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1 ABOUT THIS GUIDE

This User Guide is divided into the following chapters:
° Chapter 1, “About this Guide”.
o Chapter 2, “Introduction”.
° Chapter 3, “System Description”.
. Chapter 4, “Registration/First Login”.
° Chapter 5, “Step by Step Instructions to Complete Your Interpreter Profile”.

° Chapter 6, “Main Calendar”.

° Chapter 7, “System Support (Tickets)”.

1.1 Who Should Use It

This guide is intended for all users with limited knowledge and experience in the use of web based
applications. It contains a thorough explanation of all of the 1Lingua system features, and how to use them to

manage all requesters<>spoken language and ASL interpreters transactions from the interpreter side.

For more information, please send an email to support@1lingua.com.

Go back to the top
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2 INTRODUCTION

2.1 Purpose

“The purpose of this User Guide is to define the functionality that will be delivered by e-interpreters, Inc. to all
spoken language and ASL interpreters with its 1lLingua tool. This document serves as a complementary
reference for the scope of the system functionality. The information in this User Guide is subject to change

without notice.

2.2 Scope

The purpose and contents of this guide is to help you, as a spoken language or ASL interpreter, to take full

advantage of all of the features of the 1Lingua system.

3. SYSTEM DESCRIPTION

The 1Lingua system is a comprehensive and fully automated standalone online interpreter management sys-
tem for governmental, non-governmental, public and/or private entities that deal with interpreters in any
setting, such as medical encounters, pharmacies, walk-in clinics, arbitrations, business meetings, conferences,
court hearings, depositions, guided tours, hospitals, independent medical evaluations, investigations, law
firms, mediations, medical consultations, school districts, seminars, social events, trade shows and fairs,

among others, all in a single package throughout the USA.

3.1 Key Features

The system eliminates unnecessary layers of intermediaries (interpreter coordinators, schedulers, brokers,
agencies). This system does not require interpreter coordinators or schedulers because interpreter requests
can be performed directly by the individual requester, whoever and wherever that person may be. In addi-
tion, governmental compliance auditors and certifying bodies have a tool to manage interpreters’ certifica-

tions and discipline.

Go back to the top
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Finally, interpreters will have access to a superb self-promotional tool, to access all type of spoken language

and ASL assignments of their own choosing, nationwide.

3.2 Environment

This is a web based application accessible from any platform that has access to the Internet via LAN/WAN/Wi-
Fi/3G-4G and/or capable of receiving/sending text messages (SMS). There’s no software or upgrades to
download. It is compatible with PC, MAC, Linux, etc., and any browser, such as Internet Explorer, Firefox,

Google Chrome, Safari, etc.

3.3 System Operation

The 1lingua platform “operates” over an auto-sync calendar that integrates your personal and work related
calendars and frees you from the “manual” annotation of request/jobs in your calendars. For instance, when a
requester places a new request, the 1Lingua system offers the job ONLY to those interpreters within their pre-
selected search criteria that are available at the requested date, time and location. When you accept a job,
the event is automatically synced in the system, in your PC, Netbook, PDA, smartphone, etc. All these actions
are interacted with your personal appointments. This feature is available to all users, and is an extremely

useful tool for individual users, such as interpreters, doctors, attorneys, law firms, etc.

3.4 How to clean the browser cache

The 1Lingua system is based on the web. Your web browser (Internet Explorer, Chrome, Safari, Firefox, etc.) is
designed to download web pages and store them locally on your computer's hard drive in an area called
"cache". This cache contains records of every item you have viewed or downloaded while Internet surfing, so
when you visit the same page for a second time, the browser speeds up display time by loading the page local-

ly from cache instead of downloading everything again.

As with all web based applications, the 1Lingua system is a dynamic tool that constantly undergoes upgrades,
updates and changes. Many times, when a change is made to a website, the change may not appear when
the page is refreshed. This is because the web browser is showing an old, cached version of the web page.

This can cause problems on the user end. You may notice changes on the behavior of the system, that it does

Go back to the top
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not respond to commands as it used to do and takes a good deal of time to update a field. This may be an

indication that your cache needs to be cleaned.

For most browsers, the fastest way to do this cleanup is by pressing the keys Ctrl and the F5 at the same time.

Figure 3-1

If that still does not work, please try the following:

3.4.1.Internet Explorer 9

1. With the browser open, click on the gear (Tools) on the right top corner and click on Internet Options

(Figure 3-2)

Internet Options.

__ — ,
By

General ‘Samrity | Privacy I Content I Connections | Programs | Advanced‘

Home page
/? To create home page tabs, type each address on its own line.
g
i about:biank]

| Use current ]l Use default H Use blank

Browsing history

T Delete temporary files, history, cookies, saved passwords,
¥ and web form information.

[ Delete browsing history on exit

Search
\/" Change search defaults. Settings
7

Tabs

Change how webpages are displayed in Settings
tabs.

Appearance

Colars H Languages H Fonts H Accessibility J

oK Cancel Apply
Figure 3-2

Go back to the top
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2. Make sure that Passwords and ActiveX Filtering and Tracking data are both unchecked. Click on Delete.

Your browser should now be clean (Figure 3-3)

Delete Browsing History ‘ ﬂ

Preserve Favorites website data

Keep cookies and temporary Internet files that enable your favorite
websites to retsin preferences and display faster.

Temporary Internet files
Copies of webpages, images, and media that are saved for faster
viewing.

Cookies
Files stored on your computer by websites to save preferences
such as login information.

History
List of websites you have visited,

[V]:Download History

List of files you have downloaded.

[ Form data
Saved information that you have typed into forms.

|| Passwords
Saved passwords that are automatically filled in when you sign in
to a website you've previously visited,

[] ActiveX Filtering and Tracking Protection data
A list of websites exduded from filtering, and data used by Tracking
Protection to detect where websites might be automatically sharing
details about your visit.

About deleting browsing history [ Delete I [ Cancel
Figure 3-3

3.4.2. Internet Explorer 8

With Internet Explorer 8 open, click on Tools on the top right corner of your screen, click on Internet Options

and click on Delete on the Browsing History section (Figure 3-4)

Internet Properties EI[EI

General |Satur\ty Privacy | Content | Connections | Programs | Advanced

Home page

To create home page tabs, type each address on its own line,

Use default Use blank

’L \ Delete kemporary files, history, cookies, saved passwords,
v and web farm information.

Browsing history

[] Delete browsing history an exit

Search
~ "
| @) Change search defaulks. Settings
&
Tabs
Change how webpages are displayed in Settings
tabs,
Appearance
Colars ] [ Languages ] [ Fonts l [ Accessibility ]

Figure 3-4
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1. When you click on Delete, you will see this window (Figure 3-5). Make sure that Passwords and In Pri-

vate Filtering Data are both unchecked. Click on Delete. Your browser should now be clean.

Delete Browsing History El

websites to retain preferences and display Faster.

Temporary Internet files
Copies of webpages, images, and media that are saved for Faster
wiewing.,

Cookies
Files stored on your computer by websites to save preferences
such as login information,

History

List of websites you have visited,

Form data
Saved information that vou have byped into Farms.

[JpPasswords
Saved passwords that are automatically filled in when you sign in
to a website you've previously visiked,

[J1InPrivate Filtering data

Saved data used by InPrivate Filkering to detect where websites may
be automatically sharing details sbout your visit,

About deleting browsing history [ Delete ] [ Cancel
Figure 3-5

3.4.3. Firefox

1. With Firefox open, click on Tools and then on Clear Recent History (Figure 3-6)

) Mozilla Firefox El@l@

File Edit Wiew History Bookmarks  Tools  Help

I || New Tab ar T

MG 23 Y

Figure 3-6
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2. Make sure that Active Logins and Site Preferences are both unchecked. Click on Clear Now (Figure 3-7).

Your browser should now be clean.

Clear, All History b—(l

Time range to clear: |Everyth\ng v |

All selected items will be cleared.
) "-) This action cannot be undone.

E] Deetails

Browsing & Download History

Cache
[] Active Logins
[] site Preferences

Figure 3-7

3.4.4. Chrome

With Chrome open, click on the three line icon on the top right corner and then on History, then on Edit
Items (right side of the window), then on the Clear all browsing data... button (top left side of the win-

dow) (Figure 3-8).

1 ilingua- Centralized Interpr: » / @ History

C A [ chrome://chrome/history/

History

Clear all browsing data...

Figure 3-8

Make sure that Clear saved passwords is unchecked. Click on Clear browsing data (Figure 3-9). Your
browser should now be clean.

Clear browsing data x

Obliterate the following items from: | the beginning of time v
| Clear browsing history
o Clear download history
' Empty the cache
«' Delete cookies and other site and plug-in data
Clear saved passwords
| Clear saved Autofil form data
! Clear data from hosted apps
Deauthorize content licenses

Learn more Clear browsing data Cancel

Figure 3-9
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3.4.5. Safari

With Safari open, click on the gear on the top right corner and then on Reset Safari...and click on Reset.

Are you sure you wank to reset Safari?

Select the items you want ko reset, and then click Reset, You cant
undo this operation.

Clear history

Reset Top Sites

Remave all webpage preview images
Clear the Downloads window
Remove all website icons

Remove saved names and passwords

Remave other AutoFill Form text

Close all Safari windows

Reset all location warnings

Remave all website data
@)

Figure 3-9

Go back to the top
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4 REGISTRATION/FIRST LOGIN

This chapter describes how you should complete your profile and for how, when, where, for whom and _for

what they should set up yourself to get the jobs of your preference.

4.1 First-time Users

It is important to understand that this system is the Century 21% response to all interpreters’ matters. There-
fore, we recommend to those interpreters that want to have the opportunity to get more jobs and still have
just a cell phone without a data plan to purchase a smart phone. For example, data fees for most carriers are
in the neighborhood of $30.00 per month and today you can get a refurbished iPhone 3GS for $0.01 with a
two year plan through AT&T. One single job on top of what you work now will pay for it, so the upgrade is

very well justified.

Figure 4-1 shows the first screen that you will see. This window has three main sections:

1. Create Interpreter Account,
2. Requester Registration and,

3. Registered Users Login

(oot Tformation 3

(froat(‘dﬁ:)l:\'in terp l"eters

Login Info

Iingua 4 @)

System Verson: 2.25.1 Q
ﬂ v

Figure 4-1
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4.1.1 Creation of an Interpreter Account

Figure 4-2 call outs describe the fields that you, as a spoken language/ASL interpreter, have to complete in

order to register as a user of the 1Lingua System.

Type here your First Name
only, i.e., Joe.

Type here your Profile User
Name, i.e., joecitizen. No
spaces & low caps only.

Type here the email address
that you will use with the
1lingua System. Please do
not_capitalize the email
address.

Retype your password here.
It has to be the same
password typed before.

Click here to indicate that
you read and understood
the Personal Information
and Privacy Notice.

Click here to Sign Up. You
will receive a Welcome
email. Please follow the
prompts in order to
complete the registration
process. If you do not
receive the Welcome to
1lingua email, check that
your SPAM controls in your
email account are not
sending an email from
messages@1lingua.com to
SPAM .

Email Ad

Security Code

Security code:

I hereby a

Type here your Last Name
only, i.e., Citizen.

Retype your email address
here. Please check that
your SPAM controls in your
email account are not
sending an email from
system@1lingua.com __or
messages@1lingua.com to
SPAM .

read and understood the Personal

Information and Privacy Not

View Video Help-

Type your password here.
It has to be an
alphanumeric _set of at
least 7 characters.

Type here the text that you
see in the box below,
exactly as you see it, with
capitalization, etc.

Click here to read the
Personal Information and
Privacy Notice. You cannot
enter the information of
your agency here.

OR
Download User Guide for

Interpreters
Figure 4-2

Click here to watch the
Video Help.

Check here to download
the User Guide for
Interpreters

4.1.2 Registered Users First Login

Figures 4-3 through 4-7 show the Registered Users Login section. If you are already registered as a User,

please type both your Email address/User Name and your Password.

Go back to the top
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If you don’t want to type
your login information again,
please check here.

Registered Users Login t
‘ Ermal / User Name i If you forgot your User Name

Name:
and/or Password, please click
here.

Figure 4-3

Type your User Name here.

Request User Name and/or Password X

Click here to receive a
temporary password. You will
be able to change it later when

Type your Email address

here. you log in and click on the My
Figure 4-4 Profile tab.

This pop-up tells you that

you will receive an email Password Request X

with your temporary New Temporary Password Sent to Your Registered Email

password. Click on OK. | : = o |
Figure 4-5

In order to assure that you are going to receive our emails, please add
messages@1lingua.com to your address book.

Select and copy (Ctrl C)
the temporary password
and paste it on the
password box to login
again.

Click on the link to
reopen the 1lingua
Home screen to login

again. Password change request for your account.

Hello

‘You have requested a new temporary password.

“lse this as your temporary password: 2a376e8e57
Please follow this link to complete the process
Thanks

e-interpretes.com

Type your email address here ‘ Paste (Ctrl V) the temporary
to login again with the password here.
temporary password.

Remember Me

Click here to login.

Figure 4-7

Go back to the top
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5 STEP BY STEP INSTRUCTIONS TO COMPLETE YOUR
INTERPRETER PROFILE

5.1. Step 1 - My Profile Basic Data Entry

When you log in for the first time, the My Profile wizard takes you through two easy steps (Figure 5-1). The
information that you enter here is what the system’s database will use to respond to requesters’ search
criteria. It is essential, therefore, that you take your time to complete ALL information requested thoroughly.

The data that you enter will determine how, when, where, for whom and_for what you are setting yourself up.

The first personal data entry (personal information plus language credentials) will enable you to get requests,

making yourself available 24/7/365 for your entire state of residence and for any kind of job.

1 tngus - Certraend Interr

& 0 C M |A citmmmeter, e (18] rips:/lingua.com/man i IR TE S Click here to open,
ij("m’"::“‘:.mmm 5 download or print the
@t User Guide for

/ [ Interpreters.

Welcome to your Profile settings!

Look for the video button We highty recommend that you print and read the User Guide for Inlerpreters, as itwill help you
X complete the registraion process
to see the tutorial for

During this initial process, you will bs asked to enter considerable amount of parsonal and profassional

information. Take your time, please. ‘You don't have to enter all information at once, but it is essential
eaCh page' In the next that you understand miI;vewitem on this Profile has to be thoroughly completed  Othensise you will not LOOk for the yel |0W
ill fi 1o be able to use the toat and get the jobs that youwant You will be able to set up your own,
pages, you will find these personalized work related haw, when, whers, forwhom and for whal criteria. The comipletion of all button to open the How
videos inside each How highlighted fields is required, and at least one language certification must be entered do I...? feature on the left
do I...? window. “The Edit My Profile wizard will guide you thraugh this process, i you fisve ey uastions bottom corner of each
how to enter the requested information. please use the &9 .
comer of each section section.

Complete this information and be prepared for a new expenience in job schedulingll

Once again, Welcomell
Click on Next when you e-interpreters. Inc
finish reading this
Welcome Message to
complete your profile. Click on Logout if you
want to complete the
registration process later.

1a1s

Figure 5-1

Go back to the top
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5.1.1. Personal Info

5.1.1.1. Personal Info

The call outs on figures 5-2 through 5-5 describe in detail how to complete all the required fields.

Type your first name

here.

The

exclamation

mark

means mandatory field.

>nal Info
Type your last name ‘ First Narme: |
here. '
| LastName:[
| ‘ Date of Brth: ||
Select your gender. .
Gender :
‘ Male
Figure 5-2
Click on the little white triangle to open Click on your
the month and year selector. The month of birth.
Month and Year Selector tool will open.
Jan Jul
S M T W T F s:r Feb  Aug
4] 2 3 4 5 s
7 8 9 10 11 12 13| Mar  Sep
14 15 16 17 18 18 20| At Oct
21 22 23 24 25 28 27| g
% 28 30 % 1 2 3| Moy
5 g 10 . J D
] Click OK when done. | o =
| Today [ '—"“ Ca
Figure 5-3

Go back to the top

| Today

Please enter your

date of birth as

follows: mm/dd/yyyy.
OR

Click here to open the
calendar.

Click on the left arrow to
move years back and the
right arrow to move years

1896

1897

1898

1899

1900

1901

1802

1903

1904

1905

To select the date on the calendar,
click on the day of the year and
month selected.

Once you click

here, your DOB should be now set.

Figure 5-5
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5.1.1.2. Contact Information

It is very important that you select your Cellular Telephone Carrier, since the 1Lingua system generates the
SMS (text messages) using each carrier’s own SMS feature. Text messages reach users much faster than
emails, which can translate in lost jobs for freelance interpreters.

Type your telephone
number here. This is the
number that the system
will use to contact you for
telephone interpreting.

Contact Info

Telephone: | 1234567390

Celphone: 9376543210
Celphone Carrier:  ATT Wireless )”/
Email Address: | interpreter@1lingua.comm —

Type your cellular telephone
number here.

Figure 5-6

(*) if your cellphone carrier is not listed, please contact support@1lingua.com

5.1.1.3. Login Information

Using the drop down
feature, select your cellular
telephone carrier here. (*)

The email address that you
typed in the first phase of
the registration process
should appear here. If it
does not, please type it
again.

Use this section to complete your login information. You can change your password if you wish.

Type your user name here. No Click here to change your password. The > Type your old
spaces and all low caps, please. window at the right (Figure 5-8) will appear. - password here.
Login Info / S Change Password / X
User Name: y\gurusemame Enter Old Password:
%, Change Password New Password:
Security Question: _your question Retype New
Password:
Question Ane” 47 your answer / B
Y i
Figure 5-7 Figure 5-8
Type here your Type here your Retype your new Type your new
security question. security answer. password here. password here.
Please keep your Please keep it short.

question short.

5.1.1.4. Address Information

Address Info

Type your address here.

—

Type vyour
here.

apartment

Street Address: | 1234 Your St

Appartment #: your &ppt. 1

State:  washington =
City: I;,_,,}, City .I" -
Figure 5-9

(*) if your zip code or city is not listed, please contact support@1lingua.com

Go back to the top

Using the drop down
feature, select your state.

Using the drop down
feature, select your city
with the corresponding
zip code.
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5.1.1.5. Picture

This is the picture that requesters will match when you, the interpreter, show up for an assignment. You have
two options: 1. You use a picture that you already have on file or, 2. You take a picture of yourself with the

webcam of your PC or laptop. Figures 5-10 through 5-13 show these options:

Click here to take a Picture
picture of yourself with
the webcam of your PC.

Previous Pictures: | Default

& Take a Picture [ J Upload

Figure 5-10

2 Take a Picture X|

To take a picture of yourself, click here
to turn on the webcam of your PC.

Adobe Flash Player Settings
Camera and Microphone Access e
1lingua.com is requesting access to your
camera and microphone. If you click
C|ICk on the How dO | 2 Allow, you may be recorded.

button to see the
tutorials

L#Configure 5 Capture ) Reset

How do 1.7 [Jupload 3 cancel
Figure 5-11

2 Take a Picture X

Click here to capture the
image. If you do not like
the picture you took, just
click on Capture again.

Click on the How do |\

button to see the

e ’\
| 7
| @rowdol.? ﬂw@ K cancel

Figure 5-12

Go back to the top

Click here to upload your
picture or ID card photo
and follow the prompts.

This dropdown will show
you all the pictures that
you uploaded.

Click  here to
upload the picture.
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How do you want to be contacted?

By EMal: F) By Text Message:

Verified: YES Verded: YES

Jlesttinad (S Testtent pessoge

Profile Completion Meter

& & n!
)

&

Frevious Pictures: Pater Cantropus.pg

2 Toke o Pictune [ JUsiond Prcture

IMPORTANT: After uploading
the file you MUST to save your

entry

@tow dol.2

5.1.1.6. Contact Preferences

Figure 5-13

dseve 9 Reset

Note: You will be able to select how you want the system to contact you and test these contact preferences
after saving your entries in the Personal Info and Contact Info sections.

Here you tell the 1Lingua system how you want to receive job offers. Besides the normal pop-up window in
the screen on your PC/laptop/netbook/tablet, you can be contacted via e-mail, via SMS (text message) or
both. We recommend the use of both contact methods.

Check here to receive

jObS offers via email Contact Preferences

TT=by E-Mail:

. Verified: YES
Click here to test the

H L s
email feature. I 4 Test Email

Go back to the top

by SMS: e
Verified: YES

L4 Test SMS

Figure 5-14

Check here to receive jobs
offers via text message.

Click here to test the text
message feature.
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How da you want to be contacted? Picture

By EMal: &) By Text Message:
Verified: YES Verfied: YES
4 1est Linad Il Test1ed Message

Profile Completion Meter

Previous Pictures: Pater Cantropus. g e
2 Teke 8 Picture | JUpiond Picture
Click on Save to move to the
next section, Languages and
Credentials
W How dol.? i ssve ) Roset
Figure 5-15

5.1.2. Languages and Credentials

Note: We recommend that you scan your interpreter credentials issued by the corresponding certifying body
before you start this section. Figures 5-16 and 5-17 show how you can enter your languages and certifica-
tions, per state. Select the state that issue your certification, the language, the type of credential, the num-
ber, the year of issuance and upload the document in pdf or jpg format.

Click on the dropdown arrow on the Language field and select Type here your Language Select the credential
your language. If you have certifications in more than one Certification ID number issued by issuance year.
language, please complete this field one language at a time. the corresponding certifying body.

Type the first
letters of the state

and select the |[& e
P
proposed state. A o your cr¥icationsond racuiti por sk 00k 0 Woimton 34kt o
OR N\ 9o

= / / -

» - : r—

A 4 Click here to upload
T e e your certificate. See

Figure 5-17

droﬁov;l; : arfrol"; Click on the dropdown arrow on the
ond < : ate s Credential field and select your )
atnt sTfec r\]/our / certification.  If you have more Click on Logout to
9 art!'af" t.you eiis Type the first letters of the certifications in the selected language, complete your Profile
(riforlelcat;:;zs or':: b anel ados i please complete this field one Ialter.
state please [P certification and language at a time.
complete this field R
one state at a | Y
time. 8 Logout

Figure 5-16
Go back to the top
Click here to open the folder that

ins the certificate. Select the
Page 19 of 36 contains t
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¢ Upload Cetificate
Once the file is selected, click on

Upload to send the file to the Select Certificate:  Select Certificate File &
database.
\ B s
Figure 5-17

CLICK ON SAVE ON THE BOTTOM RIGHT CORNER
TO COMPLETE THE BASIC DATA ENTRY

5.2. My Profile Availability Data Entry

You can customize your availability, setting up your Location Preferences (states, counties and cities [you may
have relatives in other states, counties and cities and want to make yourself available there {certifications
permit} when you visit them]), Job Preferences (venues that you DO NOT want to provide interpreting services
to [courts, ICE, etc], types of jobs you DO NOT want to do [births, dental appointments, etc], how do you want
to interpret [in person, via telephone, via videoconference or provide translations], how far you are willing to
travel, set up your minimum pay for in-person and for telephone assignments, and Time Availability for in-
person and telephone assignments [you may want to make yourself available 24/7 or not be bothered be-
tween 8 PM and 8 AM, Monday through Thursday, or any combination of days and hours or set up your time
for lunch].

5.2.1. Location Preferences

Your entries here will determine how the system is going to filter you, in other words, here you set up for

whom, for what state(s), what counties and what cities.

5.2.1.1. States | am willing to interpret in:

Select the states that you are willing to interpret in. You may hold valid credentials in more than one state or
a national one. This tool will be available to you as requesters in other states start using the system. Note: If

you do not select any state, the system will search for you only in your state of residence.

Go back to the top
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States I am willing to interpret in: )
Click on the dropdown

= Add @ Delete Search State: bt arrow on the States list
and select one at a time.

Click on the Add round
green button.

State

Alabama v

Washington

Update Cancel

Click on the Update tab — Click here to refresh to
to complete your entry. see your last entry.
Click on the How do 1..? = DHowdol?  Displaying1-10f1 Page 1 of1 &7
button to see the =
tutorials Figure 5-18

5.2.1.2. Counties | am willing to interpret in:
Select the counties that you are willing to interpret in. If you don’t make any selection, the system will contact

you for jobs in ALL counties, so be very careful and take your time to enter all the counties you are willing to
interpret in. Note: If you do not select any county, the system will search for you in all the counties of the

selected state.

Click on the Add round Click on the dropdown
green button. arrow on the Counties

Counties I am willing to interpret in: list and select one at a

time.
T Add @ Delete Search Courty: pe)
Click on the dropdown
arrow on the States list Stele Sourty
and select one at a time. ’
R ———
Washington Rl King i Click here to refresh to
Update Cancel see your last entry.
Click on the Update tab —
to complete your entry.
(JHowdol.?  Displaying1 -1 of1 Page 1 of1 &
Figure 5-19

5.2.1.3. Cities | am willing to interpret in:

Select the cities that you are willing to interpret in. If you don’t make any selection, the system will contact
you for jobs in ALL cities of the selected counties, so be very careful and take your time to enter all the cities
you are willing to interpret in. Note: If you do not select any city, the system will search for you in all the

cities of the selected state and counties.

Go back to the top
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Cities I am willing to interpret in:

Click on the Add round

Click on the dropdown

) Add @ Delete Search City: arrow on the Cities list
reen button. i
8 Shn ot Ciy and select one at a time.
Washington ~v King Tukwila ~1
; g Kwila Click on the How do I..?
Click on the dropdown — Update G ick on the How do I..?
arrow on the States list = button to see the
and select one at a time. tutorials
s
Click on the Update tab Click here to refresh to
to complete your entry. WHowdol.? Displaying 1 -1 of 1 Page 1 of1 = see your last entry.
Figure 5-20

5.2.2. My Jobs Preferences

5.2.2.1. | AM willing to do:

Here you can select the interpreting modality of your choice. The system will contact you for interpreting

Check here if you want to
be contacted for
telephone interpreting
EVEN if you are scheduled
for in-person assignments
at the same time. If you
get a call for a telephone
assignment and you are in
the midst of an in-person
job, simply ignore it.

ONLY in the modality(ies) you selected. Check here if you want to
be contacted for in-person

interpreting assignments.

Check here if you want to be
contacted for telephone
interpreting assignments.

My Jobs preferenc~

1AM willi-

In Person Interpreting
“==[V] Telephone Intern=*

[[J rerepronerterpreting that overlaps In-Person Interpreting
s | Video Conference Interpreting (Not available yet)
7

Check here if you want to be
contacted for VRI assignments
(not available yet).

Figure 5-21

5.2.2.2. | am NOT willing to travel more than:

You may notice that we ask what you are NOT willing to do. You may limit how far you are willing to travel.

This option will compound with your states, counties and cities preferences. Enter zero (0) or leave blank if

you want this feature off.

Enter here the miles in whole
number. For example: 50

I am NOT willing to travel more thi'i/
Miles: -

NOTE: This option will compound with your City, Counties and/or States
preferences
Zero means No distance limit

Figure 5-22

Go back to the top

Page 22 of 36



5.2.2.3. I am NOT willing to work for less than:

You may notice that we ask what you are NOT willing to do. You may indicate to the system that you are not

willing to be contacted for jobs that pay less than certain amount of your preference.

Enter here the lowest rate
you are willing to work for,
for in-person interpreting.

=~=illina to work for less than:

For In-person Interpreting per hour $

For Telephone Interpreting per minute $:

—

Figure 5-23

5.2.2.4. | am not willing to interpret for (select all that you wish).

Enter here the lowest rate

you are willing to work for,
for telephone interpreting.

You may notice that we ask what you are NOT willing to do. This will save you a lot of time. You can opt out

for certain venues, for whatever reason. If you don’t find a particular venue that you consider it should be
included in this list, please let us know via email to support@1lingua.com.

Click on the Add round green
button.

Click on the Update tab to
complete your entry.

Job Preferences

I am not willing to interpret for (select all that you wish):

=) Add @ Delete Search Venue: P
Venues
-
Administrative Courts i
— e Update Cancel
~7
W Howdol.? No data to display Page 1 of1 e
Figure 5-24

Click on the dropdown arrow
on the Venues list and select
one at a time.

Click here to refresh to see
your last entry.

5.2.2.5. | am NOT willing to interpret for any (select all that you wish)

You may notice that we ask what you are NOT willing to do. This will save you a lot of time. You can opt out

for certain types of jobs, for whatever reason. If you don’t find a particular job that you consider it should be

included in this list, please let us know via email to support@1lingua.com.

Click on the Add round
green button.

Click on the Update tab
to complete your entry.

Go back to the top

1 am not willing to interpret for any (select all that you wish):

= () Add & Delete Search Hearing Type: L
Hearing Type
AllergyfAsthma s
Abortion
Update Cancel
) How do.? Displaying 1 -1 of 1 Page 1 of1 @
Figure 5-25

-

Click on the dropdown
arrow on the list of jobs
types and select one at
a time.

Click here to refresh to
see your last entry.
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support@1lingua.com
support@1lingua.com

5.2.3. Time Availability

This selection table allows you to adjust your work time hours. The system will not contact you out of your

Repeat the process to select your
availability to be searched for
Time Availability over-the-phone assignments.

selected working hours. Select when you ARE available to take jobs.

Job type availability

® In-Person O Telephore
Select when you ARE available to take jobs

Time Sunday Monday Tuezday ‘Wednesday Trursday Friday Saturday

00:.00 e
00:30
01:00
01:30 There’s one selector for In-Person jobs and another one for Telephone jobs. You can
0200

0230 generate (and change) your own work schedule, at will. This selector “toggles” status. For
03.00
0330
0400 change of status. A little red triangle on the top left corner indicates that the change has
0430

0500 not been saved. Click on the Save button to register the change of status in the database.
05:30
06.00
06:30
o700
07:30
08:00
08:30
09:.00

This “drag and set” schedule is your way to tell the system when you ARE available for work.

example, click on Tuesday at 07:00 with the left button of your mouse and you will see the

Times are given in military time to minimize confusions.

< S

L L ¢
L L S

09:20
10:00
10:30
1100
11:30

L N L
L L R
. AL & S

_ R L N
LSS

S\

<

12:00
1230
1300 v
13.30

S

1400
1430
1500
1530
16:00
16:30
17,00
17:30
1800
18:30
19.00
19.30

<
L L
<

Click on Save
once done.

/

< L L RS Y
L L L T L

G LS LG

L L S G LG

LN N W L Y
<

2000, .2

SHowdal.? HSave ) Reset

Figure 5-26

To select your “work hours” you have to do the following:

. With the left button of your mouse pressed drag the cursor downward, upward or sideways to select blocks of time.
. Click on Save to confirm your selection.

The Reset button will take you back to your last saved entry.

Go back to the top
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6 MAIN CALENDAR/EVENTS

6.1. Main Calendar

The main calendar is the functional heart of the system. Please refer to the table below this figure for an

explanation of each field. Table 1 below explains these fields.

Firelon =

1 1lingua - Centrd

Hext |

«| Peter Cantropus Cale

tomtsmvmgope | + |

Interpreter

6:30:38 PW

=] video Conf. & My Profile™=] Reports Admin {5 Logout

September25-5,2011 | [= calendar

i

Go back to the top

Description s
8 Ml T w T £. 5
T ]
[ 4 s & 7 8
3 10 11 12 13 14 15
2 Today B30 pm 4 5 6 7 g | 18 1w 18 13w A 2
@ 24 2 W W 2w 2
EI 2 3 5
16
a1 a 10 " 12 13 14 15 Todey |
NG
| Ly What's Next
Time  Locafion  Description
%= 16 17 18 13 20 2 2
. P 24 25 26 o 2 2
Click on the How do I..?
button to see the tutorials
44 a0 El
{ page| 1ot B Bl A lpagel 1lotn [ b b |
I | 1 =
JHowdol7
Figure 6-1
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# Description

1. This button toggles the My Alerts/My Messages/Unassigned Jobs column. If you want to see the calendar
only, click on this button and the left column will disappear.

2. This button toggles the Calendar/What’s New column. If you want to see the calendar only, click on this
button and the right column will disappear.

3. User type

4. Video Conference (VRI) window. Click here to start a job that has been assigned to you as VRI.

5. My Profile. This opens the My Profile window. Here you can verify or edit your personal information.

6. Reports Administration. Here you can see your schedule and your payment information.

7. Interpreter address appears here

8. Logout button. Click here to logout. If you checked the Remember Me check box, then you will be able to log

in using the same login information entered during your last login.

9. Unassigned Jobs. These jobs are those jobs that still don’t have been taken by any interpreter within the
requester’s search criteria

10. My Messages. This is a “red telephone” that you can use to chat with the requester.
11. My Alerts. This will show you any change of status on a given job.
12. Click here to see the daily calendar.
13. Click here to see the weekly calendar.
14. Click here to see the monthly calendar.
15. Calendar. You can move fast forward on the calendar. The main calendar will display the day/week/month
selected.
16. This window will show you your next jobs/personal events
17. Click here to refresh the window
Table 1

6.2. Events

6.2.1. Personal Events

You, as an interpreter, can create three types of events:

e Personal Events: These personal events “interfere” with your jobs requests. In other words, the
system will “know” that you are busy (i.e., at the dentist) at a time when the search criteria of the
requester tries to match your availability. For instance: You leave town on a 5-day vacation and do
not want to receive any call for jobs during your leisure time. When you select the five days on your

Go back to the top
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personal calendar, the system will not contact you at all during those days. You will not get any job

request that overlaps with a Personal Event. This does not change your Time Availability settings in

your Profile.
e Personal Jobs: Same as the previous one, this is added so you can easily distinguish between
personal and work related events. This does not change your Time Availability settings in your

Profile. You will not get any job request that overlaps with a Personal Job.

° : These personal reminders do not “interfere” with your jobs requests or personal events.
You can use these for, i.e., remind you to take a medication or to call someone. You will get job

requests that overlap with

Note: You cannot create Interpreter Requests: Since the system is built in modules, the drop down will

show this type of events. As an interpreter, you have no administrative rights to do this type of requests.

6.2.2. Event Creation
To create an event, just click on the time (daily view), day of the week or day of the month. Figures 6-2-1 and

6-2-2 show the Add Event window.

Click on the dropdown arrow Click on the dropdown arrow

Select the date and
to enter the Where info. to select the event type.

time of your event.

| Ad‘d\ \ i1

Event @ Personal Event 25

Type:
When: 11/2/2012 3 2:00AM v |to 9:00AM v | 11/2/2012 (3 ] All day

Description:

Location Info Personal Event \

Where: Add  Edit / Search Location Y

Additional Info
Comments: Type here a description of
your event, if you wish.

g;/ How do |7 Save Delete. Cancel

Figure 6-2-1

Type here your \ Click on Save to register your

q q Personal Event] q
comments if you wish, =" event in the database.
| Interpreter Request

) —‘" Personal Event [
D { | @ Personal Job
Lok @ Ren
/
Where: 4dd / Edit / Search Location N
Additional Ini /
Comments:
DHow do 1.2 Save Delete Cancl

Figure 6-2-2
Go back to the top

Page 27 of 36



6.3. Check-in and Check-out Protocol

The 1Lingua system is designed to generate invoices automatically. This feature simplifies requesters’
interpreter related tasks, by entering all the job related data into the database and displaying in a printable
form all the fields that the location’s accounts payable office (court, doctor’s office, school district, etc) needs
to process your payments. It also helps you to get paid faster and without errors (double payments, non
payments and payments made to the wrong interpreter). Both requesters and you must follow the check-

in/check-out protocol to assure that payments for services rendered are processed timely and correctly.

6.3.1. Optimal and Most Common Scenario
The job location has a front desk with a clerk, access to the Internet and a printer.
1. You arrive at the assigned job location and check in with the clerk.

2. The clerk opens the job

15 16 17 18
8:00am Spanish #1687 8:00am Spanish | Miguel Zaldibar #1 8:00am Spanish | Hipolito Bouchard ...  8:00am Spanish | Hipolito Bouchard ..
22 23 24 25
8:00am Spanish | Hipolito Bouchard ...  8:00am Spanish #1709 8:00am Spanish | Carolina Tobias #1... 8:00am Spanish | Alberto Tobias #17..
Figure 6-3-1

Go back to the top
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3. The clerk verifies that you are the right interpreter.

[Edit Event #1745 X

Language: Spansh Cerification: | DSHS Medical Certified
When: 11/52012  |[3/8:00AM  |v to|10:00AM ¥ | 1152012 [8
Event Title: Spanish | Hipolito Bouchard

Case Information

Case(s): 3) Add / Edit Cases List & Remove Case Yom List
Cuse# Case Nsme LEP Name Appt. Type Attorney Time Reminder Comment
1 1202012  Hugo Moyano Hugo Moyano  Multiple 08:00 AM  Not Fro.
2% B »
Where: LMC / Court Room 1 Judge: Peter Ustinov
Budget: Interpreter Services A Modality: In Person

Interpreter Search Criteria
Gender: No Preference Interpreter: Hipolito, Bouchard

Check-in Code

Interpreter Image Check-Out Code
. gD

Check-In barcode. Check-Out barcode.

@Howdol.?  ViewSend Messsges - View/Print Invoice Voucher = (Doelete ¥ Cancel
Figure 6-3-2
4. The clerk has two options to make the electronic recording of the interpreter’s arrival time.
a. Lets you use your barcode reader app that you have on your smartphone to check in and

check out. Figure 6-3-3 shows some free smartphone apps for IPhone;

i ATET 17:11

History  https://1lingua.com/php/setinte...

BUYSTURF™

Your check-in has been recorded.

Thank you.

pic2shop ! QRReader Genius Scan

Check-in Confirmation
that you receive when
you use your scanner
to check-in.

RedLaser Barcode

¢

&

Figure 6-3-3 Figure 6-3-4
Go back to the top
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b. Clicks on the barcode itself to manually enter the check in time; upon job completion, you
check out with the clerk, and then the clerk on the Check-Out barcode or uses his/her own
scanner to enter the check out data

j Check-In Confirmation X ; Check-0ut Confirmation X
Please confirm your Check-In entry. Please confirm your Check-Out entry.
Check-In Time: 8:00 &AM ¥ Check-Out Time: 9:48 AM v
‘\;)How dol.? |l Save Check-In Time | X | Cancel \:‘)‘How dol.? |l Save Check-Out Time |X | Cancel
| | |
Figure 6-3-5 Figure 6-3-6

c. The clerk clicks on Invoice Voucher and prints two copies. You must ask the clerk to print it if

you used your smartphone barcode reader.

INVOICE VOUCHER

Demo District Court

lingua #1745

Demo Court Location
17424 5th Avenue NE
Shoreline, WA 98155

Event Description Where Invoice Details Interpreter Details
Event Title: Spanish | Hipolito Bouchard Location: LMC / Court Room 1 Rate: $40.00 Name: Hipolito Bouchard
Event Starts: 11-05-2012 8:00 AM City: Shoreline, WA Min Hours: 2 hs Address: 9024 W. Mall Dr
Event Ends: 11-05-2012 10:00 AM Address: 17424 5th Ave. NE Cancellation Policy: 24 hs City: Everett, WA
Appt. Setting: In Person Zip Code: 98155 Travel Fee: $0.00 Zip: 98208
Language: Spanish Contact Person: Court Demo Mileage Fee: $0.55 Phone: 425-418-9543
Certification: DSHS Medical Certified Contact Telephone: 425-513-0543 Parking Fee: $0.00 Email;
Judge: Peter Ustinov Contact Email: court-demo@1lingua.com hipolitobouchard@outiook.com
[Time ][ Case Name [ Case# | HearingType || LEPName | Attomey || Comment ]
[4:00 P | Flugo Moyano 1202012 [Muitigie fHugo Moyana [ |
Digital Clocking Manual Clocking
Check In Code interpreter Image Check OUT Code Check In Time:

Check Out Time:

Worked Time:

Time to be Paid: 5

Milleage to be Paid: 14.61 miles ($8.04)

Total to be Paid:

Account: 000 02121 3434 5888 2 Authorizing Signature Authorizing Name Interpreter Signature
Budget: 001 00454 1212 34572

Figure 6-3-7

d. Both the clerk and you sign both copies, you keep one for your records and the clerk sends

his/her copy to the accounts payable department for payment processing.
6.3.2. “Remote” Scenario

The job location has neither front desk with a clerk, nor access to the Internet and/or printer. The clerk/agent
prints two copies of your Invoice Voucher up front and takes them to the job location.
1. You arrive at the assigned job location and check in with the clerk.
2. The clerk handwrites your check-in and check-out times in the corresponding boxes.
3. The clerk and you sign both completed copies. The clerk keeps one and you take the other one for
your records.

Go back to the top
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4. The clerk enters the check-in and check-out information following the protocol set forth in paragraph

6.3.1.4 b. The system will generate an email to you when this is completed for your approval.

Demo District Court

Demo Court Location
17424 5th Avenue NE
Shoreline, WA 98155

check-out times.

The clerk handwrites
your check-in and

]jngua

INVOICE VOUCHER

#1710

Event Description

Where

aice Details

Interpreter Details

Event Title: Spanish | Hipolito Bouchard Location: LMC / Court Room 1 N 0.00 Name: Hipolito Bouchard
Event Starts: 10-29-2012 8:00 AM City: Shoreline, WA Min t2hs Address: 9024 W. Mall Dr,
Event Ends: 10-29-2012 10:00 AM Address: 17424 5th Ave. NE Cance. Policy: 24 hs City: Everett, WA
Appt. Setting: In Person Zip Code: 98155 Travel Fe, 00 Zip: 98208
Language: Spanish Contact Person: Court Demo Mileage Fes. S5 Phone: 425-418-9543
Certification: DSHS Medical Certified Contact Telephone: 425-513-0543 Parking Fee: 5 Email:
Judge: Peter Ustinov Contact Email: court-demo@1lingua.com hipolitobouchard@outlook.com
[ime | Caso Name [ Case# ][ WoarngType || LEPName ]| Ationey [ @\“
[4:00 P | [Hugo Moyano 1202012 Multipie J[Hugo Moyano [ | \
Digital Clocking Manual Clocking
Check In Code Interpreter Image Check OUT Code Check In Time:
. Check Out Time:
Worked Time:
Time to be Paid: I
g Milleage to be Paid: 14.62 miles ($8.04)
EFESE Total to be Paid:

Account: 000 02121 3434 5888 2 Authorizing Signature Authorizing Name Interpreter Signature

Budget: 00100454 1212 34572

Figure 6-3-8
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7 SYSTEM SUPPORT (TICKETS AND SPAM)

7.1. What are tickets for

The 1Lingua system has a support ticket feature. Users may have questions in regards to several matters,
such as login problems, interpreter request, My Profile, registration, technical support and/or telephone
interpreting, to name a few. Also the priority of your request for support could be low, normal or high. These
tickets will be closed only when the problem is solved. Every support request is assigned a unique ticket
number which you can use to track the progress and responses online. You can see the history of all your

support requests.

L Ilingua 1 Support Ticker Sy

& C M | B E tterpeaters, ine [US) hittps |/ Ligus,com fSuppor R A Click here to check
() tewe Tab (] Ssported From Fiefone (] tmported From 1 W What T3y 19 dckdens.. |} Canadian HeokhéicCar... » the status of a ticket.

Yingus ==

& Home [ Mew Ticket [ Ticket Stafus

Welcome to the support center

In order to streamiing support requests and betber serve you, we utilize a support Bcket
suppart ragquast is assignad a unigue ticket number which you can use b track the progr
onling. For your reference we provide complete archives and history of all vour suppaor

|~

B 1geauired Click here to open a
new ticket.
s Opan A New Tickat — Chack Tickat Status
@ Fleaze provide as much detail a8 possible o we ‘W provide archives and history of all your suppon
can best assist you, To update a previously - raquests completa with rasponges.
submittad ticket, pleaze uge the farm to the nght Type here your ema"

Emall:

(pen How Ticket Tickew: address.
/ Check Status

Type here your ticket
number.

Click here to open a r

new ticket.

Copyright © osTicket. com. All rights resaned

£z 3 ghow of suppart, we ask that you leave poweared by osTicket link to help spread the word, Thank youl <=
% ket

Figure 7-1 .
Click here to check

the status of this
ticket.

Go back to the top
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7.2. How to open a New Ticket

In order to open a New Ticket, you have to click on the System Support button that is located on the bottom
left corner of your screen (Figure 7-2-1). Complete the requested information and click on Submit Ticket

(Figure 7-2-2). You will receive an automated email with your ticket number.

e e e e
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7.3. How to remove the Welcome to 1Linqua email from SPAM

7.3.1. For Yahoo accounts
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7.3.2. For Hotmail and MSN accounts
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Figure 7-3-2-1
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