
BSO Interpreting Service 

How to Book an Interpreter Guide 
– Face to Face and Virtual

http://bso.hscni.net



To avoid Patient duplication, HSC Staff are forced through a number of 
searches before they can add a “New” Patient / Client (someone without a 
HCN) to the online booking system:

• Search 1: Client Search – this searches the Interpreting System to see if a 
request has been made by someone else in HSCNI previously e.g. GP, 
Dentist, Emergency Department, Maternity Services 

• Search 2: Health and Care Index – Patients with Health and Care Numbers 
(who don’t show in the initial Client search) can be found here

• New Patients/Clients not found in either the Client Search and/or Health 
and Care Index can be added here (HCN can be added later)
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Step 2: Tell us who needs the 
Interpreter 
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Step 2 - Q: Have you booked for this person 
before? Yes

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

2. A list of Patients you have previously 
booked for will appear 

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

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

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



Step 2: Tell us who needs the interpreting Service

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

Click on the Patients HCN to add 
the Patient to the booking

Only click the Patients name if you need to edit 
their details (telephone number/address etc)
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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)
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Step 2: Tell us who needs an Interpreter (HCI Search)
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Enter the Patient’s Health and Care Number (only) and select “Search”

If you do not have the HCN please search by Forename, 
Surname, DOB and Gender

The Patient should appear in the Table (below)

Select the Patient’s H+C Number 



Step 2: Tell us who needs an Interpreter (HCI Search)
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On the Client Detail Screen:

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

Select Use this Client to open the Client Detail Screen



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

If the Patient does not exist on the HCI 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
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Step 2: Tell us who needs an Interpreter (New Client/ 
No HCN)
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1. Enter all details 

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



Step 2: Specific Patient/Client Requirements
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Once complete, select Next

Please indicate if there are any 
specific Patient requirements –
gender, contact patient and/or 
specific Interpreter required



Email us: interpreting@hscni.net

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

Tel: Out of Hours 028 9615 8200

Contact Details

http://bso.hscni.net

https://www.facebook.com/BSO.HSC
https://www.linkedin.com/company/965223
mailto:interpreting@hscni.net

