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BOOKING SMS ALERTS & ACCEPTING BOOKINGS
Bookings can be issued in two ways — already assigned to you from the ezispeak
team, or a booking broadcast out to multiple interpreters, that you can view and
accept.

1. Where one has already been assigned to you, you’ll receive an SMS with the details.
e.g.

Ezispeak booking CTHS-BTXCSM is
assigned to you successfully. Date-
Time: 01

Oct 2020 09:00 (30m), Location:
NZ

2. Where a booking has been broadcast out, you’ll receive a different SMS message
containing a booking “Acceptance” link. e.g

Ezispeak booking on 01 Oct 2020
09:00 (30m) at NZ. Link to view and
accept: https://ims.online/ez/btxcth

3. Clicking on this link will open a webpage on your phone showing the booking details
and a button to “Accept” and assign that booking to yourself.

AA & ims.online (o}

Ezispeak Interpreter Management System

% Booking Details

Booking ID: CTHS-BTXCSM

Status: New

Patient Type:

Delivery Method:  Video

Date-Time: Thursday, 01 Oct 2020 09:00
Duration: 30m
Location: NZ MBIE Service Centre,
Business
®NZ
Language: Test German
Notes/Comments: -
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ACCESSING THE EZISPEAK IMS
You will then need to access the ezispeak IMS Web platform to view, manage,
update, and close your assigned bookings.

1. IMS Web Access is granted via the following web link:

https://ims.online/EziSpeak/IMS.nsf/xHome.xsp

pezispeak
-

Please sign in

Username

Password @

Copyright @ 2020 Primaxis Pty Ltd.

2. You will need to enter your assigned username and password to sign in.

ezispeak
-

Please sign in

RHMO0001

........ @

Sign in
ijright@ 2020 Primaxis Pty Ltd.
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Once logged in you will see the Dashboard. Here you’ll see your “Current” and
“Incomplete” Bookings.

. Ezispeak IMS (Interpreter Management System)

Baooking Portal
ezispeak

For any assistance call the office on (AU) 1800 796 618 / (NZ) 0800 453 771

1. Current Bookings are yet to occur:

Current Bookings v

Status = Language = Date = Time =
x X x
- Booked Test German 19102020 10:040
- Booked Test German 18102020 11:30

2. Incomplete Bookings are bookings that have passed and are awaiting your update
and closure.

Current Bookings

Incomplete Bookings (2 records)

Status = Language = cCategory Date = Time =

X X X X X
1  Booked Test German Buzineszs 1502020 03:00
2 | Booked Test German Buzingss 15102020 16:30
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EZISPEAK IMS - VIEWING BOOKING DETAILS

When entering an assigned booking, you can view all details associated with the
booking, including:

Booking Details: NRER-BUH5UT BcColapse Al WSDupicate G*Ext  #Print | GEdt | W Other Actions
Status: Booked Department: NZ MBIE Senvice Centre
Booking Classification: Standard Organisation: NZ MBIE Senvice Gentre
Delivery Method: Video Category: Business

Video Conference Platform: Zoom

Video Platform (URL): hitps://usOdweb.zoom. us//6661429109

Date: 19 0ct 2020 Mon Customer Reference #: 3425365

Time: 11:30 Agency Attendee: Bob Smith

Is Flexible with time? No

Duration: 45 minutes Language: Test German
Interpreter Type: In-House Interpreter Name: NZ Interpreter

Booking Instructions (Optional): Optional Information for Interpreter. ..

1. Booking Number -

Booking Details: NRER-BUHSUY

2. Booking Status -

Booking Details: NRER-BUHSUY

Status: Booked

3. Delivery Method —

Booking Details: NRER-BUHSUT

Status: Booked

Booking Classification: Standard

Delivery Method: Video

Video Conference Platform: Zoom

Video Platform (URL): https:/fusl4web.zoom. us/j/6661429109

This includes a Zoom link, allowing you to access your booked video session directly
from within the booking.
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4. Date & Time —

Booking Details: NRER-BUHSUY

Status: Booked

Booking Classification: Standard

Delivery Method: Video

Video Conference Platform: Zoom

Video Platform (URL): https://us04web zoom.us/6661423109
Date: 19 Oct 2020 Mon

Time: 11:30

Is Flexible with time? Mo

Duration: 45 minutes

5. Department & Organisation -

B Collapse Al i

Department: MNZ MBIE Service Centre
Organisation: MZ MBIE Semvice Centre
Category: Business

6. As well as the Name of the booking requestor so you know who to expect on call.

B Collapse Al

Department: MNZ MBIE Serice Centre
Organisation: MNZ MBIE Semvice Centre
Category: Business

Customer Reference #: 3425365

Agency Attendee: Bob Smith

ezispeak: User Guide -Video Interpreting Service Interpreter Guide: Version 1.



ezispeak

LOGGING INTO ZOOM
1. If you have not done so previously, you’ll need to download and install the Zoom
desktop application. The application can be downloaded from the following link —

https://zoom.us/support/download

O
© Download for Windows - Zoom X +
<« C @& zoom.us/support/download v » ° :
REQUESTADEMO  AUS: 1800768027 RESOURCES v  SUPPORT
ZOO' l . SOLUTIONS ~ JOINAMEETING  HOSTAMEETING v SIGNIN SIGN UP, IT'S FREE

We're now downloading Zoom ...

Your download should automatically start within seconds.
If it doesn't, restart the download

© Zoominstaller.exe A Showall = X

2. Once downloaded, you should click on the zoom executable to start the zoom
installation.

) Zoom Installer %

Installing...

91%

3. Once installed you'll see the Zoom desktop application login interface; you should
“click” on the sign in button:

200Mm

Sign In

Version: 5.3.1 (52879.092
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4. Then sign in with your ezispeak credentials:

) Zoom Cloud Meetings — X

Sign In

or

Sign Up Free

NOTE: if you’re an existing ZOOM user with your own personal Zoom account,
please ensure you’re not logged in to either a zoom browser, or the zoom desktop
application under your personal account when clicking on ezispeak meeting links.

Hosts are required to start Zoom meetings; in the absence of a meeting host the
zoom meeting cannot proceed. If you're assigned the host role, and you join with
your personal account, Zoom can’t recognize you as the assigned Host, and all
attendees will remain in a Zoom waiting room without the ability to start the meeting.

You will predominantly be assigned as a meeting host and you must ensure prior to
every meeting you’re logged into your desktop application using your ezispeak
provided account and credentials.

© Zoom Cloud Meetings — X
Sign In
nz-interpreter@nzvideointerpreter.com Q Sign In with SSO
Password
J e o G Sign In with Google

m f Sign In with Facebook

Back % Sign Up Free

ezispeak: User Guide -Video Interpreting Service Interpreter Guide: Version 1.



ezispeak

5. Once you're logged in you will see this interface:

(L] = ® B Q. Search
Home Chat Meetings Contacts

11:53 AM

Wednesday, 7 October 2020

New Meeting ~

Schedule Share screen ~

No upcoming meetings today

ezispeak: User Guide -Video Interpreting Service Interpreter Guide: Version 1.
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ZOOM CONFIGURATION AND TESTING

1. When clicking on the settings icon:

(] =~ (& Q, Search
Home Chat Meetings Contacts

11:54 AM

Wednesday, 7 October 2020

New Meeting ~ Join

s

Schedule Share screen

No upcoming meetings today

2. The following settings page will be displayed:
s

ﬁo

Start Zoom when | start Windows
Video When closed, minimize window to the notification area instead of the task bar
) Use dual monitors
Audio &
Enter full screen automatically when starting or joining a meeting
Share Screen Automatically copy invite link once the meeting starts
Chat Always show meeting controls
Ask me to confirm when | leave a meeting
Background & Filters
Show my connected time

Recording Remind me 5 minutes before my upcoming meetings

Profile Stop my video and audio when my display is off or screen saver begins
Integrate Zoom with Outlook ()

Statistics
Reaction Skin Tone

Keyboard Shortcuts / ‘ ‘ I

89 Accessibility

0B 0O0NVDO00OS

View More Settings (2
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3. Clicking on “Video” will show you if your webcam and video stream is working, and
provide a view of your video feed that will be on display to the requesting ezispeak

client and NES participant.

) Settings X

General .
ezis
O Share Screen %
O Chat

@ Background & Filters

Audio

@ Recording SEBIESSSS T T — T
: AR S e
e Profile o
Camera
@ Statistics UVC Camera e
(C) original ratio (") HD
G Keyboard Shortcuts
My Video

Accessibility
Mirror my video

() Touch up my appearance

() Adjust for low light

Always display participant names on their video

| Advanced |

4. Clicking on “Audio” will allow you to test your audio setup — both speaker & Mic.

Statistics
Select the default noise suppression level (low) to optimize for music
Keyboard Shortcuts

|Q Settings >
G |
enera Speaker
Video | Test Speaker Headset Earphone (2- Jabra PRO 9450) v
Qutput Level:
G ... «—e
O Share Screen (") Use separate audio device to play ringtone simultaneously
O Chat Microphone
i | Test Mic Headset Microphone (2- Jabra PRO 9450) v
Q Background & Filters
Input Level:
Recording Volume: L] ®- <)
e Profile Automatically adjust microphone volume
O Suppress background noise Auto v @
.

(") Automatically join audio by computer when joining a meeting
Accessibility -

_ L\\gute my microphone when joining a meeting

Press and hold SPACE key to temporarily unmute yourself

Sync buttons on headset

| Advanced |

All other settings, including the profile assigned to you by ezispeak should be left

default and not changed in any way.
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1. After ensuring you are logged into the desktop zoom application correctly using your
ezispeak supplied credentials, you should “click” on the Video URL link within the
IMS portal against your booking:

Booking Details: NRER-BUHSUT

Status: Booked

Booking Classification: Standard

Delivery Method: Video

Video Conference Platform: Zoom

Video Platform (URL): https://us04web zoom.us/|/6661429109

2. Note: If you’re using Zoom for the first time, your browser will likely prompt you to use
your zoom desktop application. Please check the box “Always Allow” (Chrome) /
“Remember my choice” (Firefox).

@ Launch Meeting - Zoom x  +
& c @& usO4web.zoom.us/j/725388451142pwd=TFVD: >b2ZYdz09%success “«
i ?
zoom Open Zoom Meetings? Sl

https://usO4web.zoom.us wants to open this application.

[0 Always allow usO4web.zoom.us to open links of this type in the associated app

When system dialog prompts, click Open Zoom Meetings.

https://us04web.zoom.us wants to open a zoommtg link.
This link needs to be opened with an application,
Send to:

Zoom Meetings

Choose other Application

Remember my choice for zoommitg links.

Cancel
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3. Next click on “Open Zoom Meetings” (Chrome) or “Open Link” (Firefox) to launch
the zoom desktop application.

o

alking:

Meeting Topic: MBIE Test Meeting

Host: Luke Tanner

Passcode: 083341

Invite Link: https://usO4web.zoom.us/j/725388451142pwd=TFVDektWV..

Copy Link

© Join Audio x |

Join with Computer Audio

Test Speaker and Microphone

fite Others [N

Automatically join audio by computer when joining a meeting

4. When the “Join Audio” popup appears, click the highlighted default choice “Join with
Computer Audio”.

© Zoom Meeting

. © Recording...
Talking:

Meeting Topic: MBIE Test Meeting

Host: Luke Tanner

Passcode: 083341

Invite Link: https://usO4web.zoom.us/j/72538845114?pwd=TFVDektWV...
Copy Link

oM,

. e

Audio Invite Others

udio Connected
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ZOOM - PARTICIPANTS AND ASSIGNING A HOST

1. After “clicking” on the participant button you

© Zoom Meeting
Sl
Meeting Topic: MBIE Test Meeting
Host: Luke Tanner
Passcode: 083341
Invite Link: https://us04web.zoom.us/j/72538845114?pwd=TFVDektWV...
Copy Lint
@
Join Audio Invite Others
Computer Audio Connected

2. will see yourself and whoever else may be waiting for the meeting to commence.

© Zoom Meeting - o x
& Recording... Participants (1
Meeting Topic: MBIE Test Meeting B iz merpreter prost me

Host:

Passcode:
Invite Link: hitps://us04web zoom.us/{/725388451 147pwd=TFVDektWV.
[
I Y
Joia Audio Invite Others

3. You should also use this time to understand if you have been assigned as a Host, and
therefore whether you have initial Host responsibilities.

v Participants (1)

m NZ Interpreter (Host, me) o & A
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4. As participants join, they will enter a “Waiting Room” pending a Host arriving and
commencing the meeting.

If your name does not have a Host designation next to it, you should wait until a host
arrives to start the meeting and admit all parties.

Where you are designated as Host, you will have responsibility for identifying the
requestor or agency attendee by name, which would have been specified within their
booking details e.g. “Dave Preston (MBIE)” in this example.

@ Collapse Al B¥Duplicate CG*Ext & pPrint & Edit

Department: NZ MBIE Service Centre
Organisation: NZ MBIE Service Centre
Category: Business
Department Address:
Customer Reference #: 1000235
Clinician Name/Discipline: Dave Preston (MBIE)
D
v Participants (1)
Waiting Room (2) + Admit all

Haroon Katio (NES)
Dave Preston (MBIE)
In the Meeting (1) ~

m NZ Interpreter (Host, me) &y 8 0A
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5. Once the requestor or agency attendee enters the meeting “Waiting Room”, you
should mouse over their name and “Admit” them into the meeting.

v Participants (1)

Waiting Room (2) v Admit all

Haroon Katio (MES)

Dave Preston (MEIE) @ Remove

In the Meeting (1) ~

m NZ Interpreter (Host, me) & O CA

6. Once admitted they will appear in the meeting list with the Interpreter.

Your next responsibility will be to make the requestor or agency attendee the
meeting Host.

= O X
v Participants (2)
Waiting Room (1) v
Haroon Katio (NES)
In the Meeting (2) v
m NZ Interpreter (Host, me) @ § A

m Dave Preston (MBIE) [} m
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7. You can do this by mousing over the requestor or agency attendee’s name, and
“clicking” on “More” and then selecting the “Make Host” option

v Participants (2)
Waiting Room (1)
Haroon Katio (NES)
In the Meeting (2) ~
m NZ Interpreter (Host, me) . 21
@ Dave Preston (MBIE) [ Mute |

Make Co-Host
Allow to Record
Rename

Put in Waiting Room

Remove

and confirming this action.

Participants (2)

Waiting Room (1) ~
Haroon Katio (NES)

In the Meeting (2)
m NZ Interpreter (Host, me) D 8 A
m Dave Preston (MBIE)

© Zoom X

Do you want to change the host to Dave Preston
(MBIE)?

-m
-

Invite Mute All

After making the requestor or agency attendee the host, they will now be responsible
for admitting any further participants including the NES as required.

You can now take direction from the requestor or agency attendee and service the
video sessions interpretation requirement until its conclusion.
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EZISPEAK IMS - COMPLETING A BOOKING
1. After the Booking has occurred and service completed, you should enter your
“incomplete” bookings listing within the IMS system and close off your completed
assignments.

Current Bookings

Incomplete Bookings (3 records)

Status = Language = Category Date = Time = Duratior= UR No. =

X X X X X X X
1 Booked Test German Business 25/09/2020 14:00 15
2  Booked Test German Business 28/0972020 11:10 5
3 Booked Test German Business 2910972020 11:30 B0

2. Once a booking needing to be closed has been identified, you should enter this
booking

Booking Portal

For any assistance callthe office on (AU) 1800 796 618 / (NZ) 0800 453 771 ezis;eak

Booking Details: LTAR-BTS8D9 OColapse Al BDupicate CExt Pt Ceot
Status: Booked Department: NZ Rotorua District Community Law Centre
Booking Classification: Standard Organisation: NZ Rotorua District Communtty Law Centre
Delivery Method: Video Category: Business

Communication Details: -Nitps iusDAweb 200m us/y5509295776 Department Address: NZ

Date: 25 Sep2020 Fri RC Code/Reference no: NZ TestAl3

Time: 14:00 Clinician Name/Discipline:

s Flexible with time? No

Duration: 15 minutes Language: Test German

Interprater Type: In-House Interprater Name: Chais Thomas

Location / Instructions: Test Locaton / Instructions

3. and find the “Edit Button”.

ezis()eak

@ Collapse Al BiDuplicate CrExit SPint & Edit
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4. Once in “Edit” mode, you will have access to the section “Post Booking Details”

Post Booking Details

Booking Completed ? () Yes [ No

5. Upon “checking” the “Yes” button new fields will be revealed allowing you to provide
and confirm final details of your service against the booking.

Post Booking Details

Booking Completed ? Yes [ No

Actual Start Time: © | 14:00

Actual Finish Time: © | 15:00

Actual Duration: B 60 |
Interpreter Rating:

Distance Travelled: 0

Travel Time: 0

Phone Calls: 0

Other Charges: 0

Attachments: No file chosen
Comments:

You will need to input their “Actual Finish Time”, and the “Actual Duration” will
automatically calculate based upon their entry. You may also leave comments, and
upload files where applicable.
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6. After all edits are complete, you will need to “Save” the changes by clicking on the
save button.

@ Colapse Al BN Duplicate G*Exit ®Print P Save

7. Upon exiting you will find that the Booking will now be removed from your listing of
“Incomplete Bookings”

Current Bookings

Incomplete Bookings (2 records)

Status = Language = Category Date = Time = Duratior= UR No. =

X X X X X X X
1 Booked Test German Business 280972020 11:10 5
2 Booked Test German Business 290972020 11:30 60

8. They will now appear as “Completed” when looking at the Booking within the
“Current Bookings” adjusted Calendar view.

[ Current Bookings ] v

Status = Language = Category  Date = Time = | Duratio== UR No.=
X X X x X X X

1 Completed Test German Business | 25/00/2020 14:.00 15
2  Completed Test German Business | 25/09/2020 15:30 5 MRN Det...

Timely and correct booking closures are necessary to ensure your payments against
bookings are registered and payment records are complete.
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