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WATIS ONLINE SYSTEM

This is a web-based online system provides service users of our Waitemata
Auckland Translation and Interpreting Service (WATIS) an easy to use system to
- book interpreting services online
- cancel and edit booking transactions online
- track and view current bookings online
- search and view past bookings online

Benefits of using the online system
- reduced paperwork
- e-booking confirmation
- tracking and viewing of booking status
- online cancellation and editing function
- easy online search function
- tracking of current and past transactions
- favourite booking templates to save input time
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WATIS ONLINE SYSTEM
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1. How to Sign-on as an interpreter

Step 1: Go to www.watis.org.nz on the internet to go to WATIS Online
system Home page

Step 2: Click on Sign-On (under Interpreting) in the Home page

- i N Welcome to WATIS Interpreting and Translation Service

WATIS I 3 part of Waltemats DHB &sian

Interpreting Service
+ Lage Meguatrabon
+ 5i6 08 5

Interpreter 4 SINT - Onsits (Face to Face) Intsrpraing Service
g
+ TINT

The lollowing are services provided by WATIS:

Step 3: The following LOGIN screen will be displayed.

Type your User Name (Email Address)
Type your password
Click the “Login” button to complete the login in process

=10l %)
r
=] Qo Links *
e | At s | Contay
|
2l
& W
#Strt] | - Maroma. |81 A HIWATIS Lier Tr | (51 | e Micrcsckt P | JBome
Hisld=-Bsge BIlw LLY

If you have forgotten your password !!

In the LOGIN screen above, type your email address and Click on the line below
LOGIN button.
The system will auto-generate an email response to you with your password.
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2. How to manage bookings

2.1 How to search bookings
Step 1: Log-on to system if you have not logged in

Step 2: Select Manage Account under Interpreting Service (side bar)
The following “Manage Account” screen will be displayed

5§ woil i n A klandd Tramslation and Interpreting Services - Mirosolt internet Explorer [0l x|
B fm bed Fgos o tes F
Qua - © - ] [2) €| Prown gereme @3- W - 3

ey | 5] bt fow vests. oo firkerpreter Ianage_acoour,_inbarpieter. pho S8w [us

Welcome Irene
anut

=lnterpreting Services = fbout Us =Contact Us =Heko

| Manage Account for Interpreter
Profiles

Tnterpreting Service Changs my passwaord

» User Registration

» Signlo >

Changs my emal
Changs fy grofile

Boukings

Transactions

Yieve Pavment Reports

Step 3 Click on Search Booking
The following “Search Bookings” screen will be displayed

Enter specific search criteria and click on “View Current Bookings”

or “View Past Bookings”

The search results will be displayed as a list of bookings below the
search criteria box

= Intermretnd Services o
Search Bookings
Interpreting Service y Beakisg Samber. { E— By Service fype: [
Laer Braunatin Ry Brqueter Kame: | —— ny S
» Sl Dy P atient N1 S | iy Language:
-
100022 "1
]
Search results will be displayed here
Note: Current Booking = Booking Appointment Date /time is still current

Past Booking= Booking Appointment Date /time is past
Booking status = see Appendix 1 for codes and definitions
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2.2
Step

Step

2 waitemata Auckland Translation and Interpreting Services - Microsoft Internet Explorer

How to view/Zprint activity reports
1: Log-on to system if you have not logged in

2: Select Manage Account under Interpreting Service (side bar)
The following “Manage Account” screen will be displayed

=lox|
| a

Eile Edt View Favorites Tools Help

Qo - ) - (%] (2] ‘h‘;)saar(h /¢ Favortas @‘ K- 3; - E 3

Sl B Jueks »

Address [ ] v watis.org nefinterpreterfmanage_account_interpreter.php

= o
/ Kﬁ'ﬁﬂ%ﬂ Welcarne Irene
Tz Wai Awhina Logout

=:dnterpreting Services

N\

Manage Account for Interpreter
Profiles

Interpreting Service [=-Change my password
[E-Change my email

User Reaistration q D
» User Reqistration E-Changs my profile
+ Sign In >

Bookings
Interpreter -

=N BT
-Interpreter Activity Report
» Manage Sccount

Transactions

[E-¥iew Unpaid Past Transactions
[=-Search Paid Transactions
[E-View Payment Reports

KT

[ [ [ [ mternet

Step 3: Click on Interpreter Activity Report

The following “Search Interpretation Activities” screen will be
displayed.

Select an appointment date range. Click on “Search Bookings”

I} waitemata Msrkland Translatinn and Tnberpreting Seevices - Miceosalt Inteenet Bupinece =S|
| & |
o vt cn sty seport g = e [
welcome frenn Bl
= AbGUE LS =-Help
Search Interpretation Activities
Inkerpreting Service Dy App Date: From = o e |
» Mar Reqistration Soarch Bonkings
v Zian in ==
4
Interpreter
» Apply for Position
+ Manage Account
. . =l
[T [ ket P
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2.2 How to view/print activity reports, continue....
Step 4: The following activity report will be displayed

Click on “View print friendly version”

) waitemata Auckland Translation and Interpreting Services - Microsoft Internet Explorer

Fle Edt View Favorkes Tooks  Help

Qe - ) - [x] B | ) seach ¢ Favorkes €3| SN <
s o

Agdress [&] hip:/funm watis org -_activity_report.phprdate b

o +Bookings

Search Interpretation Activities

Interpreting Service By App Date: From [2006-05-18 = To [2008-05-24 E
» User Reqistration Search Bookings

» Sign In >>

Interpreter
» Apply for Position
» Manage Account

12345 Hext »>

Wiew print friendly version

May 2008 (Mg
3 #109296-APC+SINT-Mandarin{ Xue QWY9623)

Booking Date; 2008-04-04

Booked By: Ching Sy

SINT:Irene Lee

SiterWTK

Location:orth ope

Requester:Susan Naishitt

Cost Centre: 1151264

Patient Phone: 8271158

14:40-15:00 #110600-APC+SINT-Cantonese( Lim FPAGG38)
Booking Date: 2003-05-09
Booked By: Elena Waong
SINT:Irene Lee
Site:Narth Share Hospital
Location:North Shore Hospital
Requester:Geraldine Eilers
Cost Centre: 1151264
Patient Phone: 8365715

15:00-18:00 #110601-APC+SINT-Cantonese{ Lim FPAG6638)
Booking Date: 2003-05-09
Booked By: Elena Waong
SINT:Irene Lee
Site:Narth Share Hospital
Location:Outpatients Clinic
Requester: Geraldine Eilers
Cost Centre: 1151264
Patient Phone: 8365715

=l
& Y Y
Step 5: You will be displayed a print view of the activity report.
23 WATIS Translation Service - Microsoft Internet Explorer =10 x|
File Edt Wiew Favorikes Tools Help | "!'

Qe - ) - \ﬂ @ ;h | /._3 Search ¢ Favorkes €‘3| [_\v ; =LK 3

Address |@ hitkpe/ fwvwar.atis. org.nz/finterpreterfink_activity_report_print. php?FromDate=2008-05- 1887 oDate=2008-05-248pa0:10=3

Sl B ks »

W Waitemata Waitemata Auckland Translation & Interpreting Serivce
District Heelth Board Asian Health Suppport Service Phone: 442 3211 or extn 2211
/ N N Herth Shore Hospital Fax: 486 8307 or extn; 2307
Te Wai Awhina Private Bag 93-503 Email: watis@waiternatadhb .gavt.nz
Takapuna

Interpretation Activity Report
21 May 2008 (Wednesday)

10:15-10:45 #109657-APC+SINT-Cantonese( Hoo GYG7883)
Booking Date: 2008-04-15
Booked By: Dora zhao
SINT:Irene Lee
Site:\Waitekere Hospital
Locationioutpatients
Requester:Pearl Morse
Cost Centre: 1151264
Patient Phone: 8368628
11:00-11:15 #108662-APC+SINT-Cantonese( Li QFQ5138)
Booking Date: 2008-03-18
Booked By: Charles Cui
SINT:Irene Lee
Site:WTK
Location:Outpatients Dept
Reguester:Karen Paris
Cost Centre: 1151264
Patient Phone: 8389816
11:00-12:00 #111047-SINT-Mandarin{ Gao QHH3306)
Booking Date: 2008-05-21
Booked By: Dora zhao
SINT:Irene Lee
Site:Waitekere Hospital
Location:ope
Reguester:. NA
Cost Centre: 1251125
Patient Phone: 8189876
14:00-16:00 #110429-APC+SINT-Cantonese( Huang QKRO440)
Booking Date: 2008-05-06
Booked By: Elena Waong

SINT:Irene Lee
Site-Nnrth Shnre Hnsnital

€] pone I

4 Internet

s
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3. How to manage your user account
This involved:
3.1 How to change password

3.2 How to change email address
3.3 How to change personal profile

Step 1: Log-on to system if you have not logged in

Step 2: Select Manage Account under Interpreting

The following “Manage Account” screen will be displayed providing
the functions for changing password, email and personal
information.

/) waitemata Auckland Translation and Interpreting Services - Microsoft Internet Explorer =101 x|

Ele Edt View Favortes Toos Help ‘ w

Qe - ) - (%] 2] 0 ‘ ) seerch 1 Favertes {52 ‘ == LJE 3

Address [ 1] https fuwm.wtis org.nefinterpretermanage_accourt_interpreter.php

] Waitemata
z

BEEERE

Districz Health Bard Welcome Irene
Te Wai Awhina Logout

=-Contact Us =:Help
Interpreting Service, [E+Change my password
[E+Change my email
User Reqistration
» User Registration E+Change my profile
b 5ign In ==
gookings
Interpreter &
Iy for POs| [=-Search Bookings
< » Manage Account
Transactions
[E-View Unpaid Past Transactions
[E-Search Paid Transactions
[E-View Payment Reports
& [T T T (e 4
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3.1 How to change password

Step 1: Click on “Change my Password” (in the Manage Account screen)

2 waitemata Auckland Translation and Interpreting Services - Microsoft Internet Explorer

=10l x|

e Edt View Favoitss Tools Help

| A

Qo - O - %] 3] \h‘;)SEarch S Favertes %)

EOSNEIR Y

Address [ ] https/fwwmn.wiotis org.nefinterpretermanage_account_nterpreter php

P Waitemaia

rict Health Board Welcome Irene
Te Wai Awhina Lodout

BN

=:Contact Us

=:Help
Interpreting Serviceg [=-Change my password
+ User Registration [=-Change my email
» Sign In > s
Interpreter Bookings
» Apply for Position [=hSearch Bookings
» Manage Account
Transactions
[=+View Unpaid Past Transactions
=+Search Paid Transactions
=+View Payment Reports
=
& [0 [ [ /
Step 2: The following “Change Password” screen will be displayed
Enter all the fields and Click the “Change Password” button to
complete the process
6
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3.2 How to change email address

Step 1: Click on “Change my email” (in the Manage Account screen)

3 mata Auckland Translation and Interps Services soft Internet Explorer =100 x|
‘ Ele Edt Vew Favoites [ools Help \ [

OO 1@ B o e @3 5 5 LE B

Address @ http: fjwwaswatis, org.nzfinterpreter/manage_account_interpreter. php

P Waitemaia

iecrice Healeh

BN

welcome Irens
Te Wai Awhina _ _ Logout

=interpreting Services =about Us =:Contact Us

=-Help

Manage Account for Interpreter

Profiles

Interpreting Service
» User Registration /" Change my email

» Sign In >

Booki
Interpreter L

» Apply for Position [E-Search Bookings
+ Manage Account
Transactions
[E-View Unpaid Past Transactions

=+Search Paid Transactions
=+View Payment Reports

s

& [T e

Step 2: The following “Change Email Address” screen will be displayed

Enter all the fields and Click the “Change Email” button to complete
the process

aw and Interpreting Services - Windows Internet Explorer M X]
G - B rrpttmmm it org e haren_amaigty B £

Pl Bdn Ve Paortes  Toch bl

Google [ Crwwwwatorgn:  [wlGoo g Diw RS » @ = €7 bookmorise Bhabioced | T Check » '\ stk » 5] sl [ Sond e 5[5 ww [ wans Jﬂm (D) Sattrge

WS wamemas ke Translation and it B-rQ -2

Wekcome Trainrsg 1
Logout

=Services = Contact Us =:Help.

Change Email Address

Interpreting Service
+ Wsse Regiatration Old Email Address: * I
+ Makg Bocking Hew Emal Address: * [
+ Manaoe account

b Contirm Mew Tmail Addrass :+ I
Tnterpreter
+ Apph for Position Crarge Emasi
+ sian oo J

Home | sbout Us | Contact s

Dore. @ Irromot e -

T Ll SOOI ... ... [N, Qs 2uem
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3.3 How to change personal profile

Step 1: Click on “Change my profile” (in the Manage Account screen)
) Waitemata Auckland Translation and Interpreting Services - Microsoft Internet Explorer =101 x|
Ele Edt View Favorites Iools  Help ‘ ﬁ'

Qo - O - %] 3] \h‘;)SEarch S Favertes %)

Address [ ] https/fwwmn.wiotis org.nefinterpretermanage_account_nterpreter php

= -
Pyt Welsoms Trene
Te Wai Awhina Lodout

EOSNEIR Y

BN

=about Us =-Contact Us

=interpreting Services =-Help
Manage Account for Interpreter
Profiles
Interpreting Service Calhansedmmaaagy ord
[=-Change my email
User Registration
» User Registration Bpanda L ey
» Gign In »>
Bookings
Interpreter g
» Apply for Position [E-Search Bookings
» Manage Account
Transactions
[=-Yiew Unpaid Past Transactions
[=-Search Paid Transactions
[=-View Payment Reports
& [T T T T [ mternet 4

Step 2: Please contact WATIS via this email address
watis@waitematadhb.govt.nz about your request. Thanks.
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4. How to obtain financial information

Features include:

4.1 How to view unpaid transactions
4.2 How to search/ view paid transactions

4.3 How to view/ print payment reports

Step 1: Log-on to system if you have not logged in

Step 2: Select Manage Account under Interpreter (side bar)

The following “Manage Account” screen will be displayed

You will see the following features under “Transactions”

- View unpaid past transactions
- Search paid transactions
- View payment reports

7} waitemata Auckland Translation and Interpreting Services - Microsoft Internet Explorer (=] 5|
Fle Edt View Favortes Tools Help ‘ 2
3 A % & . 3 T £
@Back -© - |ﬂ @ _ﬂ|ijearch ¢ Favoriss ej‘ i Wl - _J ﬁ vy
Address [&] hrtp: watis. org.nzji /manage_account_interpreter.php B |Lm>s =
P Waitemata B
District Health Board Welcame Irene
Te Wai Awhina Logout
= Interprefting Services = About Us =:Help
Manage Account for Interpreter
Profiles
Interpreting Service [E+Change my password
: [E-Change my email
User Registration 7
» User Registration &+Chanaa my profile
»Sign In >
Bookings
Interpreter N
N n E-Search Bookings
< » Manage Account
Transactions
T-View Unpaid Past Transactions
[E+Search Paid Transactions
[E-Yiew Payment Reports
& C T [ ket v
9
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4.1 How to view unpaid past transactions

Purpose: Useful for checking a specific unpaid transaction details
Step 1: Click on “View Unpaid Past Transactions” under “Transactions”
The following “View Unpaid Past Transactions” screen will be
displayed

=10l x|

Fle Edt View Favortes Tools Help ‘ il

Dok - () - BRE ;h|p5&arch /' Favories @‘ - ;, a-J8d 3

and Interpreting Services - Microsoft Internet Explorer

7} waitemata Auckland Transl

Address [] http: /v watis,org.nzfinkerpreter/tran_list_unpaid php

B e

= Interpreting Services =rAbout Us

View Unpaid Past Transactions

Interpreting Service
» User Registration

+ Apply for Position
+ Manage Account

Booking Details
Booking#: 106801
Site:WTK
NHI#:QGL7240

Job Type:SINT
Booking#: 105138
Site:MSH
NHI#:RMVEG12
Job Type:SINT
Booking#: 107438
Site:WTK
NHI#:5LT4626
Job Type:SINT
Booking#: 109506
Site:NSH
NHI#:EGC9268
Job Type:SINT
Booking#: 109843
Site:'Waitekere Hospital
NHI#:RGAB376
Job Type:SINT
Booking#: 108754
Site:MSH
NHI#:5PYD339
Job Type:SINT
Booking#: 105553
Site:NSH
NHI#:HNQO728
Job Type:SINT
Booking#: 109785

Gitar2 Durba Paad

‘&] Dane

Booking Appointment

App Date/Time: 2008-03-06 15:50:

Duration: 0.5(hr)

App Date/Time: 2008-04-01 14:50:

Duration: 0.75(hr)

App Date/Time: 2008-04-17 09:40:!

Duration: 0.75(hr)

App Date/Time: 2008-04-22 13:00;

Duration: 1.5(hr)

App Date/Time: 2008-04-23 08:00;

Duration: 0.75(hr)

App Date/Time: 2008-04-28 14:10:;

Duration: 0.666667(hr)

App Date/Time: 2008-04-28 16:15:

Duration: 0.5(hr)

App Date/Time: 2008-04-20 09:00:;
{113

Nueatinn: 05

oo

00

oo

oo

oo

00

0o

00

Actual Timesheet:

Receipt#:
Start: 2008-03-06 15:50:00
Duration:0.5(hr)

End:2003-03-27 15:45:00
Receipt#:

Start: 2008-04-01 14:50:00
Duration:0.75{hr)
End:2003-04-01 15:35:00
Receipt#:

Start: 2008-04-17 09:40:00
Duration:0.75(hr)
End:2008-04-17 10:25:00
Receipt#:

Start: 2008-04-22 13:00:00
Duration: 1{hr)
End:2008-04-22 14:00:00
Receipt#:

Start: 2008-04-23 08:00:00
Duration:0.75(hr)
End:2008-04-23 08:45:00
Receipt#: 35725

Start: 2008-04-28 14:10:00
Duration: 1{hr)
End:2003-04-28 15:10:00
Receipt#: 35726

Start: 2008-04-28 16:15:00
Duration: 1.02(hr)
End:2003-04-28 17:20:00

Receipt#: 35727
CFark GMNE_NAP0 MO0

Options
Edit Timesheet

b Sign In == Job Type:SINT End:2003-03-06 16:20:00

Booking#: 109011 App Date/Time: 2008-03-27 14:45:00 Receipt#: Edit Timesheet

Site:MSH Duration: 1{hr) Start:2008-03-27 14:45:00 |
Interpreter NHI#:LTU1207 Duration: 1(hr}

Edit Timesheet

Edit Timesheet

Edit Timesheet

Edit Timesheet

Edit Timesheet

Edit Timesheet

Edit Timesheet

| Internet

sl
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4.2 How to search and view paid transaction

Purpose: Useful for check booking transactions or check charges; or for file copy

Step 1: Click on “Search Paid Transactions” under “Transactions”
The following “Search” screen will be displayed

Ble Edt Yiew Favortes Tools  Help | w

/7 waitemata Auckland Translation and Interpreting Services - Microsoft Internet Explorer o [w] 53

Qe - () - %] & | D praones 5] - L L i 3

Address [€] hrtp: juma watis orq nzinterpreterjiran_search_paid.php

District Health Board Welcarne Irene

Y] Waitemata
Z

=l oo [unks »

Te Wai Awhina Logout

=:Home =interpreting Services =:Help
n Search Paid Transactions

Interpreting Service Search by Job Number: [

» User Reqistration Search by Receipt Num: I

e Search by Paid Date : [

Interpreter Search Paid Transactions

» &pply for Position

» Manage Account

=l
[&] pore [T [T [ [@mteme 7
. . . . . « .
Step 2: Enter specific search criteria then click on the “Search Paid

Transactions” button

The search results will be displayed as a report with a list of paid

transactions below the search criteria box

To print, Click on the link “Print” under Options

3 waantemata Auckland Translation and tterpreting Services - Mirosolt inbernet Explones =10l x|

Ble Edt Yew Fportes Jooks Hep | q"“
Q-0 A B ) Jme o B3-S W - @ B |
Aafere | 2] et v witis. e st tae_stnch_pasd_ sk pho Bockingi 4 Rk Do s

Wilcome Hayden
Wl i

ESADGUE U5 EContact Us EHelp

Paid Transaction List:
Search Analn

Interpreting Service Job Detalle Payment Detail:
» Wsgr Bgaictas i'i':‘ e 1

» Maks Booking

» Manage Account A

Interpreter

» appbe for Postion

Administrator

e “| Private & Confidential

Traration: 11T

Receipta:
St
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4.3 How to view/ print payment reports

Step 1: Click on “View Payment Reports” under “Transactions”
The following “Payment Report List” screen will be displayed

To print, Click on the link “Print” under Options

) Waitemata Auckland Translation and Interpreting Services - Microsolt Internet Explorer =10 x]
Be £ Yew Freos ok b | & |
Al 0Oy 1 = —
Qs - D - 1x] &) ) s v @] (5- L5 JH B _
|w|ﬂIlr||:Mnnn\wﬂn.ug.luh'l-‘nprﬂl_l-|xl|_h.l.|fp B> R
a ]
iy Welcome Hayden
Waltoma [rane
Logout
=iHelp
Payment Repart List
Payment Report Date Payment Due Date Payment Tatal  Optioins

views 2008-05-29 2008-05-22
IO Meros views 2008-05-13 2008-05-07
» L Bunsiraion views 2000-04-29 2008-04-23
e views 2008-04-14 2008-04-07 arint
e views 2008-03-28 2008-03-20 ot
ST views 2008-03-13 2008-03-06 arint
 &gcle for Postion vieys 2008-02-28 2008-02-20 annt
» Manags decourt views 2008-02-13 2008-02-06 arint
views 2008-01-30 2008-01-25
Administrator iy 2007-12-20 2007-12-20
.Mmmm wiew 2007-11-29 2007-11-28
+ Dt Maintenance
=
[ oens [ Y 4
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Appendices

Al: Booking Status Codes and Definitions

Code Definition

Cancel Interpreting job cancelled by user or patient e.g.
rescheduled appointment

Cancel-NC Interpreting job cancelled by user or patient, No Charges
incurred for this job

Confirmed Interpreting job has been confirmed with interpreter
assigned

DNA Patient Did Not Arrive

DNA-W-NC Interpreter Did Not Arrive, No Charges incurred for this job

Incomplete This is a duplicate for another interpreting job (double
booking)

Late-W Interpreter arrived late for the job

Late-W-NC Interpreter arrived late for the job, No charges incurred for

this job

Not Required

The interpreting job is no longer required by user or patient

Not Required-
NC

The interpreting job is no longer required by user or
patient, No Charges incurred for this job

Pending Interpreting job has not been processed, interpreter has
not been assigned
Unable to fill The interpreting job can not be filled by WATIS, e.g.

Language not supported or no interpreters available

WATIS Online System — User Training Manual
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