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INTRODUCTION

WordSynk Network Interpreter is thebigword Group's latest technology solution. It offers a
streamlined approach to delivering language services.

WordSynk Network Interpreter has been designed to improve how you view and accept offers.
You will be able to invoice completed assignments more efficiently. Browse available offers
freely, viewing only the assignments you are eligible for.

This document will walk you through the steps from getting started to invoicing your
assignments.

To download the app, click on the correct link for your device below:

WordSynk Network Interpreter - for i0S WordSynk Network Interpreter- for Android

# Download on the GETITON
S App Store P> Google Play

All the information you need for operating WordSynk Network can be found in this

@ guide. For further information, please visit our Product Support, where you'll find a wide
range of helpful articles. If you need support, you can also submit a product support
ticket by selecting Submit a Request.
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https://apps.apple.com/us/app/wordsynk-network-interpreter/id6479691310
https://apps.apple.com/us/app/wordsynk-network-interpreter/id6479691310
https://play.google.com/store/apps/details?id=com.wordsynknetwork.moj
https://play.google.com/store/apps/details?id=com.wordsynknetwork.moj
https://support.thebigword.com/hc/en-gb

LOG INTO WORDSYNK NETWORK

You can login to the app via WordSynk Network Interpreter - for iOS or
WordSynk Network Interpreter - for Android

Set up PIN Code

| don't tset up PIN ? Mo Thank
Are you registered with WordSynk? Sl Gl 2 il

( Register with us )

1 O < 11

Upon loading the app, you will be You will be prompted to set up a 4-digit
prompted to either log in, or sign up. pin for security purposes. Without a pin,
you will be asked to log in each time.

This is now your WordSynk Network
Interpreter App password.
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https://apps.apple.com/gb/app/wordsynk-network-moj/id6479691310
https://apps.apple.com/us/app/wordsynk-network-interpreter/id6479691310
https://play.google.com/store/apps/details?id=com.wordsynknetwork.moj
https://play.google.com/store/apps/details?id=com.wordsynknetwork.moj

BOOKINGS
UPCOMING BOOKINGS

On this page, you can navigate through upcoming bookings. You can select daily, weekly, or
monthly view.

16:46 4 1l 56 @3 Upcoming
« TestFlight : )
Bookings — i | N
Upcoming Past Booking € PREVIOUS WEEK THIS WEEK NEXT WEEK >
' May 2024
Daily v 3
L] L]
£ PREVIOUS DAY TODAY NEXT DAY 3 4
May 2024
208 B218 B228 | 23 | BE2aN ROEN NO6 §
N B BN T EEE SN
L] - - -
6
NW8 ORH Multicay 3
Face To Face
’
18:00 Upcoming Past B
Monthly w
NWE8 ORH
Face To Face ¢ PREVIOUS MONTH  THISMONTH  NEXT MONTH >
19:00 May 2024
NWE ORH Multiday )
Face To Face 1 2 3 a 5
B o B
Bookings Offers Invoices
-] 7 8 9 10 n 12
\ 13 14 15 16 17 18 19
The ‘Bookings’ tab displays any upcoming AR (Jy gy v ) a0 ]
bookings that are in place. The postcode
has been included for ease of locating 27 | 28 | 29 30 [ 3
and differentiating between bookings. N | | '
Select the booking to expand its details. °
New offers and upcoming bookings will

also be shown in different colours for
ease.
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BOOKINGS

BOOKING INFORMATION

Booking JB05402

e JR04957
Interpreting - Face to Face

Appointments : 2

1" O <

Select the desired booking to expand on
its details.

S ‘ WordSynk

Booking RO0009181

B £60.14

31-05-2024 At
09:00 - 10:00

English to Arabic (Modern
Standard) North African

2 & O3

Ground Floor Rear Middle Flat ®
Ground Floor Rear Middle Flat

323 Watford Way London

England NW4 4TE

@

Open Directions

0

L= 5.34 Miles

Timesheets Download >

00011746
Service Line Item £20

Travel Distance Line £0.14
Iltem

Once selected, you can explore the
assignment specifications. These
include venue detail, distance, and
pricing breakdown.




BOOKINGS
PAST BOOKINGS

On this page, you are able to view past bookings.

Bookings
Upcoming Past Booking In the top section, you are able to

navigate through and view

Al y Upcqming bookings and past
bookings.

31-05-2024
=)
A00029056
Ground Floor Rear Left Flat
08:00 to 09:00

English to Arabic (Modern Standard) North Af...
Ground Floor Rear Left Flat 323 Watford Way ,
London , NW4 4TE

a On this page, you can also see the

5 A?“‘:?";@ - status of the booking (e.g. Upload
onstantin business . . .

03:00 10,0800 times, Dispute, Invoiced)

English to Arabic (Modern Standard) North Af...
379 Watford Way , London , NW4 4TE

B (® Upload Times

A00014036
1
B B B
Bookings Offers Invoices
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BOOKINGS

CONFIRMING DETAILS WITH THE

CLIENT

1626 M £ & »

Enter Client PIN

Pass the device to your client contact

Il O <

You will then be prompted to
pass the device to the client for
verification.

They will then enter their
personal Client Pin to approve
your submitted times.

N ‘ WordSynk
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BOOKINGS
UPLOADING THE TIMESHEET

16:26 G £ & -

Booking JA06534

— Start Time * End Time *
02:30 AM H—U3:30 AM \

Upload Time Sheet

Confirm Save

Are you sure you want to save ?

I O <

When you select the booking, you can
upload the time sheet for your hours
worked/ lunch breaks taken. You are
also able to take photos and upload the
timesheet directly from this section. It
must be a live photo you take, not one
pre-taken from the camera roll.

Here you can submit the actual times.

N ‘ WordSynk




BOOKINGS

DOWNLOADING THE TIMESHEET

09:29 Rl 64

Booking 00009181 X

a £60.14

31-05-2024 At
09:00 - 10:00

English to Arabic (Modern
Standard) North African

2 @& O

Ground Floor Rear Middle Flat [ ]
® Ground Floor Rear Middle Flat
= 323 Watford Way London
England NW4 4TE
Open Directions

0
L 5.34 Miles

Timesheets Download >

Service Line ltem £20

Travel Distance Line £0.14
Item

Once you have uploaded your
timesheet and saved, you can now see
the Timesheets Download option visible
on the booking.

S ‘ WordSynk

10

08:33

Booking 00009270

323 Watford Way
= London England NW4 ATE

= Open Directions

Anne Whitworth
(S 01422 769040

L= 5.42 Miles

[¥] Timesheets Download v
00011873

- timesheet_ - b4

FDF Document

® Q08 |

AirDrop Messages Mail Notes
Copy @
Quick Look )

After clicking Timesheets Download,
you will see a number of options on
where to save the timesheet. You can
also see quick look depending on your
device to open separately.

Z




BOOKINGS
DOWNLOADING THE TIMESHEET

timesheet_ : Done
timesheet_
PDF Document ﬁ
Save to Files =
Print
timesheet_
PDF document
M

After selecting ‘Quick Look’, you can
choose to download the PDF toyour
files and then you can print the
timesheet.

S ‘ WordSynk




OFFERS
OFFERS PAGE

ol 56 EB)
Offers =
05-06-2024
8
131 Magellan House View Offer
(MultiDay)

English to Nederlands
Magellan House Armouries Way LeedsWest
YorkshireLS10 1JG

11-06-2024
B £30.00
131 Magellan House View Offer The ‘Offers’ page will display the interpreting
(MultiDay) bookings you are eligible to accept. It will also
English to Afar _ include information such as the date, location,
Magellan House Armouries Way LeedsWest language required, etc. You can select the
YorkshireLS10 1JG . . .
booking to expand on its details. In the
18-06-2024 expanded section you will also be able to view
the payment breakdown of the booking.
B £30.00
131 Magellan House View Offer
(MultiDay)

English to Acholi
Magellan House Armouries Way LeedsWest
YorkshireLS10 1JG

= e B

Bookings Offers Invoices
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OFFERS

ACCEPTING AN OFFER

08:34

Offer #8050C50C

£120.51

Multiday
17-06-2024 - 19-06-2024
3 Appointments [ 3 Days

@ English to Arabic (Modern
Standard) North African 9

Q 325 Watford Way
= London NW4 4TE

Open Directions

La 5.42 Miles
=
00014026
Service Line Item £20
Travel Distance Line Item £017
00014027
Service Line ltem £20
Travel Distance Line Item £0.17
00014028
Service Line Item £20
Travel Distance Line Item £0.17

08:34
Offer #8050C50C
L& 5.42 Miles
=
00014026
Service Line ltem £20
Travel Distance Line ltem £0.17
00014027
Service Line ltem £20
Travel Distance Line Item £0.17
00014028
Service Line Item £20
Travel Distance Line Item £0.17
TOTAL £120.51
By accepting this assignment, you accept the
terms and conditions as set out in the interpreting
services agreement and the terms and conditions
of the specific assignment. Should you wish to
refer to the interpreting services agreement, you
can view here.

You will then see the offer details,
where you can scroll down to see
more, including the total amount for
the offer.

S ‘ WordSynk

Press the ‘Accept’ button once you've
read the offer details and are happy.
An additional pop up as shown on the
next slide will appear asking to you
confirm again.




OFFERS
ACCEPTING MULTI-DAY OFFERS

Below displays WordSynk Network’s multi-day booking capabilities.

3 Appointments | 3 Days 3 Appointments | 3 Days
Select All o Select All
05-06-2024 12:00 - 12:30 o 05-06-2024 12:00 - 12:30
06-06-2024 12:00 - 12:30 e 06-06-2024 12:00 - 12:30
07-06-2024 12:00 - 12:30 ° 07-06-2024 12:00 - 12:30
TS
—— —_—

You can select which appointments you can attend. The client’s preference is that you
are available for all appointments, if you are available for the whole booking, press
‘select all’, and press ‘Confirm’. If you are unavailable at any of the appointments,
select the correct appointment, and press ‘Confirm’.

N ‘ WordSynk 14 @/7




OFFERS
ACCEPTING AN OFFER

Accept Offer

Do you want to accept the offer ? Success

View Booking
( Cancel )

You have accepted offer AB5A5E20

Select ‘Accept’ on the offer you wish.

You will then receive a confirmation of You will also receive an email with
said booking, with the booking reference confirmation for your records.
number.

N ‘ WordSynk




INVOICES
READY TO INVOICE

In the ‘Invoices’ tab on the bottom right corner, you can view past invoices, as well as
invoices that are ready to be processed.

Invoices

Invoices

Ready To Invoice nvolced Booking Ready To Invoice Invaiced Booking

SELECT ALL SELECT ALL

02-05-2024 23-05-2024

Interpreting - Face to Face

Interpreting - Face to Face 05:00 - 11:00

12:30-13:00 English to Afar £135.21
. £26.36
English to Abron 07553
06813
22-05-2024
29-04-2024 Interpreting - Face to Face
11:00 - 12:00
Interpreting - Face to Face English to Afar £23.1
13:30-14:00 £38.86 07507
Engels to English .
06523 Interpreting - Face to Face
11:00 - 12:00
English to Afar £23.21
Total £26.36 07513

B &) B e
Bookings Offers Invoices E (&) B

Bookings Offers Invoices

Select the booking you wish to invoice There is also the option to ‘Select
and press preview. All" at the top left of the screen.

In the Invoices tab on the bottom right
corner, you can view past invoices, as
well as invoices that are ready to be
processed.

S ‘ WordSynk 16 @/7




INVOICES

PREVIEW AND SUBMIT INVOICES

16028 6d £ & -

Invoice

Preview Invoice

Supgier Invt e Preverm

'| Add Reference Text l'

1 O <

Upon selecting ‘Preview’, you are able
to view your invoice. From here, you
can add reference text or submit.

S ‘ WordSynk
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16:29 6 ~ & -

Add Reference Text

Test

|

Submit Invoice

There are capabilities to rename
invoices to whatever you choose for
ease.

v/



INVOICES

INVOICED BOOKINGS

Invoices Invoices
Ready To Invoice Invoiced Booking Ready To Invoice Invoiced Booking
Invoice #1000000021 Ii, Invoice #1000000020 .i,
Invoice #1000000020 Ii, Invoice #1000000019 .i,
Invoice #1000000019 g Invoice #1000000018 R
Invoice #1000000018 o RS '
invoice_1000000020 X
‘DF Document - 39 KB
Invoice #1000000017 o
Invoice #1000000016 &,
Invoice #1000000015 ok
Invoice #1000000014 ok,
AirDrop Messages Mail MNotes
2 e B Copy (
Bookings Offers Invoices
———— B ©

You will be notified that the invoice has
been successfully downloaded.

In ‘Invoiced Booking’ in the top right
corner, you are able to view the invoices

you have submitted. You will see a pop-up where you can

choose where to download the file and
quickly look to see it in more detail. This
will depend on your device.

Select the download icon on the right
of each invoice to download and save
to your device.

S ‘ WordSynk 18 @/7




INVOICES
INVOICED BOOKINGS

Success

Invoice 1000000391 successfully
downloaded

I @ <

You will be notified that the invoice has
been successfully downloaded.

N 1 WordSynk




SETTINGS

Select the 3 lines in the top right corner to open more options: change language, profile, an about
section, and log out.

ol 56 3 ‘ ull 5G BE
{27 Change Language » %
2 Profile >
Your Details
) About » -
Your Information >
[+ Logout B
Address >
Contact Details »
App Settings

<5:  Billing Configuration

Security Settings

Change Password >
L= Distance Metrics >
1] Delete Account b

In the profile section, you are able to confirm your details are correct. In the Billing
Configuration settings, you can enter your VAT number to correctly process your invoice.

N 1 WordSynk




PROFILE

BILLING CONFIGURATION

11:44

Profile

Billing Configuration

Company Name

Address 1

Address 2

Street

Postcode

City
Country

rUnited Kingdom v

Save

S ‘ WordSynk

Billing Configuration allows you to
configure and customise
information on your invoices which
will then be displayed on the
generated invoices.
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