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A GUIDE FOR MAKING, REPLICATING
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Meeting your language needs and exceeding your expectations
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LOG IN C)NCALL

INTERPRETERS
& TRANSLATORS

Go to: www.oncall.force.com/CP_Login.html and enter the
username and password you have been given.

PLEASE NOTE: If you need to create your own username and password, please use the ‘NEW SYSTEM
REGISTRATION’ guide.

Login

Jzername| Your Username

Passward t --------

Forgot vour Password? | Mew Interpreter

Login: Your Login Details
Password: Your password


http://www.oncall.force.com/CP_Login.html

THE HOME SCREEN C)NCALL

INTERPRETERS
& TRANSLATORS

Once you have successfully logged in, you will see the new
Home Screen as shown below.

C))NCALL

INTERPRETERS

& TRANSLATORS Home Search Bookings My Bookings My Feedback My Profile

About ONCALL

QOur Vision

Click on the ‘My Bookings’ Tab to be taken to the bookings window.



THE ‘MY BOOKING” WINDOW C NCALL
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Before we look at how to create a booking, let’s take a tour of the
‘My Booking’ window.

Search by Active A I. I.

or Historical RPRETERS

Bookings through ANSLATORS Home Search Bookings My Bookings My Feedback My Profile

this picklist.

IMPORTANT HOTICE You create a nhew

CALL walues your custom and will endesvour to fill all booking reguests with appropristely qualified or suitable inte] booki ng by B experience any difficulties,
CINCALL Booking Staff will notify wou with any options, providing wherever possible a minimum notice of 48 hours.

clicking the New
Booking Button
My Bookings

Booking Humber Client Language Delivery Method Delivery Location Date Start Time Finish Time Duration Booking Status ITS/Cancellation Status
CCO0ETE 71 CDummy  Wietnamese Faceto Face MELBOURME - WIC - 131262012 0900 1100 1200 Ciffer
Corp Australia Unallocated
QCO0EVE] T3 Dummy Vietnamese Faceto Face MELBOURME - WIZ - 17202012 0900 1100 120.0 Offer Cancelled By Customer
Corp Australia Unallocated

You can access
your bookings by

clicking on the
Booking Number




STEP 1: Client Details C NCALL
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Click on the ‘New Booking’ Button in the My Bookings window

New Booking

You will be then taken to the first step of the bookings process -
Client Details

Step1: Client Details

Boxes with a red Create Booking

dash are
compulsory fields

Client: I Your Company

Departrment ~Mane- %
Sub Departrnent ~Mane-

Requestad By | Your Name

Request Came By VWeh Site

Ensure all your details are correct, and click ‘Next’.



STEP 2: Language and Time C)NCALL
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In this window you will need to input all of your booking details as
outlined below:

The information

anguage and Time

you added in the
previous screen

] N Additional F
Delivery Method i M= [ vourcompany Department/Site dditiona a.ce ©
By =g Ev [YourName Sub-Depart mert Face options:

options are: { V= e e | Confirmation of
delivery address
and option to

Face to Face
*Telephone

*Video alyice Type  Intgrpreting provide another
Conference location
Use the search box . a Additional
to find the language |l & Telephone options:
you need | Confirmation of
Cther atternatives to he chozen for court or prebooked telephone only Mobile Fees

Choose your d_ate’ Do not erter lezs than B0 mins minimum for Oneite Interpreting Additional Video
start and end time ~- Il Conferencing

|
! [ cacuote ot options
I Choice of ONCALL
. Office location for
mm service delivery.

Requested Duration(Mins)




STEP 3: CALD

NCALL

INTERPRETERS
& TRANSLATORS

C

After you have supplied the language and date enter the CALD

detalils.

C

NCALL
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Coevous Lo | cncl

Home Search Bookings My Bookings My Feedback My Profile
Step3: CALD
Create Booking
Client Detail=
Cliert Name YourCompany Departmert/Sit= | your Department
Requested By YourName Sub-Departrnert
Requasted By Phone Your Sub Department
CALD
First Marme | | Last Mame | |
Gendar _MNohg- Ref. Mumber Il |
Fhone | | Alt. Phone | |
Report To Location | | Clai r Murber | |
ftem Mumber | |
Save and Acdd Multiple CALD
CALD Added
Action First Hame Last Hame Phone Al. Phone Report To Location Ref. Humber Claim Humber
Remove Mot provided 1

If you have more
than one CALD,
click this link and

add additional
names or
‘Confidential’




STEP 4: Special Requirements
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In this window you can include any special requirements your
booking may have. Please provide us with as much information

as possible.
C)NCALL

INTERPRETERS
& TRANSLATORS

Requested Interpreter Details

Requested Interpreter Mame |

Requested Interpreter Gender —-Mone--

Client Booking Cormments

Booking Specific
Requiremerts

Report To Details

Report To Person |

Client Invoicing Details

Furchase Order # |

Confirmation Details

Corfirmation Type Ermail ¥

[rovous Lo | cnc

Requested_MAATI Lewel

Nature of Request

Pref. Fhone No.

Cost Certre

Corfirmation Email

Home Search Bookings My Bookings My Feedback My Profile
Stepd: Special Requirements
Create Booking
Client Details
Cliert Name | YOUrCOmpany DepartmentsSite YourDepartment
eeeeeeeeee YourName Sub-Departrnent Your Sub Department
Requested Ey Fh

--Mane-- b

| |
| YourEmail |

If there are fields which do not apply to you, you do not have to

complete them.



STEP 5: Confirmation
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In the confirmation window you have the chance to review your
booking. Please check it thoroughly and ensure all the detalls are

correct.

Stepd: Confirmation

Create Booking

lyou are requesting an Arabic interpreter on Tuesday 18/12/20112 at 9:00am for 120 minutes Face to Face

tliert Name | your Company | Depart ment/Site
Requested By Sub-Departmert
ourName ]
Requastad By Phane

Service Details

Client Details

Service Type  ITterpreting Delivery Methad ~ Faceto Face
Service Delivery Address our Address Booking Type

Language and Time
Language  Arahic
Requested Start Date 1822012
Requested Start Time (HHMb) 0900
Requasted End Time (HHMM) 1100
Requested Duration 120

CALD Added

Confidertial

Boaking Specizl Requirements

Cost Cartra Requested Interprater Nama

Trial Humber Requested Interpreter Gender
Trial Duration Confir mation Type
Purchase Order # Charge To Persan

[provos | sowe | carcor

Edit Client Detail

Edit Service Details

Edit Lanquade and Time Detail

Eclit CALD Details

First Hame Last Hame Gender Report To Location Ref. Humber

Edit Special Requirements Detailz

You can edit any
of your booking
details from this

window if
necessary.



BOOKING RESULT C NCALL
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When you click ‘Save’ you will then be taken to the Booking
Number window.
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Search Bookings My Bookings My Feedback My Profile

Eooking Result

The haoking has been successtully crested. The hooking number iz

0C01822790
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SEARCHING BOOKINGS C)NCALL
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You can search for a booking at any time, by clicking the ‘Search
Bookings’ tab.
C NCALL

INTERPRETERS

& TRANSLATORS Home Search Bookings My Bookings My Feedback My Profile

Please select one of the following modes of searching and fill in the appropriate fields

Booking Mumber || | Search Result Found: a

Cliert Hams

[All Clients v
Department [ Al Dapartments v
Sub Department [ 4| Sub Departments v
ey sthed
Bookings Fram — [1ema o013 [1am4m013] Bookings To 22 mam013 [ 18ma2013]
Languags | | CE

CALD First Hame | |

Search Booking New Booking Export To Excel

CALD La=st Name |

CALD Reference

Search Result

Booking # Client Language Delivery Method Delivery Location Start Date Day Start Finish Duration Booking Status Interpreter ITS/Cancellation Status

You can use any of the above fields to search for a booking,
offering you more flexibility and convenience.
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Replicating a booking is a great tool if you will be meeting with

the same client for subsequent appointments.
C)NCALL

INTERPRETERS

& TRANSLATORS
Booking Number: OC00739731

REPLICATING BOOKINGS

My Profile

My Feedback

Home Search Bookings My Bookings

From the ‘My Bookings’

- I - k th Booking Detail Cancel Booking Replicate Booking
window, click on the o
- Bocking Number  DC00738731 Service Type  Interpreting
booking number to take s
I g u Deli Method Face to Fac
Day of Week  Thursday
- Sub- ent Name ested Start Date: 11212
you to this screen.
livery Address Street (HHMM} 1600
livery Locatig ion 120
livery Pogg#bde eated By  lary Ja 2
Repo, ocation
- Prof. Phone No.
Find the ‘REPLICATE
equested Interpreter Hame
] - - Additional Info
BOOKING utton. which Is — et oo
’ nnnnnnnnnnnnnnnn Cancelled by Client
S
In two locations on this -
CCCCC New CALD
-
window o Fustha letme bt e
.
Edit  Bob

Always show me ¥ more records per related list




REPLICATING BOOKINGS C)NCALL
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Firstly you will be required to change the date and time of the
booking.
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Then you can indicate if
the booking is for the same
language (checkbox) and \ T

if the CALD is to be copied e g

Requested Start Time {(HHMM) .| December |z| | 2012 E
i Sat

t th = \ Requested End Time (HHMM) | Sun Mon Tue Wed Thu Fri Sa

o the new booking. mo .
bs

s 10 1 s

Home Search Bookings My Bookings My Feedback My Profile

The next section shows all = EE e =
the original booking
details, or the booking

details you are replicating.
Check to ensure this is the e
booking you want to

replicate. /
Click ‘SAVE’.




REPLICATING BOOKINGS C)NCALL
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The next window shows your new booking details, including the
new booking number, and allows you to completely alter any
details from the original booking if necessary.

. _ C)NCALL
This is the new booking e

number. ot

Search Bookings My Bookings My Feedback My Profile

hhhhhhhh

Booking Number ~ DCOD738732 Service Type  Interpreting
ere you can see the date S X
Department Name rery Method Face to Face

: . ient Name Requested Start Date 124/12/2012 [ 201272012 ]
and time aetalls you R s

ype Onsite E o Requested Start Time [HHMM) 1400
. . Delivery Address Strest || =2 3 Boyen Crescent Requested End Time [HHMM) 14500
changed in the previous s
Delivery Post Code 3000
1 n d ,,,,,,,,,,,,,,
WI OW " Report To Person
Prof. Phor No.
re of Re
Click ‘SAVFE’
IC :
Addit
cel N cellation Da [ 200121 ]
cel ea o celled by CI
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When your booking is complete, you will see the booking
confirmation window again.

REPLICATING BOOKINGS
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Home Search Bookings My Bookings My Feedback My Profile
Booking
0C00739732 Printsble View
—
Job Details
Booking Number 0C00739732 Service Type Interpreting
Status  Unallocated Language  Japanese
Client Name. Delivery Method  Face o Face
Department Name Day of Week  IMonday
Sub-Department Name Requested StartDate  24/12/2012
SiteType  Onsite Requested Start Time (HHM) 1400
Delivery Address Street  Lv3, 3 Bowen Crescent Requested End Time (HHMM] 1500
Delivery Location Requested Duration 120
Delivery Post Code 3000 Created By Lisa 201122012 11:50 AW

Report to Location
Report To Person
Prof. Phone Ho.
Nature of Request

Requested Interpreter Name

Additional Info
ITS/Cancellation Status

Caneellation Reason

Cancellation Date Time

Cancelled by Client Hame

‘Cancel Booking Replicate Booking

CALDs

New CALD
Action First Name Last Name Ref. Number
Edit  Bob Green

Always show me w more records per related list

From here you can choose to replicate the booking again, or go
to ‘MY BOOKINGS’ to make a new booking, or cancel an existing
booking.
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To cancel a booking, start at the ‘MY BOOKINGS’ window.

C))NCALL

INTERPRETERS

& TRANSLATORS Home Search Bookings My Bookings My Feedback My Profile

IMPORTANT NOTICE

OMCALL values your custom and will endeavour to fill all booking requests with appropriately gualified or suitable interpreters at the highest NAATI level. Should we experience any difficulties,
OMCALL Boeking Staff will notify you with any cptions, providing wherever possible a minimum notice of 48 hours.

Active Jobs |z|

My Bookings New Booking
Booking Number Client Language Delivery Method Delivery Location Date Start Time Finish Time Duration Booking Status ITS/Cancellation Status
OCo0v38731 Japanese Face to Face 20M22012 1400 1800 120.0 Unallocated
OCO0739732 Japanese Face to Face 24M220M2 1400 1800 120.0 Unallecated

Click on the booking number you wish to cancel.



CANCELLING BOOKINGS NCALL
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You will then go to the Booking Detail window.
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Home Search Bookings My Bookings My Feedback My Profile

Booking
0C00739732 Exintsble View

Booking Detail ‘Cancel Booking Rej ite Booking

Job Details
Booking Humber  DCO0738732 Serviee Type  Interpreting
Status  Unaliocated Language  Japansse
Client Name Delivery Method  Face to Face
Department Name Day of Week  Monday
Sub-Department Name Requestsd StartDate  24/12/2012
Site Type  Onstte Requested Start Time (HHMM) 1400
Delivery Address Street  Lv3, 3 Bowen Crefcent Requested End Time (HHMM} 1500
Delivery Location Requested Duration 120
Delivery Post Code 2000 Created By  Mary Jane, 20/12/2012 11:50 AW

Report to Location
Report To Person
Prof. Phone Ho.
Nature of Request

Requested Interpreter Name

Additional Info
ITS/Cancellation Status Cancellation Date Time
‘Cancellation Reason ‘Cancelled by Client Mame
‘Cancel Booking Replicate Booking
CALDs
Action First Name Last Name Ref. Number

Edit  Bob / Green

Always show me w more records per related list

Click on either of the CANCEL BOOKING buttons.



CANCELLING BOOKINGS C)NCALL
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After hitting the CANCEL button, you will be required to put your
name in the field to confirm cancellation.
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Home Search Bookings My Bookings My Feedback My Profile
r _!"'-.\ Mote:Cancellation of Booking may incur ffes.
e
Cancellation Details 1= Reguired Informaticn
ITS/Cancellation Status Cancelled ustomer
Cancellation Date Time 20122012 W2:38 PM
Cancelled by Client Hame I|| |

Then click ‘SAVE’.



CANCELLING BOOKINGS C)NCALL
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You will then go to the Booking Detail window.

C))NCALL
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Cancel Booking Result
“our Existing Booking # : OC0O0735732 for Language : Japanese has been cancelled on 201242012 12:356 PM. Cancellations fees may apply.
Close

Click on either of the CANCEL BOOKING buttons.
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When you have completed the cancellation, you will then be
taken back to the Booking Detail window.

CANCELLING BOOKINGS
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Home

In this window,
you will be able
to view the p——

Booking

0C00739732 Printable View

Cancel Booking Replicate Booking

Job Details
- Booking Number 0Co0735732 Service Type Interpreting
cancellation (ampngeSapsnee

details.

Client Name
Department Name
Sub-Department Name
Site Type

Delivery Address Street
Delivery Location
Delivery Post Code
Report to Location
Report To Person

Prof. Phone Ho.
Nature of Request

Requested Interpreter Name

iditional Info

ITS/Cancellation Status

Delivery Method Face to Face
Day of Week  Monday
Requested Start Date 24122012
Onsite Requested Start Time (HHMM} 1400
Requested End Time (HHMM} 1500
Requested Duration 120
2000 Created By  Lisa | 20122012 11:50 AM

Lv3, 3 Bowen Crescent

Cancelled By Customer Cancellation Date Time  20/12/2012 12:36 PN

Cancellation Reason Cancelled by Client Hame tsa
Cancel Booking Replicate Booking
Action First Name Last Name Ref. Humber

Edit  Bob

Green

Always show me w more records per related list
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Thank you for completing the
Creating Bookings training.

You can use the My Feedback tab to let
us know what you thought of the training,
or the new system.

Meeting your language needs and exceeding your expectations
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