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Old System
(Deputy)

Request Time Off / Leave

Offer Shift

Open Shifts

New System
(NICE)

Schedule Change Request (current or next
week) OR Time Off Manager (future not
shown date)

Shift Trade

Time Board




Logging In to
NiCE
Webstation

URL: https://languageline-wfm.nicecloudsvc.com
Username: Your Interpreter ID number

Default Password: Welcome2Nice!LLS#
You must change your password on first login.

Password Requirements: Minimum 14 characters * At least 1 letter, 1 number,
and 1 special character - Cannot reuse your last 10 passwords * Cannot start or
end with spaces.

Additional Rules: Your password cannot contain your username. After logging
in, navigate to Manage My Account to update your language, time zone, and
password settings.




Managing Your
Account Settings

Click your name at the top of the page and select "Manage
My Account" to access your personal settings. From here,
you can select your preferred language and set your time
zone (Kelly Services operates in PST only).

You can also update your password from the Manage My
Account section. Be sure your new password meets all
requirements: minimum 14 characters, at least 1 letter, 1
number, and 1 special character.
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Viewing Your Schedule

Navigate your schedule in NiCE Webstation using daily, weekly, and monthly views — with easy tools
to find specific dates and check upcoming shifts.

Schedule Views & Navigation

Switch between Daily, Weekly, and Monthly tabs
to change your view. Use the arrow keys to move
forward or backward between days and weeks.
Click the calendar icon to jump to a specific date
quickly.
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My Schedule Areas Explained

Use the "My Schedule For Today," "This Week," and
"Next Week" sections for a quick summary of your
upcoming shifts. These panels give you an at-a-
glance view of your assigned schedule. You will only
be able to ever view two weeks of schedule at a
time-current week and next week. Schedules are
updated on Sundays to show the next week.




Viewing Your Schedule
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Requesting Time Off

There are two ways of requesting time off. All time off will be coded as UTO (unpaid time off).
Schedule Change Request: To request time off for your current week or the week following

Time Off Manager function: To request time off for any week outside of the currently posted
period.

*Please note UTO cannot be requested for a shift that has started or is in the past.

**UTO must be requested for your scheduled shift time only. You will receive an error if you
request outside of your scheduled hours.

***UTO cannot be requested for additional hours picked up from the Time Board.




Requesting Time Off:
Schedule Change Request

*Used for current or next week*

My Schedule Changes

Alerts 21 June 2026 - 27 June 2026

23105126

& 23105126

205126 There are no schedule change requests to display

230526
23105126
05/06/26

05/06/26

Information

Current Scheduled
Activity:
Immediate

12:30 - 15:00

Navigate to Schedules > My Schedule Changes to access your schedule change requests. This
section allows you to manage time off for days that are already on your schedule.

Click "Request a Schedule Change" to begin your request. Use the UTO activity code when
submitting time off requests. You can add multiple change requests at the same time.

Monitor the status of your requests directly in My Schedule Changes. Each request will show

one of three statuses: Pending, Completed, or Unsuccessful. Check back regularly for updates.

Request a schedul e Change

2906126 Eig; 03~ 0~ 13 00~ D

Today is
Tuesday, 23 June 2026
Jumne 2026

W 7 8 % 10 11 12 13

W 14 15 16 17 18 19 20
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Requesting Time Off:

Time Off Manager

*Used for future not seen weeks*

Time Off Manager

Alerts

23103126
23105026
23105126
¥ 23105126
23105126
05/06/26

05106126

Information

Current Scheduled
Activity:
Immediate

12:30 - 15:00

Mext Scheduled Activity:

Unscheduled

Schedules Released:

08/02/26 - 04/07/26

Schedules Last
Modified:

Choose a Rule

- 121

SPA US/PR Kelly

Navigate to Time Off Manager from the main menu. Click on the applicable time off rule to

expand your options and begin a new request for future unscheduled days. Please select 2026
Kelly Time Off.

Click "Request Time Off," then select the UTO type. Enter your desired start and end dates,

add any relevant comments, and submit your request for approval. Please be sure to only enter
days and times in which you are scheduled.

To cancel a pending request, use either the text list view or the calendar view in Time Off
Manager. Locate your request and select the cancel option to withdraw it before it is
processed.

01/01/2026 - 31/12/2026 No



Requesting Time Off: Time Off Manager

Time Off Manager

. MY TIMEOFF  TIME OFF A

| 230526

&

23105126

2310526
¥ 23105/26 2026 Kelly e Off 01 January 2026 - 31 December 2026 Time format:  HH:MM

23105126

05/06/26 v o uTo 120:00 120:00

05/06/26
January 2026 February 2026 March 2026

Acknowledee Alerts

Time Off Manager

2310526
Request time off
& 23/05/26

23105126 —

a
0o

& 23105126
All times are shown in CSTECDT.

2310526
05/06/26
Type of time off. utTo ~ 120:00 UTO available
05/06/26
Length: Partial day ~
knowledge Ale
Start date: 07107126 ik
Information
End date: 07107126 T o
Current Scheduled
Activity:
Immediate
12:30-15:00 Start time: 05 ~ - 00 ~
Next Scheduled Activity:
Unscheduled End time: 07 ~ |- 00
Schedules Released:
0B/02/26 - 04107126
Comments:
Schedules Last
Modified: .y - L )
33/06/26 13:58-06 ou can leave the end date blank to request a single day.

Page last refreshed: m Cance

23/06/26 14:08(C5T)



Was my time off approved?

You can see if your UTO was approved by viewing your schedule as well as your

Time Off Manager page.

Mon 08/07/26 m uTo All Day 08:00 » granted
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Canceling a Time

Off Request

A time off request for the current week can
be deleted by pressing “edit the activity” on
the schedule view tab. You will then type in
the hours of UTO you would like to remove
and then press “delete activity.”

My Schedule

Current Scheduled
Activity:
Unscheduled

Next Scheduled Activity:

Unscheduled

Schedules Released:
08/02/26 - D4/07726

Schedules Last
Modified:
24/06/26 11:50:17

Page last refreshed:
24/06/26 11:50(CST)

Q

Tue 23/06/26

Wed 24/06/26
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Ca n ce I i n g a Ti m e A time off request for a week out of view can
be deleted by going to the time off manager
Off Request

tab, clicking on the day of UTO, and then
pressing “delete request.”

Your request will apply to a schedule that starts on 13/07/26 between 02:00 and 01:59.

Type of time off: uTo “ | 112:00 UTO available
Length: Full day W

Date: Mon 13/07/26

Comments:

View additional information

‘ Delete request Cancel and return to my time off




Trading Shifts: Initiate & Manage Trades

Use the Shift Trade feature to give away a shift entirely or to
trade shifts for another day and time with another interpreter.

Initiate a Shift Trade

Go to Schedules > My Trades. Click "Trade a Schedule" to
begin. Select the schedule you want to trade and choose
your trade options, then post it to the Trade Board.

—

Track Your Trade Status

After posting, monitor your trade on the My Trades main
page. View pending, accepted, or completed trades and
check the Trade Board for any updates or responses.




Trading Shifts: Initiate & Manage Trades

“Option 1- Same date” allows you to trade your shift with another Interpreter for the same workday.
“Option 2- Trade days off” allows you to trade your shift with another interpreter for another shift on a day you are typically not scheduled.

“Option 3-Give time away” opens and offers your shift to the full team to have the day off without having to add another work day.

My Trades
4 2310526
Date of the schedule you're giving away: Change Your Date Selection a

¥ 2310526 Thursday 25 June 2026 0700 - 15:00 (Al day)

D 2310526 When are you willing to work in return?

¥ 230526 Option 1 - Same date

@ 300526 | am willing to work on the same date, starting between

© 05106126

W ~ 00 »~ and 00 ~ @ 00 w Any time
© 05/06/26
I would work a schedule that is: longer + the same length shorter
Acknowledge Alerts
Option 2 - Trade days off
Infarmation
| am willing to work on my day off in return for this time.

Current Scheduled | would waork an Saturday, 27 June 2026

Activity:

Immediate

12:30 - 15-00 | would like a start time berween 00 00 ~ and 00 ~ : 00 Any time

Next Scheduled Activity: | would work a schedule that is: longer + the same length shorter

Unscheduled

Schedules Released:

0802126 - 04/07/26 + Option 3 - Give time awa

Schedules Last | am willing to give this time away, with no work time in return.

Modified:

23006426 13:58:06

Comment:
Paae last refreshed: .
My Trades
a
Alerts Post your schedule to the trade board
D 230526
Your schedule trade request has been posted to the trade board,
& 23005126 You will be notified when your request is processed.
© 230526
What | would give away What | would receive
Y 2305126
Thu 25/06/26 Thu 25/06/26
@ 230526 07:00 - 15:00 (07:30) OFF
© 050626
@ 05006/26 Rer trade I
Ret Sch |

Acknowledge Mlerts



Picking up
Additional Shifts

Navigate to Schedules > Time Board to find open
shifts. Click "Sign Up" for any available slot to
pick up extra hours.

Edit start/stop times if needed before confirming.
View your pending and approved requests under My
Schedule Changes.

*Please note you will not see available hours you do
not qualify for based on scheduling restrictions.

. . *
Shifts will only be shown for current and next week. Request a slot
Schedule date
26/06/2026
Time Board Acthity
Additional Hours
imes shown in: CSTECOT coart The status of your request is Approved.
a
07:0
Sign Up MU Ser 105 SPA US/PR Kelly 26/06/26 07:00 17:00 5 Ty Additional Hours 01:00:00
End
08:0 O



Picking up Additional Shifts:
Shift Trades with Team Members

If you want to trade a shift or take a shift from another team member Navigate to Schedules > Schedule Trade Board

you can also do so through the shift trades board. On the main page, put a checkmark in the box next to
one or more trades to accept, then press “Trade.”

*Please note you will not be able to see any trades or offers that do not align with your schedule.

Schedule Trade Board

Alerts & DAILY WEEKLY MONTHLY ALL
@ 23/05/26
¥ 2310526 < 21 June 2026 - 27 June 2026
© 23/05i26
Trade a schedule
& 23105126
© 23105126 Trade Sort by: Posted schedule W
@ 05/06/26
DETAILS AGENT INFORMATION POSTED SCHEDULE REQUESTED SCHEDULE
© 05106126 v Details MU: SPA: US/PR Kelly L4 Wed 24/06/26 Wed 24/06/26
Level: L4 - MSI 12:00 - 14:00 OFF
Acknowledge Alerts Immediate (02:00)

Information

Current Scheduled
Activity:
Unscheduled



Alerts &
Notifications

Stay informed with pop-up notifications whenever your
schedule changes. The Alerts section displays all updates
since your last login — including shift confirmations, trade
results, and time off decisions.

Acknowledge and clear alerts to keep your inbox tidy. Icons in
the Alerts section represent different types of schedule
changes, making it easy to identify what requires your
attention at a glance.

A

A

Ale
A

4130125
51125
312125
513125
514125
515125

518125

Acknowledge Alerts

D Information

Current Scheduled
Activity:
Unscheduled

Next Scheduled Activity:
Coach

12:00 PM - 8:30 PM

Schedules Released:
21217 -9/30/17

Schedules Last Modified:
TN8MNT 11:43:54 AM

Page last refreshed:
712517 6:03 AM{CST)



Important Things to Note

Schedule Change Requests will still be submitted to INTscheduling@kellyservices.com

INTs cannot work unscheduled. Since NICE is directly linked to Interpreter Connect and LINC, if you
attempt to log in early or when shifts are not scheduled you will receive an error message. Unscheduled
shifts are not permitted, so if you see an error in your schedule you must report it to INTscheduling as soon

as possible to have it fixed so you can log in.

NIiCE is a schedule management system to view your shifts and request time off. Your new timesheet
tracker is Interpreter Connect or LINC depending on how you currently take calls. Logging in and out of
that system will keep track of your time to be paid. Please note you are paid only for your time spent online
and available for calls and for time spent on scheduled paid breaks.

Using the proper break button for your lunch break and rest break is incredibly important. Please be sure
to review the break policy on the Kelly Interpreter portal and follow it appropriately.

UTO and Shift Trades cannot be initiated after a shift has started.

UTO and Shift Trades cannot be completed for any Additional Hours. Once these are added they must be
worked.
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