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GUIDE - ASSIGNING LEGAL INTERPRETING ORDERS

1. Go to Order Control Center

Once an assignment is broadcast, move on to the Control Center of
the order.

Tip: Another way to get to the Control Center is to click Assign Interpreter.
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e DETAILS
o You will be the details tab open up. Review it before moving on to the next step.

@ COMNTROL CENTER 2 ASSIGNMENT #100181

ASSIGN INTERPRETER RESCHEDULE BROADCAST

MODALTY QOS5I
SERVICE  Afrikaans
DATEANDTIME - September 27, 2022 at £:15 AM ({Pacific Time Zone) Estimated enc time 9:15 AM (3:00)

CUSTOMER  AAA J Metro Litigation Los Angeles = AAA [/ Metro Litigation Los Angeles Mortherm CA
Rates

LOCATION 11400 West Clympic Boulevard, 2nd Floor, Los Angeles, CA 90064
DESCRIPTION  Test
REQUESTER  James Haderlein

SCHEDULED  September 27, 2022 at 12:08 PM by Gaoriela Garcia (Ms.)
800.201.7121

WENDOR GENDER  Meutral

ACCOUNT NOTES
SERVICE ACCOUNT MOTES
BILL TO ACCOUNT NOTES

Q-TAGE ADMIMNISTRATIVE CERTIFIED

CAMCEL ASSIGNMENT m RESET COORDINATES
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2. Choose an Interpreter from Available Tab
Click the Available tab.

e AVAILABLE
o This shows you the interpreters that are available, meet the criteria, and who responded to the
broadcast that went out notifying them of the available assignment (i.e. Assignment Offer email).

* Important * Be sure to check the profit margins to choose the best interpreter option. Profit margins
should be above 40% and typically, the higher the better, while not compromising quality. In essence, it
is better to choose someone who can provide a quality service (and has a good internal rating) than
someone with a low rating even if the profit margin may be higher.

E'h. -
Avetizyan, Magoalina o 516667  46%

LI‘A.
Basmadjian, Yartouni - 12500 60%

LIA -
Baoshyan, Liliya N 166,67 A46%
=

LIA -
Darakjian, Maral . 1667 62%

LD. -
Derpetrossian, Alen = 510834 63%

LI‘A.
Galingo, Test Lourdes o 15000 52%

o =
Kaszabian, Arpi - ‘toco 100%

LIA
Knadjadorian, Marla . £35.00 T2%
=

LIA -
Markosian, Tamar N 518334 41%

LD. -
Meekay, Mary : o L0000 52%

3. Assign Interpreter

Click "ASSIGN" to confirm your interpreter selection.

e STATUS OF VENDOR
o Once you assign the interpreter, their name will be grey and there will be a red line on the left.

See the example:

* Once assigned, the interpreter will receive an assignment confirmation email *
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4. Verity via Journal

Review the Journal to confirm that assignment paperwork was sent to
interpreter you assigned.



GUIDE - CANCELLING ORDERS (TIMELY CANCELLATION)

* Please note that the following example is for a timely cancellation. For late cancellations, please see document

"Guide - Cancellation Options." *

1. Open Calendar

Navigate to Schedule tab and go to the date of the assignment you
want to cancel.
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2. Select Cancel

Hover over the assignment you want to cancel. This will open the

Order Ribbon with the Cancel shortcut.
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3. Confirm Cancellation

Click "proceed" to confirm that you want to cancel the order.



CANCEL ASSIGNMENT 100154

WARNING: To cancel assignment #1007134 click PROCEED button. Click CLOSE
button to retum to the previous task.

Notice how the assignment corner code color changes to charcoal grey.

4. Verify via Journal

Once cancellation was submitted, check the Journal to verify that the
change was recorded and that the client and vendor received
cancellation notification emails.

Bonus Tip

Need to restore the assignment? You can do that by hovering over
the assignment and clicking "Restore." You will get the following pop-
up. Continue to restore the assignment.
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CONARM TO RESTORE ASSIGNMENT #100181

Please confirm to restore assignment £100181.

Press CONTINUE button to proceed or click CLOSE to retum to
the previous screen.

| conmwe Jf aose |

Once restored, you will see the notes on the restored assignment in the Journal Entries.

* Please note that you will need to broadcast and assign the interpreter for the order again. *

You can see an example below of an order that was restored. Check the Journal notes as a reference for all

touchpoints in the order. You can also reference the Notifications inbox in Outlook as another resource for

touchpoints.

@ CONTROL CENTER :: ASSIGNMENT #100181

DETAILS ASSIGN INTERPRETER AVETISYAN, MAGDALINA RESCHEDULE BROADCAST

MODALITY OS5I
SERVICE  Armenian
DATE AND TIME September 27, 2022 at 6:15 AM (Pacific Time Zone) Estimated ena time 5:15 AM (3:00)

CUSTOMER  AAA / Metro Litigation Los Angeles = AAA / Metro Litigation Loz Angele: Nortnem CA
Rates

LOCATION 11400 West Olympic Boulevarg, 2na Floor, Los Angeles, CA 90064
DESCRIPTION  Test
REQUESTER  James Haderlein

SCHEDULED  September 27, 2022 at 1208 PM by Gabriela Garcia (Ms.)
800.201.7121 GaprielaG@cis-inc.com

VENDOR GENDER ~ Neutral

ACCOUNT NOTES
SERVICE ACCOUNT NOTES
BILL TO ACCOUNT NOTES

INTERPRETER  Avetisyan, Magdalina
§18.2566142 2% magoalina @socglobalnet

Q-TAGS ADMINISTRATIVE CERTIFIED

PAPERWORK RESEND PAPERWORK REMOVE INTERPRETER
=

Journal Entries For Assignment #100181
Qa@a=Mm 't0o0®

Gabriela Garcia Sep 27, 2022 at 105 pm

Continental Interpreting

Assignment is restored

Schedulelnterpreter ® Sep 27, 2022 at 1252 pm

Sl

-+
Automatic

Cancellation notification is sent to Magdalina Avetisyan

@ E Gabriela Garcia Sep 27, 2022 at 1251 pm

Continental Interpreting

Assignment is cancelled using Less than 48 hours Cancellation
policy.

@ E Gabriela Garcia Sep 27, 2022 at 12:51 pm
Continental Interpreting

Assignment is cancelled

Schedulelnterpreter ® Sep 27, 2022 at 12:48 pm
Sl [ P p
>

Automatic

Paperwork with details is e-mailed to Magdalina Avetisyan
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GUIDE - RESCHEDULING ORDERS

1. Open Calendar

Navigate to Schedule tab and go to the date of the assignment you
want to reschedule.
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2. Select Reschedule

Hover over the assignment you want to reschedule. The Order
Ribbon with shortcuts will then be visible. Select the Reschedule
function. This will open the Order Control Center.
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3. Go to Reschedule Tab in Control Center



Click the Reschedule tab.

@ CONTROL CENTER = ASSIGNMENT #100201

DETAILS ASSIGM INTERPRETER RESCHEDULE BROADCAST

CURRENT DATE AND TIME  December 28, 2022 at 11:00 AM [Pacific Time Zone)
Estimatsd end time 2:00 PAM (3:00)

NMOATE [ oee v |22 v [0z |

Om O
RESCHEDULE

4. Enter Reschedule Details

Enter the new date and time information before clicking Reschedule.

@ COMNTROL CENTER = ASSIGNMENT #100201

DETAILS ASSIGMN INTERPRETER RESCHEDULE BROADCAST

CURRENT DATE AND'TIME  Decemper 28, 2022 at 11:00 AM (Pacific Time Zone)
Estimated end time 2:00 P [3:00)

NEWDATE  [an o] 2t v [2022 |

Om @

5. Click "Reschedule”

6. Verity via Details & Journal
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Check the Details tab and Journal to confirm the change was entered
properly and that the client and vendor received reschedule
notifications.



GUIDE - DISALLOWING INTERPRETERS IN VENDOR
CENTER

* The following steps are only available to Admin Users. *

1. Go to Vendor Center

In the Tools and Settings tab, select Vendor Center on the left.

CHEDUL ACCOUNTING |
= v '_ L]
B s i @ [
et Compliance trol  Commm e
=nter

Acoount cemer

‘Vendor center

Consumer center 1

DATA EXPORT 0 To add or update venc
LABS

2. Select a Vendor

Click Edit to open the vendor's profile.

(LLC. Joye - Signing Resources & Interpreters 10000 Wancouver, WA 98663 B77.512.2246 cell reguest@signingresources.com
Abdallah, Mona Asad 10001 Garden Grove, CA 92841 413.533.9366 el menaajess@yanoo.com
Abdelfattan, Mabil 10002 Richmond |, CA 94804 510.917.2040 cell nabil sbdelfattah@soeglobal.net
Abe, Akiko 10002 Sherman Oaks, CA 91403 310.415.8048 cell amr2@acl.com
Abou-5aada, Raji 10004  Fullerton, CA 92832 T14.213.1730 cell rsaada367 @yahoo.com
Abraha, Senait 10005 Livermore, CA 94551 408.786.4336 cell venaaron@gmail.com
Abraham, Ermias 10006 Las Vegas, MV 89123 7024278215 cell aermias23@yahoo.com
AT EE 10007  Saratogs, CA 95070 ADBABITHIO cell  iav@pacbellnet m
Absi, Arlette 10008 Pazadena, CA 91104 626.616.6542 cel arletteabsi@yahoo.com
Abugherir, Janan 10009 Riverside, CA 92306 951.660.1023 cell Jjananl227 @yahoo.com
Aronian Gaianss 10011 Wan Muvs CA 01401 B1B A00 04 cal armenian@llMamail com o

3. Update Exclusion List

In the Exclusion List tab, select Disallow. Then, select those accounts
you do want to disable for the vendor. Once saved, this will prevent
the vendor from receiving Assignment Offer emails for orders from

3
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the client account checked.

— L

GEMERAL PROFILE :: TAX ID = PASSWOCRD TIME OFF SmartlD™ SKILLS RATES AND INVOICES

EXCLUSION LIST VENDOR MOTES

0 Using checkboxes, select accounts to prevent or allow vender to provide
services to. Use following rules to configure vendor's profile.
Allow - will allow vendor to provide services to selected accounts, vendor
will not be able to provide services to any newly added accounts.
Disallow - will prevent vender to provide services to selected accounts,
vendor will be able to provide services to any newly added accounts.

Allow Iﬂ Disallow

PERMISSION

SELECT ACCOUNTS

Corvel Corporation - Concord
2 Karen D Wood and Associates Attorneys At Law - San Diego
3 Karen D. Wood and Associates Attorneys At Law - Veritext Southern CA Rates
4 A+ Court Reporters Pasadsna
I AAAJ Metro Litigation Los Angeles
] AAA J Metro Litigation Los Angeles Morthern CA Rates
AAA [ Metro Litigation Los Angeles 005 Rates

] AAA J Metro Litigation Los Angeles Soutnemn CA Rates

U
m
m
2]
i

OUdouogon

SELECT ALL CLEAR SELECTION m

4. Save

Finally, click save to update the Account setting in the system.
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GUIDE - ADDING JOURNAL NOTES IN CONTROL
CENTER

1. Open Calendar & Look for Assignment

Navigate to the assignment to which you wish to add notes.
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Total assignments: 0

| January v| | |

SHOW CALENDAR

2. Select Journal

Hover over the assignment and select "Journal."
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3. Click the + to add a new entry.

When you click the +, you will see a field where you can enter your
entry.

Journal Entries For Assignment #100153

S. IF1I Schedulelnterpreter ® Jun 30, 2022 at 11:08 am

Automatic

Broadcast: new request is sent to Mona Asad Abdallah.

S. IF1I Schedulelnterpreter ® Jun 30, 2022 at 11:07 am

Automatic

Broadcast: new request is sent to Mona Asad Abdallah.

4. Select if you want to share the update with
vendor, requester, etc.

* Skip this step if not applicable. * This will only apply to users who have portal access. Note that this does not send

an automatic notification to whomever you are sharing the note with.



[ ] share with vendor [ | Share with requester [ | Include in invoice [_] Include in reminder

5. Save your Journal Entry

Click "save" to enter the Journal Entry in the system.

You can also easily access the Journal in the assignment Control Center, where you can see all the details related to

the order/assignment. Below is an example. Click either the "Journal" button or the + sign to enter notes.

@ CONTROL CENTER :: ASSIGNMENT #100153 Journal Entries For Assignment #100153
ASSIGN INTERPRETER RESCHEDULE BROADCAST Q& a= @ I .
MODALITY VIS
SERVICE  Aranic @ E Gabriela Garcia Feb 9, 2023 at 2:46 pm

Continental Interpreting
DATEANDTIME  June 30, 2022 at 1:00 PM (Pacific Time Zone) Estimated end time 3:00 PM {2:00) )
test journal entry

CUSTOMER  Zero.2 Test

BILLRATE % 75.00

Sl " Schedulelnterpreter ® Jun 30, 2022 at 11:08 am
COMFERENCE PLATFORM  Zoom AuiDematic
LOCATION 1901 Avenue of the Stars, Suite 935, Los Angeles, CA 50067 Broadcast: new request is sent to Mona Asad Abdallah.
DESCRIPTION  test
REQUESTER Gali surdesg@cis-inc.com n 37 e
REQUESTER  Lourdes Galindo & lourdesg@cis-inc.c S| , Schedulelnterpreter® Jun 30, 2022 at 11:07 am
Automatic

SCHEDULED  June 30 at 10:14 AM by Support Desk

800. 21 scheduleinterpretertesting@outlock.com

Broadcast: new request is sent to Mona Asad Abdallah.

WEMDOR GEMDER ~ Meutral

CANCEL ASSIGNMENT m RESET COORDINATES 20 0 10
- Sl "__1| Schedulelnterpreter ® Jun 30, 2022 at 11:06 am

Automatic

Broadcast (custom) is sent to Mona Asad Abdallah.
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GUIDE - ENTERING LEGAL INTERPRETING ORDERS

1. Open the Order Intake Form with "Schedule
Interpreter”

Under the Schedule tab, you will see Scheduling Tab Menu. Select
"Schedule Interpreter" to get started on an order.

SCHEDULE ACCOUNTING TOOLS AMD SETTINGS -4
— — — E—
I L ; - " e
| - 2 ; — =
i el ¥ =Q (L L E Gl - oy "-VC\
Today Scheoule Find Journal 50 siConnecior  Glance  Time off Fina

interpreter | assignment  report repart schedule vendor

2. Client Details

Move on to the Request Details tab. Fill out the client information.
o REQUESTER

o Who is the Requester? The Requester is the main account that placed the order. This could be any of the
following: court reporting company, law firm, school district, etc.

In the text box you can key in the name (you may key in a portion of the account name).

REQUESTER | Todd Qlivaz & Associates Court Reporters Murriets 1 7483 hd |

REQUESTER NAME

ADD REQUESTER

If the client does not auto-populate within this tab go to the LOOKUP tab to search by additional criteria.

Follow the instructions below to add a new requester for an account.

SET AS REQUESTING ACCOUNT SET AS SERVICE ACCOUNT SET AS BILL TO ACCOUNT

o Need to add a new Requester? If the contact who placed the request is not listed Accounts click the
"ADD REQUESTER" button. Key in the following details then click "ADD AND SELECT."
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MEW REQUESTER

CECUmT w

FIRST HAME
LAST MAME
USER TYPE -

E-MAIL

e SERVICE ACCOUNT

o What is the Service Account? The Service Account is the one that will receive the service; the end client,
usually the law firm. If the law firm sent a request, the service account is the law firm. Under Service
Account, you will indicate the name of the handling attorney.

In the text box, type the name of the law firm and/or the handling attorney's name.
* Important * It is necessary to select a parent account (blue dot) at this point.

Service Accounts always have a blue dot and must be selected here for the order to be entered properly.

AAA J Suprogation Unit Costa Mesa 5002

AAA J Subrogation Unit Costa Mesa  AAA / Subrogation Unit Costa Mesa Morthern CA Rates : 10004

e BILLING ACCOUNT

o What is the Billing Account? This is the account that will receive the invoice for our services.

o Select the "BILLING ACCOUNT" box whether billing a insurance company or the law firm directly. Once
that box is selected the a drop down menu for the Bill To Account will appear.

o When we need to bill a third party, such as an insurance company, the billing account is the insurance
company. If we are not billing a third party (i.e. insurance company), you will use the law firm's
subaccount (i.e. Law Firm - Southern CA Rates).

o You must choose an account with Rates for their rates to be entered for invoicing.

In the text box you can key in the Insurance Company name. Can't find an adjusters or billing contact name?

Use the LOOKUP tab to search for an adjuster.

BILLING ACCOUNT

BILL TO ACCOUNT | AP

BILL TO PERSON |ﬁ|

* Important * It is necessary to select the correct subaccount under the parent account. Below you will see the

parent account (blue dot) and the subaccount that shows the rates that are to be billed (grey dot).

Billing Accounts always have a grey dot and must be selected for the correct rates to pull up at the time of

invoices.

AAA / Suprogation Unit Costa Mesa = 5002

AAA J Subrogation Unit Costa Mesa : AAA / Subrogation Unit Costa Mesa Morthern CA Rates : 10004
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3. Assignment Details

Fill out the order information.
o TYPE OF SERVICE (ON-SITE OR REMOTE)

o Select the button that indicates what the client requested.

For on-site interpreting, use OSI, which stands for On-site Interpreting.

TYPE OF SERVICE 6 a0

For remote interpreting use VIS, which stands for Virtual Interpreting Service.

TYPECFSERVICE (7 oo (@) vis

Please note: later in the order form, you will need to select the conference platform if the order is for a remote

interpreting assignment.

o ASSIGNMENT DATE

o Use the dropdown or the calendar to select the date of service.

ASSIGNMENT DATE [12 ~| z0z2 |

e START TIME

o Use the dropdown or key in the start time.

o Select the button for AM or PM.
START TIME |ﬁ| |ﬁ| () am (@) e

e ESTIMATED LENGTH

o Use the dropdown or key in the start time.

* Important * Be mindful of the duration while maintaining half day and full day hours. You will need to pay

close attention to the assignment type when properly entering the duration.

e LANGUAGE

o Keep English as the source and enter the language requested as the target language.
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LANGUAGES | Englisn v‘ v‘
= _ a

Afgnani

ASSIGNMENT TYPE Afrikaans

Alpanian

CONFERENCE DLATFORM — | American Sign Language
Amnaric

Arabic

NTERPRETER GENDER

(@)

) Female d Aramaic
Armenian
CASENAME [ | Assyrian

= — Azerpaijani -
Bajo
Banglagesh
Bantigos
LEP NAME Belarusian
Bengali —
Bosnian
CASENUMBER [ | Bulgarian

— Burmese

Cambodian -

5
ILE NUN 1

8 EE TYBE
CASETYPRE

ASSIGNMENT TYPE

o Format of selection will be Calendar Type+ Assignment (example: Spanish Legal:: Deposition).

CASE NAME

o Fillin Case Name by only capitalizing the proper names (example: Smith vs. Starbucks).

LEP NAME, CASE NUMBER, FILE NUMBER, DATE OF LOSS/INJURY

o Fill these in as needed.

LOCATIONS

o Use the dropdown or key in a portion of the address.

* Important * Remote Interpreting (VIS) orders must indicate the Virtual Interpreting Service under Locations.

Virtual Interpreting Service - VIS, VIS -

e NOTES FOR INTERPRETER

o Include important or additional notes for the interpreter.

e INTERNAL ORDER NOTES

o Add any notes you want to be visible for staff.

4. Interpreter Qualifications

Fill out interpreter requirements.
o SELECT TAGS

e (lick any tags to tell Schedulelnterpreter what type of interpreter the assignment needs. When a tag is
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selected, it will turn blue.

TAGE ATA CERTIFIED ADMINISTRATIVE CERTIFIED BACKGROUND CHECK CCHI NBCMI MEDICAL CERTIFIED

COURT CERTIFIED = COURT REGISTERED EDUCATIOMN NIC QUALIFIED RID

5. Submit

Click submit to complete order entry.

You will see the order confirmation afterwards. See example below.

When you see this screen, it means that the Client Confirmation email has been sent to the client who placed the

order (Requester).

Next we will move on to broadcasting and then, assigning the order.
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ECONTINENTALI
M INTERPRETING

L CIS No.: 100156

4 15 16 17 18 16 20
21 22 23 24 35 26 27 REQUESTER DETAILS
= MName: Renan Alvarado Phone Number:

Email Address:

Company: ALA

1 2 3
ATTORNEY DETAILS

4 5 & 7 & 9 10
S _ i Handling Attorney: | Renan Alvarado /\

12 12 14 13 18 17
[, Law Firm: AAA etro Litigation Los Angeles - AARA
3 19 21 22 23 24 .

Phone Mumber:

et R

e DEmEeE = Client: AAA f Metro Litigation Lgs
Mantn fear Adjuster:
January i | | | Address:

State, Zip Code: C(

Claim/Policy

Mumber ss/Insury

SHOW CALENDAR

Case Mame: est v Test LEP Name:
Date: August, 2022 %7 Time:
Duration: 400 Type of Assignment: |Exotic Legal and Medical :: Mediation

Language: Afghan

Case type:

Location Mame: JOHM PRICE LAW FIRM LLC

hley Phosphate Road, Morth Charlteston, 5C 29418

L

A5

Location Address: |304

Assignment Motes:




GUIDE - CANCELLATION OPTIONS

1. Go to Order You Want to Cancel

Once you click "Cancel" you will get the following options: Use Policy,
Cancel, and Cancelled billable.

If you do not see the three options, the Account settings may need to be updated in Account Center.

* Do not use the following Policy option until you have received the greenlight. For now, disregard this option. *

CANCEL ASSIGNMENT 400892

WARNING: Lass than 48 hours Cancellation is preventing this appointment from
being cancelled. Use options below to select how to process this cancellation.

MOTE: when Cancel option is selected, no other transactions, such as reschedule,
customer inveoice or vendor compensation are possible.

(@) Usepolicy ( ) Cancel [ ) Cancelled Gillable

===

2. Select an Option from "Cancel" or "Cancelled
billable"

Select Cancel for a Timely Cancellation.

This will cancel the order/assignment and will not transfer any of the order information over to the Accounting

Review Center, meaning Accounting will not be able to bill the timely cancellation.

CANCEL ASSIGNMENT 400892

WARNING: Lass than 48 hours Cancellation is preventing this appointment from
being cancelled. Use options below to select how to process this cancellation.

MOTE: when Cancel option is selected, no other transactions, such as reschedule,
customer invoice or vendor compensation are possible.

() Usepclicy (@) Cancel ( ) Cancelled billable

(== [=]

Select "Cancelled billable" for Late Cancellations where we will bill the
client.

The interpreter can bill and the client will receive an invoice.


https://cis-docs.scheduleinterpreter.com/uploads/images/gallery/2023-08/image-1691538661726.png
https://cis-docs.scheduleinterpreter.com/uploads/images/gallery/2023-08/image-1691538677413.png

CANCEL ASSIGNMENT 400892

WARNING: Lass than 48 hours Cancellation is preventing this appointment from
being cancelled. Use options below to select how to process this cancellation.
MNOTE: when Cancel option is selected, no other transactions. such as reschedule,
customer inveoice or vendor compensation are possible.

[ ) Usepolicy ( ) Cancel (@) Cancelled Gillable

D No compensation I:\ Mo invaice
[ procen J close |

Select "Cancelled billable" and "No compensation" for Late
Cancellations where we will not pay the vendor (interpreter).

If the interpreter informs you that they will not bill for the late cancellation of an assignment, the "No

compensation” selection will tell the system to not expect an invoice for the interpreter's services.

CANCEL ASSIGNMENT 400892

WARNING: Less than 48 hours Cancellation is preventing this appointment from
being cancelled. Use options bekow to select how to process this cancellation.

MOTE: when Cancel option is selected, no other transactions, such as reschedule,
customer invoice or vendor compensation are possible.

() Use policy (

Mo compensation D Mo imeoice
| rrocen J cost

) Cancel (@) Cancelled billable

Select "Cancelled billable" and "No invoice" for Late cancellations
where we will not invoice the client (i.e. Non-billables).

Some clients have policies that do not allow us to bill them for Late Cancellations. When the cancellation is a Late
Cancellation, we are expected to pay the vendor (interpreter), but we cannot invoice the client. In this case, you will
need to select the following. This scenario where we lose money because of the above combination is also known

as a "Non-billable."

CANCEL ASSIGNMENT 400892

WARNING: Lass than 48 hours Cancellation is preventing this appointment from
being cancelled. Use options below to select how to process this cancellation.

MOTE: when Cancel option is selected, no other transactions, such as reschedule,
Customer invoice or vendor compensation are possible.
() Usepdlicy { ) Cancel (@) Cancelled billable

D No compensation Mo invoice
[ proc=> J close |
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3. Click "Proceed" to Record Your Cancellation

4. Verify via Journal

Once cancellation was submitted, check the Journal to verify that the
change was recorded.



GUIDE - REMOVING AN INTERPRETER FROM AN
ASSIGNMENT

1. Go to Order Control Center

Go to the Control Center of the order.

neoule rinec o off
T prete el &
£ 2033 -
== 1 o 1 0 reovro 0 0 =a 0 D
L ASSIGMN R APPR:
2
_____ g1
e 00181 ARMEN s ‘ v
AL/ Wgro Lz n Los o ARA S
Metro Litigation ngeles Northern CA
Rates
| 91400 West Clympic Bou Floo
. Lo Angeles CA 20082
ooer 2022
HOT MED

2. Select "Remove Interpreter” in Details tab.



SSIGM INTERPRETER AVETISYAM, MAGDALINA RESCHEDULE BROADCAST

MODALTY  QOSI
SERVICE  Armenian
DATE AND TIME  September 27, 2022 at §:13 AM (Pacific Time Zone} Estimatad ena time 15 AM (3:00)

CUSTOMER  AAA / Metro Litigation Los Angeles = AAA [/ Metro Litigation Los Angeles Morthern CA

Rates
LOCATION 11400 West Olympic Boulevard, 2nd Floor, Los Angeles, CA 90064
DESCRIPTION  Test
REQUESTER  James Haderlgin

SCHEDULED  Septemiber 27, 2022 at 12208 PM by Gabriela Garcia (Ms.)

800.201.7121 GabrielaG®cis-inc.com

VEMDOR GEMDER  Mewtral
ACCOUNT MOTES
SERVICE ACCOUMT MOTES
BILL TO ACCOUNT NOTES
MTERPRETER  Awvetisyan, Magdalina

818.256.6142 magdalina@®sbcglobal net

0-TAGS ADMIMISTRATIVE CERTIFIED

PAPERWORK RESEND PAPERWORK

T

REMOVE INTERPRETER

CAMNCEL ASSIGNMENT

e REMOVE VENDOR POP-UP

The following pop-up will appear. Click "Remove Only" if you would like the interpreter to remain available. If you

would like the system to know that the interpreter is Not available, select "Remove and Change Status."

Once you remove the interpreter, you can reassign to anyone from the Available tab again.

REMOVE VENDOR

To remove vendor without changing the status click REMOVE ONLY button.
To remove vendor and change the status to Not available click REMOVE
AMND CHAMNGE 5TATUS button or dick CLOSE button to return to your
previous task.

NOTE: change of status only affects assingment(s) with vendor status listed as
VAILABLE.

REMOVE ONLY REMOVE AND CHANGE STATUS m

* Note that the interpreter you initially removed will not receive a notification that they have been removed. You

will need to confirm with them manually by email that they have been removed. *

3. Verity via Journal

Once interpreter has been removed, check the Journal to verify that
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the change was recorded.

4. Proceed to Assigning Replacement

Your assignment is open (not assigned) again.

You may need to rebroadcast the assignment to send out Assignment
Offer emails to interpreters who qualify for the assignment. You will
then proceed to cover the assignment as usual.



GUIDE - BROADCASTING LEGAL INTERPRETING ORDERS

1. Navigate to Broadcast Buckets (Sidebar)

Go to the Sidebar on the bottom left of the screen in your Dashboard
View.

ACCOUNTIM

1 2
3 4 5 6 H a g
o M 12 13 14 15 16

7 18 19 200 21 22 23

24 25 26 27 28 29 30

4 9 10 1M 12 13 14
15 16 17 18 18 20 21
22 23 24 25 26 27 28
20 30 3

2. Select Broadcast Queue Bucket

This is where you will usually go to broadcast your orders and send
out Assignment Offers.
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Today Scneoule Find
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Total assignments: 405

October 2023
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123 4 5 & 7
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13 16 17 18 19 20 2
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26 30 3

Ready for review: A7/24.

. Broadcast queus: 137 .

Mo response: 21

Ne platform link:

3. Review the Queue

Look for your orders that need to be broadcast in the queue.

4. Select and Broadcast

Select the Order you want to broadcast, meaning you want to send a
notification that the assignment is available.



BROADCAST QUEUE

D Modality
()| 4me2a | osl
400717 | VIS
(]| 400481 sl
(] 4mze | oSl
()| 200867 @ WIS
(| 40334 wis
| 4me2s | wis
(| 4om4z | osl
| 40347 | WIS
()| 40636 | osl
| 4o0en | wvis
| 40796 | WIS
O] 4m3 | s
(] 400671 VIS
()] <0038 wIs
(]| 400702 | wIs
()] 200336 @ WIS
(] 400736 | WIS
()| 200882 | WIS
(| 4ome4 | wis
(| 4087 | WIS
(| 4merw | osl
= P

EI K

5. Broadcast Selected

On the lower right corner of the Broadcast Queue, select "Broadcast
Selected.”

This will broadcast the order and an Assignment Offer email will be
sent to the interpreters who qualify for the assignment.

SELECT ALL [] CLEAR ALL m BROADCAST SELECTED ]
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GUIDE - CREATING PARENT ACCOUNTS

* The following steps are only available to Admin Users. *

1. Go to Tools and Setting Tab

Navigate to the top menu in Schedulelntepreter.

SCHEDULE ACCOUNTING | TOOLS AND 5E'TIr~.GS| o

— — — — -

| - --l—ﬂ_ ; = s »
i- Ead = O : L Sl b D wMg
Today

Schedule Fina Journal  Incident siConnector  Glance  Time off Find
interpreter  assignment  report report schedule vendar
< September 2023 = <Ep TOTAL o
Su Mo Tu We Th Fr Sa 14 2023 4 5 O
1 2
3 4 5 6 a g £
o Ho1z 13 m 1398 201714 - |EE Mandarin
I7 18 19 20 31 23 3 Veritext Los Angeles : Los Ang..
24 25 26 27 28 29 30 401953 ¢ Punjabi J
e — Murchison & Cumming, LLP Lo...

2. Navigate to Account Center

View the sidebar menu under Accounts and Users.

SCHEDULE ACCOUNTING TOOLS AMD SETTINGS |
1 P
2 o | () PY
My settings Compliance  Control  Communication Mew ]
center center cemter account  inte

ACCOUNTS AND USERS

Acoount cemer

‘Vendor center 732

Consumer center 1

DATA EXPORT
LABS

e QUALITY CONTROL CHECK

Key in the name of the account you will be adding before adding the account. This is to double check that the

account is not already in our system and will prevent any duplicates. If nothing comes up, proceed to the next step.



‘ ACCOUNT CENTER

ACCOUNTS FIND USER MY SETTINGS GLOBAL SETTINGS

LIST OF ACCOUNTS |

ADD NEW ACCOUNT CHANGE DEFAULT SETTINGS
COMTIMEMTAL INTERRPRETING QUICKBOOKS ONLINE SYNC
QBO 5YNC

3. Select Add New Account

* Tip: Gather all account information ahead of time to make this step more efficient *

‘ ACCOUNT CENTER

ACCOUNTS FIND USER MY SETTINGS GLOBAL SETTINGS

o To add or update account's information click EDIT button on the right side of the row.

LIST OF ACCOUNTS |

ADD NEW ACCOUNT

wUILADUURS rLie 371G

CHANGE DEFAULT SETTINGS

COMTIMNENTAL INTERPRET
QBO S¥NC

4. Fill Out Necessary Fields

* Do not click on Sub Account *



ACCOUNT CENTER

ACCOUNTS CORVEL CORPORATION - CONCORD FIND USER ADD MEW ACC
w3

ACCOUNT NAME
masst be at baast 3 characters

ACCOUNT MAME

QUICKBO0KS

ACCOUNT ALIAS MAME

ACCOUNT TYPE

COUNTRY

STREET ADDRESS

SUITE. BUILDING, FLOOR

Ty

STATE

ZIP CODE

TIME ZOME

LOCATION IS OBSERVING

DAYLIGHT SAVING

NT | MY SETTINGS

GLOBAL SETTINGS

| United States L |

e ACCOUNT NAME
o Enter the name and city with a dash as a separator (Example: Account Name - City)
e ACCOUNT NAME QUICKBOOKS

o This will be generated automatically and should remain blank. Disregard unless instructed to overwrite

the default.

e ACCOUNT TYPE
o Choose an option that states the type of organization only (not including "Rates" or other information),

such as "Law Firm," "Insurance Company," "School District," or "Court Reporting Agency."

e COUNTRY

o By default, this will be United States.
e ADDRESS INFORMATION

o Fill out street address, suite, building floor, city, state, zip code

e TIME ZONE

o Be sure to select the correct time zone as clients could be in other time zones.
e | OCATION IS OBSERVING DAYLIGHT SAVING

o This is checked by default. Leave as is unless instructed to change.

4. Submit

5. Navigate to Users Tab

You will add Users (Client Contacts) in the following tab. This is the
only place where you can manage Users (i.e. Requester, Attorney,

etc).



ACCOUNT CENTER

ACCOUNTS PORTERS, INC. FIND U3ER

MY SETTINGS GLOBAL SETTINGS

GEMERAL LOCATIONS I USERS I ACCOUNTIMNG AMD FINANCE

LIST OF SERVICES

RATES - POs AND BUDGETE :: POLICIES ACCOUNT MOTES

TAGS

SETTINGS

On the Spot

Flawless Analytics

=

To add a new user, select Add New User.

ACCOUNT CENTER

ACCOUNTS NOTED REPORTERS, INC

FIND USER

ADD MEW ACCOUNT

MY SETTINGS GLOBA

GEMERAL LCCATIONS

ACCOUNTING AND FINANCE

LIST OF SERVICES RATES = POs A

CERS

LIST OF

SCHEDULING DEPARTMENT

USERS

| Department. Scheduling @ Manager (36323)

- |

ADD NEW USER

=

M5 TEAMS USERS |

- |

The following is an example of a completed User profile with all the necessary fields and correct formatting.

ACCOUNT CENTER

GLOBAL SETTINGS

ACCOUNTS MOTED REPORTERE, INC | FIMD UZER MY SETTINGS
GEMERAL LOCATIONS ACCOUNTING AMD FINAMCE

LIST OF SERVICES

RATES = POs AMD BUDGETS = POLICIES

ACTOUNT MOTES

TAGS

SETTINGS

LIST OF USERS SCHEDULING DEPARTMENT |

SALUTATION

FIRST NAME

Scheduling
LAST MAME | Department
OCCURATION |

ADDRESS [ 27201 Pusrta Real, Suite 130

SUITE, BUILDING, FLOOR

cmy | Mission Vigjo
ZIP CODE

PHOME NUMBER

MOBILE PHOME NUMBER

SAVE PROFILE CLOSE

USER NAME

scheduling.department

USER TYPE

Manager R

ACCESS CODEOR

REQUIRES APPROVAL

|
O

E-MAIL Calendar@notedreporters.com

SEMD E-MAILS
USE FOR IMPORTED D
ASSIGHNMENTS

e |

TIME ZONE

LOCATION IS O352RVING
DAYLIGHT SAVING

PROFILE STATUS

e FIRST NAME, LAST NAME, ADDRESS, CITY, STATE, ZIP CODE, PHONE NUMBER

o Fill this out as usual

o You will notice in the example above, that the User profile that is used for a Department here is the

Scheduling Department.
e USERNAME

o Follow this format: first name.last name (i.e. "scheduling.department” for the example above)

e USER TYPE

o Always enter "Manager" for
e EMAIL & SEND E-MAILS

o Enter the email as usual

the User Type.

) Confirm atlogin [ ) Activatea [ | Blockea [ | Deactivated
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o Be sure to select "Send E-mails" or the User will not receive automated notification messages from SI.
TIME ZONE

o Fill out as usual.

LOCATION IS OBSERVING DAYLIGHT SAVING

o This is checked by default. Leave as is unless instructed to change.

PROFILE STATUS

o Choose "Confirm at login"

PASSWORD SETTINGS

o You will need to set up a password for the new account.

o Copy/paste the following into both Password and Confirm Password fields: Si2023.onbrd

** After you review the above, you can click Save **

6. Review Settings (Documents and Conference
Platforms) Tabs

Navigate and complete the following to finish setting up the Parent
Account.

e DOCUMENTS > INTERNAL SERVICE REQUEST TEMPLATE
o For Calendar/Legal, confirm that this form is set to "Legal Interpreting"

ACCOUNT CENTER

ACCOUNTS {OTED REPCORTERS C FIND USER ADD MEW ACCOUNT MY SETTINGS GLOBAL SETTINGS

GEMERAL LOCATIONS USERS ACCOUNTING AMD FINANCE LIST OF SERVICES RATES = POs AND BUDGETS - POLICIES ACCOUNT NOTES TAGS

On the Spot Flawless Analytics

CUSTOM PAPERWORK OPTIONS SCHEDULE INTEGRATION BRIDGE VALIDATION CONFEREMCE PLATFORMS

« | rterpreter Assigament Confrmztion - Lega v|

e CONFERENCE PLATFORMS
o The following platforms will be added automatically: Google Meets, Microsoft Teams, RingCentral,
Zoom. Review that this looks good before saving your changes.



ACCOUNT CENTER

ACCOUNTS NOTED REPORTERS, INC FIND USER ADD NEW ACCOUNT MY SETTINGS GLOBAL SETTINGS

GEMERAL LOCATIONS USERS ACCOUNTING AND FINANCE LIST OF SERVICES RATES :: POs AND BUDGETS - POLICIES ACCOUNT NOT

DOCUMENTS CUSTOM PAPERWORK OPRTIONS SCHEDULE INTEGRATION BRIDGE VALIDATION COMFERENCE PLATFORMS L

BLATFORMS
Adobe Connect

U

All Access

amwell

Azcension Connect

Athena

AVA

BigBlu=Button

Blackboard Collaborate

Blue Jay Health

Blugleans

Jogodooggao

bluestream

RATEOPTION  [og) v

m CLEAR ALL SAVE CHANGES

6. Save Changes

You have completed setting up a Parent Account and can proceed to
created Subaccounts with Rates (this is a separate step).


https://cis-docs.scheduleinterpreter.com/uploads/images/gallery/2023-09/image-1694802686645.png

	SI TRAINING RESOURCES
	GUIDE - ASSIGNING LEGAL INTERPRETING ORDERS
	1. Go to Order Control Center
	Once an assignment is broadcast, move on to the Control Center of the order.

	2. Choose an Interpreter from Available Tab
	Click the Available tab.

	3. Assign Interpreter
	Click "ASSIGN" to confirm your interpreter selection.

	4. Verify via Journal
	Review the Journal to confirm that assignment paperwork was sent to interpreter you assigned.


	GUIDE - CANCELLING ORDERS (TIMELY CANCELLATION)
	1. Open Calendar
	Navigate to Schedule tab and go to the date of the assignment you want to cancel.

	2. Select Cancel
	Hover over the assignment you want to cancel. This will open the Order Ribbon with the Cancel shortcut.

	3. Confirm Cancellation
	Click "proceed" to confirm that you want to cancel the order.

	4. Verify via Journal
	Once cancellation was submitted, check the Journal to verify that the change was recorded and that the client and vendor received cancellation notification emails.

	Bonus Tip
	Need to restore the assignment? You can do that by hovering over the assignment and clicking "Restore." You will get the following pop-up. Continue to restore the assignment.


	FLOWCHART - LEGAL INTERPRETING ORDER ENTRY & SCHEDULING
	GUIDE - RESCHEDULING ORDERS
	1. Open Calendar
	Navigate to Schedule tab and go to the date of the assignment you want to reschedule.

	2. Select Reschedule
	Hover over the assignment you want to reschedule. The Order Ribbon with shortcuts will then be visible. Select the Reschedule function. This will open the Order Control Center.

	3. Go to Reschedule Tab in Control Center
	Click the Reschedule tab.

	4. Enter Reschedule Details
	Enter the new date and time information before clicking Reschedule.

	5. Click "Reschedule"
	6. Verify via Details & Journal
	Check the Details tab and Journal to confirm the change was entered properly and that the client and vendor received reschedule notifications.


	GUIDE - DISALLOWING INTERPRETERS IN VENDOR CENTER
	1. Go to Vendor Center
	In the Tools and Settings tab, select Vendor Center on the left.

	2. Select a Vendor
	Click Edit to open the vendor's profile.

	3. Update Exclusion List
	In the Exclusion List tab, select Disallow. Then, select those accounts you do want to disable for the vendor. Once saved, this will prevent the vendor from receiving Assignment Offer emails for orders from the client account checked.

	4. Save
	Finally, click save to update the Account setting in the system.


	GUIDE - ADDING JOURNAL NOTES IN CONTROL CENTER
	1. Open Calendar & Look for Assignment
	Navigate to the assignment to which you wish to add notes.

	2. Select Journal
	Hover over the assignment and select "Journal."

	3. Click the + to add a new entry.
	When you click the +, you will see a field where you can enter your entry.

	4. Select if you want to share the update with vendor, requester, etc.
	5. Save your Journal Entry
	Click "save" to enter the Journal Entry in the system.


	GUIDE - ENTERING LEGAL INTERPRETING ORDERS
	1. Open the Order Intake Form with "Schedule Interpreter"
	Under the Schedule tab, you will see Scheduling Tab Menu. Select "Schedule Interpreter" to get started on an order.

	2. Client Details
	Move on to the Request Details tab. Fill out the client information.
	REQUESTER
	SERVICE ACCOUNT
	BILLING ACCOUNT


	3. Assignment Details
	Fill out the order information.
	TYPE OF SERVICE (ON-SITE OR REMOTE)
	ASSIGNMENT DATE
	START TIME
	ESTIMATED LENGTH
	LANGUAGE
	ASSIGNMENT TYPE
	CASE NAME
	LEP NAME, CASE NUMBER, FILE NUMBER, DATE OF LOSS/INJURY
	LOCATIONS
	NOTES FOR INTERPRETER
	INTERNAL ORDER NOTES


	4. Interpreter Qualifications
	Fill out interpreter requirements.
	SELECT TAGS


	5. Submit
	Click submit to complete order entry.


	GUIDE - CANCELLATION OPTIONS
	1. Go to Order You Want to Cancel
	Once you click "Cancel" you will get the following options: Use Policy, Cancel, and Cancelled billable.

	2. Select an Option from "Cancel" or "Cancelled billable"
	Select Cancel for a Timely Cancellation.
	Select "Cancelled billable" for Late Cancellations where we will bill the client.
	Select "Cancelled billable" and "No compensation" for Late Cancellations where we will not pay the vendor (interpreter).
	Select "Cancelled billable" and "No invoice" for Late cancellations where we will not invoice the client (i.e. Non-billables).

	3. Click "Proceed" to Record Your Cancellation
	4. Verify via Journal
	Once cancellation was submitted, check the Journal to verify that the change was recorded.


	GUIDE - REMOVING AN INTERPRETER FROM AN ASSIGNMENT
	1. Go to Order Control Center
	Go to the Control Center of the order.

	2. Select "Remove Interpreter" in Details tab.
	3. Verify via Journal
	Once interpreter has been removed, check the Journal to verify that the change was recorded.

	4. Proceed to Assigning Replacement
	Your assignment is open (not assigned) again.
	You may need to rebroadcast the assignment to send out Assignment Offer emails to interpreters who qualify for the assignment. You will then proceed to cover the assignment as usual.


	GUIDE - BROADCASTING LEGAL INTERPRETING ORDERS
	1. Navigate to Broadcast Buckets (Sidebar)
	Go to the Sidebar on the bottom left of the screen in your Dashboard View.

	2. Select Broadcast Queue Bucket
	This is where you will usually go to broadcast your orders and send out Assignment Offers.

	3. Review the Queue
	Look for your orders that need to be broadcast in the queue.

	4. Select and Broadcast
	Select the Order you want to broadcast, meaning you want to send a notification that the assignment is available.

	5. Broadcast Selected
	On the lower right corner of the Broadcast Queue, select "Broadcast Selected."
	This will broadcast the order and an Assignment Offer email will be sent to the interpreters who qualify for the assignment.


	GUIDE - CREATING PARENT ACCOUNTS
	1. Go to Tools and Setting Tab
	Navigate to the top menu in ScheduleIntepreter.

	2. Navigate to Account Center
	View the sidebar menu under Accounts and Users.

	3. Select Add New Account
	4. Fill Out Necessary Fields
	4. Submit
	5. Navigate to Users Tab
	You will add Users (Client Contacts) in the following tab. This is the only place where you can manage Users (i.e. Requester, Attorney, etc).

	6. Review Settings (Documents and Conference Platforms) Tabs
	Navigate and complete the following to finish setting up the Parent Account.

	6. Save Changes
	You have completed setting up a Parent Account and can proceed to created Subaccounts with Rates (this is a separate step).



