FLOWCHART - LEGAL INTERPRETING ORDER ENTRY &
SCHEDULING

LEGAL INTERPRETING ORDER ENTRY & SCHEDULING

Phone
Call

4

Email - E-mail
Website Order (Direct)

%[ ]\f

iT d318

SMYLINI

Open
ScheduleInterpreter

Navigate to Tab Named
"Schedule Interpreter’

4

Add
Requesting
Account

4

@ Reguester will be a
blue dot (also known

as parent account).
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Service Account will

Add also be a blue dot.
Service Account
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The Billing Account
will always be an
account with "Rates”
in the name.

Billing Account

Add
Type of Service
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Add Dates, Time,
& Duration

Add
Target Language

Add
ﬁsmgnment Type

Add Case
Information
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Add Notes
(Interpreter
& Internal)

1

Add Tags of
Interpreter
Qualifications

1

Submit Order
in System

Double Check
Order Confirmation
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Dwration will affect billing;
Be mindful and careful
when entering this.

Case Information:

+ Casze Name ;
« File Number ™
« DOLDOI

Remaote Interpreting (VIS)
orders must indicate the
Virtual Interpreting

Service under Locations.
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“Revision #1
* Created Mon, Jul 31, 2023 2:13 AM by Gabriela Garcia
/" Updated Mon, Jul 31, 2023 2:13 AM by Gabriela Garcia

Navigate to
Broadcast Buckets

4

Select
Broadcast Queue

[

Check Assignment
to Broadcast

|8

Broadcast Selected
Assignment(s)

rder Control Cente

Review
Profit Margins &
Rating of Available
Interpreters

Select Interpreter
to Assign

Check Journal for any
important activity or
notes, if needed.
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