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You can book an interpreter through your Wordskii account. Simply log into
your account on and select the 'Add new Booking' tab in
the top right corner.

1.Choose 'Future Booking'

2.Choose the service you require: Face to Face

3.Choose the department you are making the booking for

4.Provide the address of the booking

e This is where you wish the interpreter to attend the booking
e Ensure to add information to all fields with the *

e You can save the address for future bookings

4. Select the target language
o select any other language the service user/ patient speaks

5. Specify the gender of the interpreter
» please let us know if we can provide an interpreter with a different gender
if your preference cannot be met

6. Choose your preferred interpreter (optional)
e type a name of your preferred interpreter if you have one

7. Select the booking type e.g., medical, mental health, sensitive etc
8. Provide the date and time of the booking
¢ this is when you wish the interpreter to attend the booking
¢ select the ‘As soon as possible’ option if you need the interpreter urgently

e choose your booking to repeat every day, week or custom it

What type of service would you like to book?
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Provide booking contact person information

Select 'Yes' if you will be attending the booking or fill in the information with the
attendee details if you are making the booking on behalf of your colleague

Provide the Service User/ Patient Information

Add the service user’s/ patient name and their ID number/ reference number/
case number

Provide additional Information (Optional)

This field is optional, and you can leave it blank.
Please provide any additional information about your booking if it is essential
for the booking team or the interpreter to know it before attending the booking

Review and submit the booking

Review all details and submit your booking, or use the menu on your right to
amend any information

Once the interpreter is confirmed, the booking'’s status will change to
‘Confirmed’ and a confirmation email will be sent to the booking contact
person.
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Contact Word360
email: teamwork@word360.co.uk
phone: 0121 554 1981



