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.

W = O *
a Entering & Broadcastin... | Sched. X = §| Schedulelnterpreter and Pronto © X +
& C & securescheduleinterpreter.com/cis/cgi-bin/dna.cgi?action=home Q =2 % » 0O 2
E Plunet
SCHEDULE ACCOUMTING TOOLE AND SETTINGS a ‘Welcomne hs. Gabriela Garcia - Continental Interpreting
[— — = :— - - =
R BB B ™ | A E= R &% CONTINENTAL
Today Scnecule Find Journal =0 siConnector  Glance  Time off Fingd INTERPRET[NG
interpreter  assignment  report report schedulz verdor =
- Jlly 2022 > 1 o 1 oeen (O reaovro Qne (0 reoumes Q-
Su Mo Tu We Th Fr Sa 2002 ASSIGH INTERPRETER ARDRIVAL
1 2
3 4 5 6 7 8 8§
M o12 13 14 1516 100154 GERMAN 200pm /100 W
7 18 19 20 21 2 23 | P
24 25 26 27 28 28 30 | @600 Commercs Street, 6th Floar Mew

| Tower
Dallas, TX 75202

3
| Recoro |D: 1234356

August 2022

Su Mo Tu We Th Fr Sa MOT ASSIGHED

1 2 3 4 3 &
T 8 8 100mMm 1213
1 g 17 1 20
4 158 : & 18 0 Request Edit m g Agditonal  Compliance Agpointm. 150 Caniral
3 22 23 24 25 26 27 cetaiks. ot Infem: reber dooumenis  repal rt megor Regortin g cemier
23 29 30 3
Total assignments: 1
Month ‘fear
| lanuary L | | |
4 3

3. Go to Reschedule Tab in Control Center



Click the Reschedule tab.
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4. Enter Reschedule Details

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