STAFF MEMBER WITH VENDOR PROFILE

SET UP STAFF MEMBER WITH VENDOR PROFILE

Your staff members can have dual role in Schedulelnterpreter, as staff and as vendors. To add a vendor profile to
one of your staff members, go to TOOLS AND SETTINGS, CONTROL CENTER, ACCOUNT SETTINGS, STAFF
MEMBERS, locate the staff member needed, then click [SEsisy.
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Scroll down, check VENDOR PROFILE box, then click .
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To complete the vendor profile, go to TOOLS AND SETTINGS, ACCOUNTS AND USERS, VENDOR CENTER, type the

name of the staff member/vendor, and select them from the drop down list.
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1099-MISC W-2

T MSCVENSORE [Tom, <)

Doe, John = 1797

@ Doe-Interprater, John (Mr) = 198

BEST INTERPRETERS INC @ Masters, John (Mr) = 260
QBO SYNC

@ Mguyen, John (Mr) - 167

@ Ssmith, John (M) - 1799

@ Thelnterprater, John (Mr) - Mr Thelnterpreter = 157
@ white, John (Mr) 73

@ White, John (Mr) = 74

@ White, John (Mr) = 75

Once you select the vendor, you can set up their profile, including skills, rates, exclusions, notes, tags, and several

other settings.

RESET PASSWORD FOR VENDORS

In order for your staff members with vendors profiles to log in and use On The Spot!, you will need to reset their
password under their vendor profile. To do so, go to PROFILE : TAX ID : PASSWORD tab, then PROFILE, and scroll
down to SHOW PASSWORD RESET OPTIONS.
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Enter and confirm the new password, making sure to review and follow the password requirements, then click



CHANGE PASSWORD §

@ HIDE PASSWORD RESET OPTIONS

N —
el —
CHANGE PASSWORD E

“Revision #2
* Created Thu, May 25, 2023 2:07 AM by Ana Mehdaova
/' Updated Thu, May 25, 2023 2:24 PM by Ana Mehdaova

MEW PASSWORD

Treate vendor's new password. Password
should be between B and 30 characters.
Make your password hard to guess to ensure
wour account is well protected. Best practice
calls for mixure of numbers and letters.
Passwords are case sensitive.

Password can contain letters, numbers, dasf
"-%, underscore ©_" and dot "." symbols

Exarrple of a good password gwMEaBriak
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