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Signing In

1. Access your facility sign-on page.
• Desktop App that can be double-clicked to sign-on.
• Web browser URL page (https://<account name>.app.telmediq.com)

2. Log in with either your username or e-mail address. 
• If this is your first time logging in or you have forgotten your password, please use the "Forgot Your 

Password?" functionality located below the login fields.
• If your facility has chosen to use ADI credentials, please contact your Telmediq Administrator if you 

need login assistance.
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Composing a Message

To start a new conversation:

1. Select compose to start a new message. 

2. To find the person you wish to reach, you can use Search, Pinned Contacts, My Favorites, Local Groups, or 

Recently Contacted to quickly find your desired recipient. 

3. To Search, type the name of the person or broadcast group you wish to reach in the Search bar. Search 

results update automatically as you type.
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Composing a Message continued

• Select Subscribers to view a list of participants in the message.

• Select a Subscriber to view the time stamp of the message.

• Select       to add additional participants to the message thread.

• Hover on a message to display the options to see the Message History, Alerting History, or Forward 

Message.

• Use the magnifying glass to search previous messages in your Messaging tab.
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Action

Recall to recall the message if it has not been delivered.

Archive to place the message in your Archive folder. All messages remain for audit 
purposes and are available for 7 years to maintain HIPPA compliance.

Forward to forward the entire message thread. 
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Directory
The Directory tab is where all contacts and groups can be accessed.

• Select Directory to see the full list.
• Along the left side of each contact are icons that designate the type of contact.

• Pinned Contacts are contact favorites indicated for an individual, a specific department, or 
assignable role.

• My Favorites are contacts marked as favorites from inside the directory tab by the user. 
• Local Group are personal groups created by the user and are only seen in the directory tab of their 

mobile application.
• Recently Contacted are contact you recently contacted either through message or call.

• Notes are indicated on the far right of each contact with a        icon, if there are any.
• Click on a contact to preview the contact’s details.
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Contact details

Inside the contact’s detail you can review the following:

• Title
• Organization affiliation
• Department(s) the user belongs to, if any
• Contact methods and notes

Select message to begin composing a message to the contact.
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Adding a Favorite

Favorites allows you to create a shorter list of your most frequently contacted. To add a 

favorite:

1. Within Directory, search for the contact.

2. Click on the contact to open the contact’s details.

3. Click the star icon in the top right corner.

4. To view and contact a Favorite, scroll to the Favorites in the Directory tab.
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Schedule Group

On Call gives you access to view who is covering call. You may have one or many schedules 

to choose from and all changes are applied immediately

• Message – Message current member(s) on-call

• On-Call – Indicates who is covering call

• Members– A list of all members that cover call.

• View Schedule – See a view of the current schedule.

• Favorite – Mark the schedule group as a favorite so that it appears in your Favorites 

of your Directory tab.
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