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Log into the System

* Go to your HSC Trust/GP/Dental/Optometry Intranet page or Portal

* Click on the Interpreting Service Link

Enter username (email address) Enter Password
Username eoinstewart@hscni.net
Password

/ Forgotten password?
BT
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Dashboard

1. All “active” appointments submitted by the Booker will appear in the left hand column
on the main Dashboard

2. Bookings initially appear in the Tentative column

3. Once an Interpreter is confirmed, bookings will move to the In Progress column

4. Booking are organised in date/time order

SEARCH v Booking Reguest =

REQUESTS 04:51 a
Tentative Appointments — Your request has been —

v Tentative (3) submitted and NIHSCIS is awaiting Interpreter

response
Fri 11-0¢t-2024 1000, Polish, 205 - Kasia Rogowiec, Job
D: 1561169 .
1 25-Oct-2024 11:00, Polish, 394 - Oliwia Garow, Job 1D: In Progress Appointment — An Interpreter is
1561192 confirmed.
Fri 25-0ct-2024 11:30, Polish, 388 - Maja Ferguson, Job
D: 1561193
v In-Progress (2) |m
Thu 10-Oct-2024 11:45, Polish, 38 - Halina Zerko-Porter, | 4€ Ordered by date and time of booking

Job ID: 1561179

Fri 11-0ct-2024 14:00, Polish, 38 - Halina Zerko-Porter,

Job ID: 1561170 Click on each booking to view the full details of
each appointment on the main screen 3



How to Book an Interpreter- Face
to Face AND Virtual



Select ‘Booking Request’ and ‘New’ to create a new
booking

Booking Regquest = ‘ (

v Tentative (3) m
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The system will ask you to confirm that an interpreter
is required for the appointment

Confirm

Are you sure the Client requires interpreting services?

Select ‘Yes’ to continue
with your booking



Regional HSC Interpreting Guidelines will appear to
support you in choosing an interpreter type

Face to Face Interpreting

(including virtual bookings)

-

-
When to use telephone interpreting When to use face to face interpreting
s Primary Care appointments s For a new patient's/client's initial visit
* When the content to be discussed is relatively simple * When the appointment is over 30 minutes
* When it is preferable not to have another person in the room i.e. when anonymity or * When the appointment is sensitive in nature i.e. delivering test results which may be
meodesty might be a consideration distressing
* When there are health issues such as highly infectious diseases s Consultations involving two or more participants i.e. family conferences
* When the appointment is 30 minutes or less, especially & primary care appointment * When the patient/client has specific communication needs and/or where non-verbal

* For quick inpatient sessions i.e. doctors rounds cues are needed

* For follow up appointments when a face to face interpreter is not essential » When the patient/client indicates that they are not comfartable with telephone

. . ) o interpreting
s In an emergency situation where time is limited
= For any sight translation where a document needs to be read to the patient/client
* To aid the booking of an appointment and establish patient’s needs y =g ' P '

* When the appointment is to be conducted via video cal
* When a face to face interpreter cannot be made available e

By selecting this service you indicate that you hawve read, understood and accepted the above
By selecting this service you indicate that you have read, understood and accepted the above - s . . ' =

guidelines guidelines
Click here g submit a request for Face to Face Interpreting (including virtual

Click here for further information regarding Telephone Interpreting bookings)
ookings

\ Close



The system will ask you to confirm that face to face interpreting is
definitely the best option for your appointment

Confirm

Are you sure Face to Face imterpreting (including virtual bookings) is reguired?

e ] e

Select ‘Yes’ to continue
with your booking



Step 1: Confirm your details



Step 1: Confirm your details

Booking Request Detalil

Step 1 - Confirm Your Details

Your Details Booking For

Eoin Stewart Organisation South Eastern HSC Trust

Admin Assistant

e e A Service Provider * Dr Carson's Practice -
o 0289535 3804 Dr Carson’s Practice

B4 eoinstewart@hscni.net

=

If you work for multiple departments
please select the department you are To proceed select ‘Next’

booking for on this occasion
10



Step 2: Tell us who needs the
Interpreter



Step 2 - Q: Have you booked for this person
before? Yes

Booking Request Detail

Step 2 - Tell us who needs interpreting service

Have you booked for this person before?

No - Search for Cliemt

Client Details

Clients

HCM

nu Sesame Street

Select “Yes” if you have previously
booked an Interpreter for the Patient
through the BSO Interpreting system

A list of Patients you have previously
booked for will appear

Click on the relevant Patients HCN (or
HCN field) to populate their details
into the booking

To amend the Patients details
(address, telephone number etc) click
on their name to edit and save and
populate their details into the booking

12



Step 2: Q: Have you booked for this person
before? No

If you have NOT booked an Interpreter for the Patient via the online booking system
please select “No”... A Client Search screen will appear to prompt you to check if the
Patient exists on the Interpreting System

1. Enter the Health and Care Number (HCN) only. If you do not have the HCN
please enter the Patients first name and last name (only)

2. Select Search (go to next slide)

Client Search

HCM T Name T DOE T Gender T Address T

4 n » ' Mo items to display



Step 2: Tell us who needs the interpreting Service

If the patient exists on the Interpreting system they will appear as below

........ i
HCM MHame 0g Gender Address
19-May- 1882 Famalg 3 Craigavon ews. BT36 TPG
Click on the Patients HCN to add Only click the Patients name if you need to edit

their details (telephone number/address etc)

the Patient to the booking

14



Step 2: Tell us who needs the interpreting
Service

If the Patient does not exist on the interpreting system a “Your search returned
no results” message will appear.

You now need to search via the Health and Care Index (HCI)

Select “HCI Search” (go to next slide)

Client Search
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Step 2: Tell us who needs an Interpreter (HCI Search)

Enter the Patient’s Health and Care Number (only) and select “Search”

Client Search
Search (Gevermtm e | — If you do not have the HCN please search by Forename,

Surname, DOB and Gender

Loca HCl
h I EYI0 £ AOd
DOE B aars : GF Code
The Patient should appear in the Table (below)
or ANy EORENAME PRESENT . Select the Patient’s H+C Number
HCM T Mame T Gender T Address

11-5ep-1978 Female 111 Yellow Brick Road, Belfast, ET3 4EQ

387-279-0803 once Knowles

: - !




Step 2: Tell us who needs an Interpreter (HCI Search)

HCI Registration

Use this Client | €Camee Select Use this Client to open the Client Detail Screen

On the Client Detail Screen:

e Add the Patient’s Primary Language, Town, telephone number
* Select Save to populate the details into the request

Client Detail

Save | Cancel

ACh 387-279-0803 Home Tel No 077111111 «—
DOB 11-sep-1978 (& Address 1 111 Yellow Brick Road

Title M Address 2 Relfact

First Mame * Beyonce Address 3

Last Name = Knawles Address 4

Gender * Female v Postcode BT2 4EQ

Primary Language *

Polish v Town * Belfast / ‘
Secondary Language v\ Country of Origin v



Step 2: Tell us who needs an Interpreter (New Client/
No HCN)

If the Patient does not exist on the HCl search they will need to be added as a “New” Patient
(the New button will appear ONLY after the User has gone through the client and HCI

searches)
Select “New Client” and go to next slide

Client Search

Search Reset Mew Client é“——’ﬁ Search Close

Loca HCI

DOE 19-May-1945 | &

Lende vale ¥

o

GiER] A



Step 2: Tell us who needs an Interpreter (New Client/
No HCN)

1. Enter all details
2. Select Save and Close for the details to populate into the request

Client Detail
Sa‘-.‘e(’iiﬂii—

QO0-00 0 -0000
e ey

DOB 9_May-1945 Address

Coilasl

Address 4
g U Cdela e PRetende

uuuuuuu

o= | Er ]



Step 2: Specific Patient/Client Requirements

Can the interpreter contact
the client in advance of the

appointment? *

Please indicate if the client

requested a specific gender?

Has client consented to
Mature of Appointment and
Contact Details to be

shared? *

Prefermred Interpreter

Please indicate if there are any

Oves ONo specific Patient requirements —

gender, contact patient and/or
specific Interpreter required

Crndale U Female @ Mone Stated @

Oves ONo ODontknow

4

EEE <—

Once complete, select Next

20



Step 3: The Appointment details — Face to Face

Appointments

Booking Request Detail

When and where is the interpreting service required Enter the date, time and duration

5 / Where will the appointment take place? — Choose
from HSC Location / Clients Home / Non-HSC Location

Bl

a
4

1. HSC Locations — the HSC location should show on
t the Appointment venue drop down list —if it doesn’t

et Venue -1 [= please select + to add

2. Home Visits - select ‘clients home’ the home
address will appear (you will also need to select
YOUR office base from the Appointment Venue drop
down list for the barcode)

3. Non-HSC Locations - select ‘Non-HSC Location’
and enter the full address of the appointment in

Appointment address 1, 2, 3 fields (you will also
need to select YOUR office base from the
appointment venue drop down list for the barcéte)




Step 3: The Appointment details - Face to Face

Appointment Practitioner

Appointments

Choose from drop down list or click

/ + to add a new Practitioner

* |+

Send Confirmation to

T

Practitioner

Select to send confirmation to Practitioner (email address must be
accurate

What is the general nature

and context of appointment?

Are there any specialist areas
of knowledge required fior

the interpreter?

Should the intempreter meet Yes @ No @

the practitioner beforehand?

f Yes, at what time?

Enter further detail about nature
of appointment

Choose from drop down list
<« ?

Select Yes if you would like the Interpreter to come
earlier to discuss appointment — complex cases

If Yes — Please enter time of pre-meet

Select next when complete \



Step 3: The Appointment details — Virtual

appointments
Booking Request Detail
Step 3 - When and where is the interpreting service |'e:,'|'e:/ Select Virtual appointment
, :::“e-. . - . _4€— Choose Type of Virtual appointment e.g. Zoom,
Virtual Meting UR MS Teams
f_ Enter full URL (link ONLY) for meeting (for MS
e o e = teams right click on Join the Meeting now -
Appointment * = copy hyperlink — and paste. PLEASE DO NOT
e st o e < R ENTER MEETING ID and / or PASSCODE HERE.
S _ 5 Meeting ID and Passcode should be entered in
ake place the General Nature and context section in Step
3 (see next slide)
m Enter Date/Time and expected duration

23




Step 3: The Appointment details - Virtual

Appointment Practitioner

Send Confimmat to
e Lo aton o (

Practitioner

What is the general nature

and context of appointment?

Are there any specialist areas

of knowledge required fior

the interpreter?

Should the interpreter meet L Ye

the practitioner beforehand?

f Yes, at what time?

appointments

Choose from drop down list or click

/ + to add a new Practitioner info

* |+

Select to send confirmation to Practitioner - email address must be
accurate

# Mo €=l Select Yes if you would like the Interpreter to come

Enter nature of appointment -
MEETING ID AND PASSCODE
v SHOULD ALSO BE ENTERED HERE

online earlier to discuss — complex cases

—

If Yes — Please enter time of pre-meet

Select next when complete \



Screen 4: Check and Confirm bookings

Review the details and select “Submit”

Booking Request Detail

Step 4 - Review your request

Z

Dr Carson’s Practice
agan Valley Hospita FrETErEnCES r/4
9 Hillsborough Road
. owed
T Inknown
8 1JF
- ntery H ko-Port

—



Duplicate/Overlapping Appointment
Notification

You may receive a notification if the Client/Patient has an appointment at
the same time/date at the same venue.

You may also receive a notification if the Patient has an appointment at
another Department/Practice at the same time — this will allow you to
reschedule your appointment so the Patient can attend both sessions

Confirm
The Client has an overlapping or adjacent Appointment on the same Date. Do you want to
continue?

26



Once complete you will receive a notification to advise your
Request has been Submitted

Success

Your booking reqguest has successfully been submitted to the Interpreting Service. Receipt
Confirmation email sent. Please ensure the Client has given the appropriate consent for their
information to be shared with the allocated Interpreter

You will then receive a confirmation of receipt to your email address (username).

You will receive another confirmation of receipt email once the Interpreter is
booked.

Please contact the Interpreting Service if you do not receive these emails
27



Copy Booking (coping a previous request)

The “Copy Booking” function allows Users to copy the details of a previous booking. This means

you will only need to add the date and time to the new request (if all other details remain the
same)

1. Locate the booking via the Dashboard

2. Go to Booking Request — Copy Booking

SEARCH A4 Booking Request =
New
REQUESTS 04:44 &
Copy Booking h
_ - A Job Status: Un ved A i
v Tentative (3) m Cancel Booking Request 0D tEtus appraved Allocation

12-Oct-2024 at 12:02 Appointment Status:  Unapproved
Fri 11-Oct-2024 10:00, Polish, 205 - Kasia Rogowiec, Job

Payment Status: Mew Payment
C: 1561168 Requested By Eoin Stewart
Fri 25-Oct-2024 11:00, Polish, 394 - Oliwia Garow, Job ID: Admin Assistant at Dr Carson’s Practice - South
1561192 Eastern HSC Trust

Fri 25-0ct-2024 11:30, Polish, 388 - Maja Ferguson, Job o/ 0255536 3504
ID: 1561193 B ecinstewart@hscninet

o

v In-Progress (2) jw Appointment Type: Face To Face

Thu 10-0ct-2024 11:45. Polish. 38 - Halina Zerko-Porter.

—~— oA L e

3. The usual booking request screens will appear with all details from the previous request

4. Enter the new date and time at Step 4. Submit 28
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Other Guides

ow to cancel a booking”
ow to access the barcode”
ow to update the end time of a booking(via

system) including video calls”



Business Services
HSC Organisation
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~ N .
Contact Details

9 Email us:

Tel: 8am to 5PM Monday To Friday:
0 028 9536 3777

Tel: Out of Hours 028 9615 8200
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https://www.facebook.com/BSO.HSC
https://www.linkedin.com/company/965223
mailto:interpreting@hscni.net

