
Interpreter 

Use of NiCE

Webstation
Manage My Account

Manage My Account

Viewing and Adjusting Schedules

Viewing and Adjusting 
Schedules

Requesting Time Off

Requesting Time Off

Trading Shifts



Manage my account



Update personal settings
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Viewing and 
Adjusting Schedules



View my schedule
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Use my schedule changes
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Pro Tip: If you need a day 

off that has already been 

posted to your schedule 

you will need to request the 

time off here! You will use 

the activity ______



Sign up for slots on time board
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Requesting Time Off



Locate my time off – text & calendar view 
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Pro Tip: Time Off Manager 

should be used for future 

days off that have not been 

posted to your schedule yet.



Adding a time off request
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Pro Tip: All interpreters will 

select UTO for their type of 

time off.



Canceling a time off request
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Viewing time off allotments
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Trading Shifts



Initiate trades from my trades
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View group schedules
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Accept a trade on schedule trade board
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