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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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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  
 
 

 
 
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 
 

 
 
  
  

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 
 

 
 
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 
 

 
 
 
 

Note:            Current Booking = Booking Appointment Date /time is still current 

Search results will be displayed here 

  Past Booking= Booking Appointment Date /time is past 
  Booking status = see Appendix 1 for codes and definitions 
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2.2 How to view/print activity reports 
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 
 

 
 
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” 
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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” 
 

 
 
Step 5:          You will be displayed a print view of the activity report. 
 

 
 
 
 
 

WATIS Online System – User Training Manual  4



 

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. 
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3.1 How to change password 
 
Step 1:           Click on “Change my Password” (in the Manage Account screen) 
 

 
      
Step 2:         The following “Change Password” screen will be displayed 
 
 Enter all the fields and Click the “Change Password” button to 

complete the process 
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3.2 How to change email address 
 
Step 1:           Click on “Change my email” (in the Manage Account screen) 
 

 
      
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 
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3.3 How to change personal profile 
 
Step 1:           Click on “Change my profile” (in the Manage Account screen) 
 

 
      
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  
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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 
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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 
 

  
 
 
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 

  

Private & Confidential 
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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 
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Appendices 

A1: 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 
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