To check in an Interpreter for In-Person Appointment, please follow these step-by-step
instructions:

Billing for the appointment starts as soon as the Interpreter has been checked in by any
authorized person from the Provider’s Office. Please do not check the Interpreter in until

their services are ready to begin. Keep in mind that the Interpreter cannot be checked in
earlier than 15 minutes before the scheduled appointment time.

1. Once the Interpreter is ready to be checked in, the Interpreter will click “Check In"
on the appointment using the On the On The Spot! App
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2. Any authorized person from the Provider’s Office must check the Interpreter in.
Enter the authorized persons’ name into the app.
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3. Scroll down and click on “Signature” at the bottom of screen
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4. The authorized person must sign on the application and click “Done” to start the
encounter. Services start once the Interpreter is completely checked in. If the
appointment is ready to begin, sign on the application.
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Once the In-Person Encounter has finished, the Interpreter will click on “Check out”
on the application. Services end once the Interpreter clicks on “Check out”.
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6. The authorized person must confirm Check Out. Enter the name of the authorized
person. Sign again on the application to confirm check out and click “Done”.
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7. Complete! You have completed an In-Person Encounter.



