
INTERPRETER BOOKING SYSTEM 
 

Step by Step Instructions for Organisations  
 

1. Go to http://www.nsw.slcommunciations.com.au  
Initial Screen 

 

 
 

If you are an existing client contact the Interpreting Service for your username and password. 
If you have previously registered, use your user name and password to enter the system. Continue 
from section 3 below. 
If you have forgotten or lost your password please contact Sign Language Communications NSW. 
If you are new to this service please click on „Register‟, and follow steps in section 2 below.  
 
2. Registration Procedure 

 
Please complete as fully as possible the details in the screen shown below. Choose your own Login 
(name) and Password. Click on save when finished. 
 

 
 

Now your registration is complete. 
 
 

Click on the login link to start using the system with your new user name and password. 

http://www.nsw.slcommunciations.com.au/


3. After a successful login the following screen is displayed: 

 

 
 

The actions possible from this screen are described below. Clicking on Home will return you to this 
screen.  

 
3. New Booking 

 
The following two screens are used for placing a new booking. When you make your first booking you 
should read the policies and procedures for clients that are accessible via the link on this page.  

 

 
 

 
A new booking can only be placed once you verify that you have agreed to the policies and 
procedures. To proceed you must tick the acceptance box by clicking in it, and then click on Submit. 

 
 
 
 
 
 

 
 
 



The new booking entry screen is shown below: 
 

 
 

You may select from, or add contacts in, your organisation by clicking on the magnifying glass to the 
right of the “contact name for person at assignment”. 
The data for state and nature of appointment are selected form a drop down list. 
Once you have entered all the details on this screen you can select Save from the top right hand 
corner of the screen.  You will then see an acknowledgement that your request has been received.  If 
you do not see this on the screen check to see if there is a message in the dark blue menu bar at the 
top of the screen. 
If you are unsure go into All bookings to check that the booking is there. 

 
4. All Bookings 

 
This screen list all bookings placed by your organisation. (Details are obscured due to privacy) 

 
To view more details related to each booking, click on the Job Number, this is the first item in each 
line. 

 

 
 

 
This screen shows the details of a booking. 



 
5. Send us a message or feedback 

 
Here you can let us know what you think of our service or advise us of any changes to your bookings. 

 

 
 
Once you have completed your message click „send‟ in the top right hand corner of the screen. 
 
6. My Details 

 
This form is for changes to your registration details. You are also able to add new contacts in your 
organisation for other people who may place bookings. These contacts can also be added when 
entering a new booking. 

 
You may also change your password here. Please keep these details up to date as they are used 
when making a booking. 

 

 
 

Contacts in your organisation are managed by clicking contacts. 
Any existing contacts will be listed with an option to edit their details. 
 
If you have numerous contacts you can search by first name, surname or combination of both. After 
entering a name or part of a name, click on search. 

 



 
 

 
Click on new contact and the following dialogue box will appear. 
 

 
 
 

Information recorded here is used when a contact is selected when placing a new booking. Once all 
fields are entered click „save.‟ 
 
7. Log out 
 
When you have finished using the system you can click on „log out‟. 

 


