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Interpreter Portal  

Overview 
This document is for Agency Interpreters. It explains the system's core concepts, presents 
screenshots of the user interface and contains detailed written instructions for tasks that 
Interpreters can perform when they are logged in. Its purpose is to guide Interpreters in working 
with Agencies and Agency Customers, and in accepting and fulfilling Booking assignments.  
 
While the on-screen user interface may seem complex at first, it is designed to collect and 
process important details that will benefit you and your Agency going forward and permit both of 
you to work faster and more efficiently. 
 
A video library is also available which presents the on-screen navigation processes described in 
the text-based resources.  

Manage Profile  
At the top right on the Dashboard page, you will see your username that you used to log 
in.  Under this dropdown, select User Profile to manage your information  

 
o Under Configuration, you can change your Password and Time Zone 

Preference if desired. 
o Availability: You can set the times that you are available each day of the 

week.  You will be offered job by this availability.  

Remember to click on Save on the left hand side of the page if you make any changes.  
 

Workflow Process 
This section of the manual will guide you through the process of accepting an available Booking 
or one to which you were assigned. Keep in mind that the level of detail presented here 
underscores the importance of reliable Booking data in overall system design. 
 

Dashboard 
Log in to your Agency portal with your assigned username and password. This Dashboard view is 
shown in a laptop experience. Interpreters using mobile devices (such as tablets and 
smartphones) will see a different layout but overall portal navigation remains consistent.  
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 Available Bookings are presented at the top of the page, if your agency uses this feature 

 Offered Jobs shows jobs that have been offered to you and are available for acceptance.  

 Today’s Job Diary shows jobs that you are assigning to for a specific day.  The day can 
be change by clicking on the calendar to the left.  

 Past Jobs show jobs that need to be closed.  

 Quick Links: On the left, you will find link to quickly take you to other sections on the site. 
 

Accept/Decline Job  
Offered Jobs 

  

 View More: Shows job details, to determine if it is a job that you want to accept. 

 Select: Accepts the Offered Job 

 Decline Offer: Refuse the Offered Job 
 
Assigned Jobs 
All assigned jobs will be shown on your Calendar, there is legend to define the colors. This 
Booking is officially assigned to you unless you formally decline it by notifying your Agency. When 
you have completed this assignment you can officially Close the Booking from the same menu, 
after which it will be archived and no longer displayed in the Past Jobs table.  
 
Navigate to your Calendar by following, Calendar > All Jobs. 
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Hovering over your assigned job will provide you with details for the assignment.  

 
 
Click on the Assigned job to invoke the Action Menu.  

 View More: Invokes a popup window that conatains a summary of the job details. 

 View (in Full):  View the complete job Details, Incidentals, Verification of Service and 
Miscellaneous Documents.  
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 Confirm Attendance: Confirm that you will cover the interpreter request.  

 Close Job: This is option you select to enter your onsite job details and upload VoS, if 
applicable. 

 VoS Form: Provides a preview of the Verification Form to be printed.  When a job is 
Closed, you will see the Uploaded VoS Form 

 
 

 
Close Job  
Once the interpreting assignment has been completed, the Actual Start and End time 
needs to be submitted for invoicing and payment. 

 Click on the job on the Calendar or select the Action Icon on the Past Jobs- To 
Be Closed, and click on Close Job. 
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 Modify the Start Time if needed, and enter the Actual End Time for the 

interpreting assignment.  

 A Method of Verification may be required to Close Job.  There are two ways to 
provide verification. 

o Upload Completed Verification of Service Form.  You can browse your 
documents to select the VoS Form, and then Upload it directly to the job.  

o Paperwork to be Submitted Offline  

 

o Incidentals tab will allow you to enter the expenses that they agency has 
agreed to reimburse you, such as mileage or parking. 

 
o After you have submitted all the required information, click on the blue 

Close Job button on the Booking Details tab. 
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Verification of Service  
The Verification of Service (VoS) form is the form that is typically brought by an 
interpreter to the scheduled booking, which contains information about the job and will 
be signed by a customer representative after the booking has been completed to signify 
the actual start and end times for the booking. 

The VoS can be viewed at any time, as well as Print, Save as PDF, or Share via Web.  
Prior to the completion of the interpreting assignment the form can be printed with the 
blank areas to be filled in at the time of assignment. The completed VoS form will be 
shown once the job has closed and the form has been uploaded. 

Click on the job on the Dashboard calendar or select the Action Icon for the job to be 
closed, and click on VoS Form  

 

When you select View in Full, the VoS can be viewed under the Verification of Service 
tab.  
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View Receivables 
The Receivable menu will allow you to review the payments that have been created by 
the agency. This table will include historical invoices that have been generated. 

         

Selecting the orange action icon on the row of the invoice, click on View to preview that 
actual invoice that will show each job and all incidentals.  
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Reports 
 The Reports tab is usage that is generated based upon the job requests that you have 
filled to provide you more visibility.  When generating reports, you can type in your dates 
in the Period Starting/Period Ending boxes, or select one of the pre-populated date 
ranges.  All reports can be exported.   

Review usage by number of Hours, Income, Daily Jobs and Customer.  
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