Empty Shift Alerts This Y/N field controls whether an email 
should be sent when an empty shift is 
available: 

a) within the last-minute period,  
and 

b) it matches the user’s general 
availability (see above).  

The default setting is “N”. 

VAOAT Member: This Yes / No field allows VAOs to 
indicate whether they are a member of 
the Volunteer Ambulance Officers 
Association of Tasmania; the default 
setting is “N”. 

VAO Since (yyyy-mm-dd): Date started as VAO (enter in yyyy-mm-
dd format). If you aren’t sure of the day, 
just put the first of the month you 
started. Not used for BSOs and salaried  
staff … leave blank. 

 
Your user profile is also the place to go to change your password and upload a head-
and-shoulders photo of yourself.  
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If you forget your password, any BSO, your Volunteer Coordinator or your region’s 
Operational Support Officer can change it for you (no one can read your password 
as it is encrypted, so they can’t retrieve it if you’ve forgotten it).  
 
If you are a BSO or Volunteer Coordinator, there are additional fields you need 
to fill out in your User Profile: 
 
SMS Alerts  

(for BSOs only) 

This Y/N field controls whether a SMS text 
message should be sent when a shift change 
occurs within the defined ‘last minute’ 
period and the change will result in the BSO 
either working alone or not working alone 
(ie. no alert if there was already or still will 
be at least one VAO or VIT on shift). The 
default value setting is “N”.  

See Chapter 7 for details. 

Email Alerts  

(for Volunteer Coordinators only) 

This Y/N field controls whethere an email 
should be sent to the Volunteer 
Coordinator when a shift change occurs 
within the defined ‘last minute’ period and 
the change will result in the BSO either 
working alone or not working alone (ie. no 
alert if there was already or still will be at 
least one VAO or VIT on shift). The default 
value setting is “N”.  

See Chapter 7 for details. 

‘Last Minute’ Definition This field specifies the user’s definition of 
‘last minute’, in hours. This field is user-
specific and overrides the station definition 
of ‘last minute’ The default value is 48 hours. 

No SMS Before (time) 

(for BSOs only) 

Normally, all SMS alerts will be held between 
specified overnight hours so that BSOs who 
may be asleep will not be disturbed. Time is 
entered as minutes past midnight. The 
default setting is 480 minutes ie. 6:00am. 

No SMS After (time) 

(for BSOs only) 

This field controls the time at night after 
which SMS alerts should be held until the 
next SMS Before time. Time is entered as 
minutes past midnight. The default setting is 
1380 minutes ie. 11:00pm. 

 

Profile Pictures 
vGate allows all users to post a head-and-shoulders photograph as part of their user 
profile. This helps "personalise" the site and hopefully make it considerably easier on 
new VITs who are trying to get to know everyone and on relief paramedics when 
they have to work with VAO crews they are unfamiliar with. 
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There are three options for adding your photo to vGate: 

1. If you would like to use your AT Staff ID photo, just send an email to 
info@vgate.net.au authorising vGate to use it, and we'll upload it for you, or 

2. Sign the Staff Photo Permission form (available from your Volunteer 
Coordinator or BSO), or  

3. Upload your own photo (just edit your User Profile); permission is assumed 
if you access your profile and upload your own photo. 

If at any time you want to change your photo, you can simply upload a new one. The 
system only allows one photo to be stored at a time; if you upload a new photo, the 
old one will be deleted. 

If you are uploading a photo, it must be a .jpg or .jpeg (you cannot upload .tiff or 
.bmp or any other file type). The photo does not need to be very large, but no 
matter what size you submit it will be automatically resized to about 100 pixels high 
and 75 pixels wide before it is saved in vGate. 

Photos are used on the Station Summary page to build a montage of your station’s 
crew. If you click on a person’s photo, a small popup window will appear with the 
full-size version of their photo as well as their contact details. 

 

 

General Availability 
vGate allows VAOs (including VITs) to maintain a table indicating their general 
availability in two-hour blocks for each day of the week. 

For each two-hour block, you can specify whether you are: 

a) probably available (green) 

b) possibly available (orange) 

c) probably not available (red). 

Click again here 
to edit the User 
Profiile 

Click on user’s 
photo to get pop-
up contact details 
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These settings do not commit you to being (or not being) available; they are simply 
used by vGate and AT State Communications staff as an indication of your likely 
availability.  You do not need to constantly update your general availability every time 
you get or change an appointment or are going to be away. 

General availability records may be used: 

! for issuing last minute ‘empty shift’ alerts by email (see Chapter 7) 

! by Volunteer Coordinators who need to fill an empty shift 

! by the CPEU to determine convenient days and times for special training 
sessions or meetings with VAOs 

! mass casualty incidents 
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Help With Your User Profile 
Admin users can: 

! edit anyone’s user profile 

! reset anyone’s password for them 

! create other Admin users 

! flag a user as “Volunteer Coordinator” (there can be more than one per 
station 
if the job is shared) 

! authorise a volunteer to work regularly at another station  

! move a volunteer to another station  

If you have any problems with your User Profile, please check with one of your 
Admin users (usually your BSO and your Volunteer Coordinator), contact your 
region’s Operational Support Officer or send an email to info@vgate.net.au  
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Chapter 3: Adding Shifts 
Any VAO can sign up for shifts, simply by adding a few details on the screen.   

In most cases, all the shift details including your 
name and the times will already be filled out for 
you and all you need to do is add any final 
details (such as “until midnight”) and click on 
the “save” button. 

If you do have to start late or end early, be 
sure to change the start time and/or duration. 

 

 

Shifts are added to the roster as soon as you save your entry. 

There are several ways to add a shift. 

1. On the calendar view, click inside the cell for the applicable shift on the day 
you want. 

2. On the calendar view, choose the right day and click on the  icon for a day 
shift or the  icon for an evening or night shift. If you hold your cursor over 
the icon for a couple of seconds, a small box will appear that tells you exactly 
which shift you will be signing up for when you click with your mouse. 

3. On the roster view, choose the right day and click on the applicable icon in 
the left column (the  icon for a day shift or the  icon for an evening or 
night shift).  

4. On the Station Summary screen, you can add shifts that are within the next 7 
days by clicking on the applicable icon. 

5. At the bottom of most Roster screens, you can click on the “Add Shift” text. 

6. When you are editing an existing shift, choose the “Copy shift to new date”  
option (more about this later in this chapter). 

7. If you are unable to access a computer and need to add or change a shift, you 
can also phone any of the Admins and ask them do it for you. 

 

You can only add shifts at the station to which your username 
and password is assigned. If you want to do a shift at another 
station, you must get a BSO or the Volunteer Coordinator at that 
station to enter the shift for you. 

 

If you work regularly at another station, ask a BSO or the Volunteer Coordinator 
there to edit you User Profile and add it the other station’s Station Number (see 
Admin Manual). Once they have completed this, you will be able to change between 
stations and sign up for shifts at the extra station(s).  
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Admin Users 

Volunteer Coordinators and BSOs who are Admin users can also: 

- add or change shifts for any user at any station 
- add shifts for BSOs 
- add training events 
- authorise users to work at more that one station. 
 

Required information for a shift 
The following information is required to add a new shift record: 

Name:  If you are a regular vGate user, this will be automatically 
filled in for you. 

If you are an Admin user, you will need to select the 
VAO's name from the drop-down list. 

Shift Notes:  This field is for explanations (as brief as possible) of 
anything out of the ordinary about the shift. Examples 
might be “responding from home” for a rural volunteer 
who has made appropriate arrangements to do so with 
their BSO. 

You do not need to add a note if you are working a short 
shift (that is starting late or ending early). This information 
will automatically be added to the roster by vGate so that 
BSOs and  State Communications are alerted.  

Date:  The date on which the shift occurs, or if it goes past 
midnight the date on which it starts. 

Start Time:  The time which the shift starts, entered using 24 hour 
times (eg. enter 7:00pm as 19:00). 

It is very important that you enter the start time 
(and duration) accurately otherwise State 
Communications will think you are on duty when 
you aren’t and Ambulance Tasmania’s monthly 
statistics will be inaccurate. 

Duration (hours:minutes): The duration of the shift in hours and minutes. 

For quick reference: 

• 8:00am to 6:00pm is 10 hours 00 mins 

• 7:00am to 6:00pm is 11 hours 00 mins 

• 6:00pm to midnight is 6 hours 00 mins 

• 6:00pm to 8:00am is 14 hours 00 mins 

It is very important that you enter the duration 
(and the start time) accurately otherwise State 
Communications will think you are on duty when 
you aren’t and Ambulance Tasmania’s monthly 
statistics will be inaccurate. 
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Adding a Block of Shifts 
You can quickly add a block of shifts 
over an eight day period by clicking on 
the “block” link at the bottom of the 
screen.  

The “add block” screen uses the station-type field from the station details record to 
build a table of the correct number of shifts per day for seven successive days.  

There are basically three steps to adding a number of shifts all at once: 

1. Click on the starting date for the day you want the block to start, using the 
mini-calendars that are on the page (the table will redraw with the new starting 
date. 

2. If you are a regular user, only your name be appear in the drop-down list. Only 
slect your name for the days/shifts you want added to the roster. 
 
If you are an Admin user you will need to choose the VAO for each of the 
shifts (ie. day and night if you run two shifts per day; day, evening and night if 
you run three shifts per day; or morning, afternoon, evening and night if you 
run four shifts per day), then click on “refresh table" and the names you chose 
will be copied to all the shifts for the week 

3. Any cells (shifts) you leave blank (ie “not selected”) will be skipped when the 
block is processed. 

4. When you have finished making any amendments to the table, click on “save” 
and all the shifts will be saved into the roster at once. You will get a message 
telling how many shifts were created. 
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Adding Repeating Shifts 
You can quickly add a block of shifts that 
follow a weekly pattern over 10 
successive weeks by clicking on the 
“repeating” link at the bottom of the 
screen.  

The “add repeating” screen uses the station-type field from the station details record 
to build a table of the correct number of shifts per day for the same day every week 
for 11 weeks.  

There are basically three steps to adding a number of shifts all at once: 

1. Click on the starting date for the day you want a repeating shift pattern to 
start, using the mini-calendars that are on the page (the table will redraw with 
the new starting date. 

2. If you are a regular user, only your name be appear in the drop-down list. 
Only select your name for the days/shifts you want added to the roster. 
 
If you are an Admin user you will need to choose the VAO for each of the 
shifts (ie. day and night if you run two shifts per day; day, evening and night if 
you run three shifts per day; or morning, afternoon, evening and night if you 
run four shifts per day), then click on “refresh table" and the names you chose 
will be copied to all the shifts for the week.  

3. Any cells (shifts) you leave blank (ie “not selected”) will be skipped when the 
block is processed. 

4. When you have finished making any amendments to the table, click on “save” 
and all the shifts will be saved into the roster at once. You will get a message 
telling how many shifts were created. 
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The add “block” and add “repeating” utilities simply add multiple shifts all at once. 
There is nothing special about these shifts and they can be edited or deleted from the 
roster like any other shift (see next Chapter). 

Personal Shift History 
You can ask your BSO, Volunteer Coordinator or your region’s Operational Support 
Officer for a full shift history since vGate was started in your station.  Your shift 
history will include shifts worked at any station, not just your assigned “home” 
station. 

 
The shift history will search for all shifts you have worked or signed up for back 6 
months and forward 3 months. You can change the selection by clicking on the links 
available at the bottom of the report … last 12 months, last 90/60/30 days. 

There are links to the right of each entry on the report to edit or delete shifts that 
show up incorrectly. 

There is also a summary at the end of the report totalling up all the hours and cases 
(assuming you have entered your hours on-case and the number of cases … see 
Chapter 7 for details … if you don’t enter your hours and cases after each shift is 
complete, you will only see a total for the hours on-duty) 
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Chapter 4: Changing and Deleting Shifts 
You can change or delete any shift, anytime, as long as it is your shift (you cannot edit 
or delete someone else’s shift). Only Admin users can edit anyone’s shift. 

  

To edit or delete a shift, you first need to find it on either the roster view or the 
calendar view and then double click on it to display the record.  Once the record is 
displayed, you can edit, copy or delete it. 

All changes to an event (creating, updating, deleting) are logged and are viewable by 
the system administrators. 

 

If you are unable to correct roster errors/omissions yourself, 
please check with one of the “Admins” at your station. 
Usually the Volunteer Coordinator and your BSOs will have Admin 
priviledges for the vGate roster module.   

 

If you are still unable to solve the problem, please contact the Operational Support 
Officer in your region or email details to feedback@vgate.net.au  

Editing a shift 
You can change any part of your shift record at any time, including additional details 
(eg. “until midnight” or “responding from home”), or the start time and duration.  

After the shift is complete, you can also add details such as the hours-on-case and 
number of cases (see Chapter 6 for more on this topic).   
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Deleting a shift 
You will be asked to confirm you action before the record is actually deleted. As 
soon as you delete a shift, it is removed from the database and cannot be recovered. 
If you accidentally delete a shift, you should re-enter it as if it were new. 

 

If you delete a shift within 48 hours of when it is to occur, 
please be sure to comply with your station’s policy on last 
minute shift changes. You may be required to make every effort 
to find a replacement or notify your Volunteer Coordinator or BSO.   
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Chapter 5: SMS and E-mail Alerts 
 

vGate generates alerts via SMS text message and/or email when certain events occur.   

Last Minute Shift Change Alerts via SMS 
vGate will generate SMS text alerts to BSOs who opt-in if there is a last minute shift 
change that would result in a BSO: 

a) working alone when they had expected a VAO to be on shift, or 

b) result in them having a VAO or VIT when they had been expecting to work 
alone. 

Each station can specify what constitutes ‘last minute’ as part of their Station Profile. 
Normally the value is set to 48 hours prior to the shift start time; that is, any change 
that is made by a VAO less than 48 hours before a shift starts is considered a ‘last 
minute’ change. 

By default the SMS text alert will be sent to the station’s mobile phone, as specified in 
the Station Profile (see Chapter 1). If there are separate mobile phones for day shift 
and night shift, the SMS will be sent to both phones.  

Each station can specify their own overnight ‘blackout period’; that is, the times 
between which text messages will be held by vGate so as not to disturb BSOs who 
may be asleep.  Alerts for any shift changes processed during the blackout period will 
be sent as soon as the overnight blackout period expires. 

Alerts to BSO Personal Mobiles 
BSOs who have a user profile in vGate (ie. their own separate user name and 
password) can also opt-in to receive a copy of SMS text alerts on their personal 
mobile phones if they are scheduled in vGate to work the affected shift.  

The settings for what constitutes a ‘last minute’ change and for the overnight 
blackout period in a BSOs user profile over-ride the times in the station profile (eg. 
some paramedics may want to know about last minute changes three days prior or 
only 24 hours prior). 

Deleted Shift Alerts for Coordinators 
Volunteer Coordinators can opt-in to receive an email every time a user cancels a 
shift at the last minute. This will give coordinators the opportunity to send an email 
to all their VAOs or phone around and find a replacement or take other actions. 

 

Setting up your ‘general availability’ does not mean you 
have to constantly update this every time there is a change 
to your schedule or you are going to be busy or away.  Your 
‘general availability’ is only an indication to AT that you might be 
available.  
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Broadcast Alerts 
Regional Managers (or their delegates) and State Communications Centre staff can 
access the SMS alert system in vGate in cases of emergency (eg. mass casualty 
incident) or other appropriate circumstances to send a broadcast SMS text message 
to all VAOs (including VITs) or any sub-group. 
 
Sub-groups might include VAOs: 

• in a specified region or geographical area 
• from one or more stations 
• with specified qualifications (eg Level 2 or above).  

 

 

Broadcast SMS Alerts are primarily intended for emergency use and therefore are 
sent to all users with listed mobile phone numbers (or users within the specified 
sub-group) regardless of whether a user has opted in or out.  

Broadcast SMS Alerts also ignore station-specific or user-specific blackout periods 
and are transmitted immediately by the SMS gateway regardless of the time of day or 
night. 
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Chapter 6: Viewing & Printing Rosters 
 
The are two views in the vGate roster module.  One is the traditional calendar view 
(like Outlook) and the other is roster view which is the typical Ambulance Tasmania 
two or three column view with days of the month down the left side. Both views 

sho
w 
the 
sam
e 
dat
a.  

 

 

 

 

 

 

On the Monthly Roster, names of VAOs that show up in bold mean that the shift 
was added (or changed) within the last 48 hours.  This feature only applies to the on-
screen view and is not part of the print-friendly version of the Monthly Roster.  

You can change months by clicking on the links (month names, in red) immediately 
above each mini-calendar at the top of the screens.  

Providing there are not too many lengthy additional notes about shifts, the print-
friendly view of the monthly roster will usually print on a single A4 page.
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If you want to see the hours on-station, on-case etc., choose the Roster (with hours) 
view from the Station Summary screen. There is also a “print-friendly” version of this 
view (link also at the bottom of the roster). 

 

 

 

It is possible that from time to time the vGate roster 
module may be unavailable or offline. You should print a copy 
of your station’s current roster periodically and post in on the 
noticeboard at your station.  
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Chapter 7: Tracking Your Hours 
Expert Users Only  

This chapter is intended for users who are comfortable with computers and the 
vGate roster module. If you are just starting out, you can skip this chapter.  
 

Ambulance Tasmania records how long volunteers work in each type of shift (DAY, 
EVEN or NIGHT) at each station.  All you need to track your hours is enter the on-
station, on-call and on-case hours after each shift is over.  

You can enter your hours simply by editing each shift record once the shift is over. 

 

Part hours are entered as fractions, not as minutes (eg. 7 hours and 15 minutes is 
entered as 7.25).  

The figure for hours ‘on roster’ is calculated automatically from the start time and 
duration. 

Hours on roster are spent either on-station, on-call (eg. working from home or 
office) or on-case (including travel to and from the scene and waiting at hospital etc.). 
In other words,  ‘on station’ + ‘on call’ + ‘one case’ = ‘on roster’. 

If a shift runs over time into the next shift (ie. you are still ‘on case’ at the scheduled 
end of your shift, for example at the hospital), you will need to add a new record 
using the next shift type for the monthly statistical reports to work correctly. For 
example, if you are still ‘on case’ at the end of a NIGHT shift, you will have to add a 
new DAY shift record to record the additional hours.  

 

If you edit your shifts after they are over and enter your 
hours, your Volunteer Coordinator and/or BSO will be able to 
submit their monthly report to regional headquarters with 
minimal additional time and effort. 
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In the “show hours” version of the roster, the hours on-roster, on-station, on-call 
and on-case are totalled automatically.   

The percentage calculations are based on the whole month so should not be relied 
upon until the month is complete. If your station would normally have two 
volunteers per shift, your target for the month is 200% for hours on-roster, not 
100%.  
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Chapter 8: Announcements & News Articles  
Expert Users  

This chapter is intended for users who are comfortable with computers and the 
vGate roster module. If you are just starting out, you can skip this chapter.  
 

There are three types of articles that can be displayed on the vGate website. These 
are: 

• Announcements (for station-specific notes) 
• News Articles (items of interest to all VAOs) 
• Bulletins (information or directives issued by AT management) 
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Station-Only Announcements 
The vGate roster module allows each station to maintain “station-specific” notes 
which will display as announcements on the station-summary page and  (if you 
choose) in the notes column on the screen that the State Communications Centre 
uses to look at VAO coverage by station around the state. 

 

Any user can add an announcement. Once added, only the user 
who entered an announcement (or an Admin user) can change it. 

 
 

This is where you would put short notes about availability, the same as many station 
would have done at the bottom of their printed roster on the notice-board. For 
example “David away Jun 5 -9” or “Jane avbl Fri & Sat night if no-one else”.  
 
Each announcement has a title and text. The title appears in bold, followed by the 
text. You should be as concise as you can with your title and note, using 
abbreviations wherever possible. 
 
Each announcement also has a date valid-from and a date valid to. The note will 
not display on vGate before the “valid-from” date and will be suppressed after the 
“valid-to” date. This means you can add announcements in advance and be assured 
they will not appear after they are no longer relevant. 
 
You can also set the privacy level for each announcement. By default, all station-
specific announcement are restricted to AT staff only (ie. only visible to people who 
are logged into vGate). You can optional set the privacy level to “station only” which 
means the note will show up on your station summary page, but not on the VAO 
Coverage screen used by State Communications Centre staff.  
 
Please note that the system keeps a record who adds and modifies all 
announcements. 

 



Version 2.9  Published: September 8, 2011 
 

27 

Chapter 9: Training Schedules 
 

 
 

Training sessions are automatically sorted by topic and by region when viewed in the 
vGate training module.  Past sessions are automatically archived. 
 

Expert Users Tip 

The default view for training sessions is the current year. If you want to change the 
end-date for the report and you are happy to type addition information into the URL 
on you web browser, you can add “&until=yymmdd” to the URL of any training 
report where yymmdd is the date you want the report to end (with two digits each 
for the year, month and day). 

 
When your station was first set up in vGate, all your training 
sessions for the current year were probably added for you.  It is 
each station’s responsibility to keep the training records up to 
date; remember that AT staff and volunteers from nearby 
stations may be relying on your schedule and planning to 
come to some of your sessions if a topic isn’t on offer at their 
station for a while. 

One of the most useful features of the vGate training listing is the ability for 
volunteers to find out what training topics are being covered at nearby stations. In 
most cases, volunteers are welcome to attend training session at neighbouring 
stations, but check first with the volunteer co-ordinator or BSO to make sure this is 
ok and that the date, time or topic hasn't changed. 

If you notice that a training session is listed incorrectly or has been cancelled, please 
ask your Volunteer Coordinator or BSO to update the Training Schedule in vGate 
or send an email to info@vgate.net.au  
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Chapter 10: vGate for iPhones 
 
There is a special version of vGate for iPhones.  There is no application to download 
or special software to install … vGate will automatically detect that you are using an 
iPhone and display pages accordingly. 
 

 
 
There is no version of vGate for other smartphones or devices other that the 
iPhone. 
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Chapter 11: Troubleshooting 
 
Many parts of the vGate roster module have pop-up help prompts which will appear 
if you rest your cursor over the field you have a question about. 
 
If you require additional help, there are 
help documents that can be accessed 
from the text menu at the bottom of all 
screen. 
 
There is also a short eLearn course in using the roster module available on the 
vGate website. 

Q&A 
 
I entered a shift and it 
doesn’t appear on the 
roster (didn’t get saved). 

It probably did get saved and the most likely explanation 
for this is that somehow the station # got lost or was 
processed incorrectly.  

If this happens, you need to find the shift you think you just 
entered using the “no station specified” calendar view 
www.vgate.net.au/calendars/month.php  which shows 
every shift and every training session in every station.  

Once you have found the “missing” record, you need to 
get someone with Admin privileges it to edit it and insert 
the correct Station ID#, or email the shift details to 
info@vgate.net.au .  Station ID #s are listed in Chapter 1. 

I want to copy a shift to a 
new date but it says 
“cannot copy event because 
no Station ID”. 

Somehow the station # was lost or the record was created 
before station ids were implemented. To copy this event, 
you first need to edit the correct station id in the record 
(see above). Once you have saved the record and you re-
open it, you will be able to copy it to a new date.  

A training session for 
another station is showing 
up on my Station 
Summary page. 

The station# for this training session was probably entered 
incorrectly. You need to first find the session using the “no 
station specified” month view www.vgate.net.au/calendars/month.php 

which shows every shift and every training session in every 
station. Once you have found the record, email the record 
details to info@vgate.net.au . 

I work at more than one 
station. Do I need a 
separate user name and 
password for each station? 

No, but you do need to get a BSO or the Volunteer 
Coordinator at the other station(s) to authorise you to 
view their roster and add shifts. They can do this by editing 
your User Profile. 
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