Quick Reference Guide S O
Managing Notifications, Profiles, and Calendars llél

View the notifications

1. Click the notification icon. The red circled
number shows the number of new or unread
notifications. All notification display when you

click on your name.

. T e . . BCA registration is completed @
2. Click anindividual notification to view the Yesterday
details of the notification.
OR Affidavit registration is completed
Yesterday
Click View All to view all read or unread ]
View All
notifications.
3. Click All to view all notifications, or Unread to S ——
view only Unread messages. Enter keywords to Noﬁﬁcab
search for a specific notification then click the "o g
sea rch icon. Search notification Q Today #  Sartdate #  Enddate
. . - £ . i leted BCA registration is completed
4. Click Today to only view notifications i i

received today. Enter start and end dates to
view notifications by a specified date range.

Al (5 aread 1 Mark All As Read Delete All

5. Click the notification to view details. Click the

Q Today a ]
trash canicon to delete a single notification.
Awork Mnﬁlhlhmiiwm A work request has been lssigneﬁ to you 1220190333 PM
6. Click Mark All As Read to clear all unread e .
notifications. iy | "
7. Click Delete All to delete all notifications. oo

Deleted notifications are permanently deleted.

Edit profile and notification settings MANAGEMENT APPLICATION

Profile

1. Click Profile. Notifications @)

Support

O R Profile Assignments Invoices Settings
Logout

Click your name, and select Profile from the

Kim ID 65:
dropdown. 9
Profile Assignments Invoices Offers o Registrations ' 6
2. Click Edit. =]
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3. Review all information and make all changes or
updates.

4. Under Contact Information and Notifications,
review all information and make all changes
or updates. The email and text message notifi-
cations are defaulted to Yes.

5. Click Save.

You can edit profile and notification
settings at any time. If you elect to receive
text messaging notifications from IRMA,
message data rates may apply.

Edit or update travel locations

Kim - ID 65

3

Middle Name

Save Cancel

First Name* Last Name*

Kim

Preferred Contact Method Contact Phone* Contact Email*

v (666) 999-5555 Kim @ mn.us

Vendor Code Vendor Location Code Highest Qualification Level*

Off-Rostered

Contact Information And Notifications

Before enrolling, please be aware of the following:

* You must have a valid mobile phone number in your profile.

* Message and data rates may apply.

* You can choose to receive notificati t, email, or both by selecting Yes
* You may cancel text or email notific ny time by selecting No.

Email: Receive Text Messages about:

Offers

Oes

Receive Email Notifications

Oves @nNo

Work Assignments Invoices

@ves Ono OvYes @no

Om -

@®no

MANAGEMENT APPLICATION

E INTERPRETER RESOURCE

1. Click Profile.
= / DASHBOARD
OR 1
Click your name, and select Profile from the
Profile Assignments Offers Invoices
dropdown.
2. Click More. Nene Barr - ID 39
. . . . Profile Assignments Offers o Invoices Reglstratlons@Morev
3. Click Locations, and uncheck district(s) or
. L . . .- Addresses 1
counties within a district you are not willing to Agencies o
travel to. Calendars
Documents 0
Assignments you are offered are based Languages 1
on this setting. Make sure you keep this Locations
updated regularly if changes are needed.
District 1~ 7/7
Carver Dakota M Good M Lesueur McLeod|
Sibley
District2 =~ 1/1
Ramsey
[ pistrices  8/m
O Dodge Fillmore ™I Freenorn 7 Houston Mower
Rice L] steele ¥ wabasha M1 waseca Winona
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View and edit calendar availability

1. Click Today to view today’s date. Use the left or
right arrows to move backward or forward a
month. Click the calendar icon to select a
specific date.

2. Use the calendar option to view by Day, Week,
Month, or Agenda view.

3. Tochange the calendar availability, right-click
the day you are not available, and select New
Appointment.

OR

Select New Recurring Appointment. If this a re-
curring date you will be out of the office more
than once.

4. The Subject type defaults to Unavailable on the
calendar. Select the All day event toggle or
choose the date range and time. If the appoint-
ment is recurring then select the Recurrence
toggle and enter the recurrence information.

5. Click OKto save.

Add an agency

1. Under the Profile page, click More then
Agencies.

2. Click Add New Agency.

3. Type inthe name of the agency or using the
dropdown, select the agency to add.

4. Review the Status to make sure it says Active.

5. If you want this published on the roster then
select Yes under Publish on Roster. Only a
maximum three agencies can be displayed on
the roster.

6. Click Save.

‘=) INTERPRETER RESOURCE
MANAGEMENT APPLICATION

= / DASHBOARD
Proﬁasslgnmems offers Invoices 9
—
< Today @ > Septernber - October, 2019 I Day Week Month  Agenda

sunday Monday Tuesday Wednesday Thursday Friday saturday
500 AM 915 AM 7:00 AM- 10:00 AM 3:30PM - £30 P
19AV-
‘Spanish, Dakota / Scune Hennepin Lt
Apple Valley wI00AM®909aM | 9336 PM®@ 3:50PM
45 AN 930 A

7:00 AM - 800 AM

1130 AM- 300 PM 70CR . sh,
27.cR1 Score
Spanish, Hennepln | 49:00 At & 5:09 A
#11:47 AM 8 215 PM

15 16 17 18 19 20 21

< Today > 24 -May 30, 2021

Monday, May 24

\

&2 New Recurring Appointment
Go to This Day
Go to Today

Go to Date...

Tuesday, May 25

Wednesday, May 26 Change View To >
Untitled - Appointment e X
Subject:
All day event:
Start time 5/27/2021 v |12:00 AM s
End time 5/28/2021 v |12:00 AM ¢
Recurrence: @D
Recurrence: | Daily v| @ Noenddate
(O End after:
@ Every 1 day(s) s
O Endby:
O Every weekday v
6
Profile Assignments Invoices Offers 0 Registrati More ~
Addresses 1
Highest Qualification Level Highest Qualification Date
Calendars

Off-Rostered 5/25/2021

Documents 0

Vendor Code Vendor Location Code

Languages 3

Locations

Agencies 0 ~

9 Add New Agency
ADD NEW AGENCY
Publish on Roster?

Agency*
&
O ves @ no

Access
*Only maximum 3 agencies can be displayed on Roster.

Save Cancel

Status

® active O Inactive
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