ﬁ
%
silentsounds

STEP-BY-STEP GUIDE
USING THE CLIENT

ONLINE PORTAL

Z—?

silent



CONTENTS

Welcome and getting started 3
Main menu overview 4/5
Today’s bookings 6
All bookings 7
New booking 8/
Block booking 12
Raise booking query 13
Feedback 14
Thank you 15

Step-by-step guide
using the client
online portal




WELCOME TO YOUR SILENT
SOUNDS ONLINE PORTAL

Welcome! We are delighted to provide you with this step-by-step
guide for using the online client portal.

The brand-new client portal is designed with a more user-friendly
layout and some great new features to improve your experience.

This guide will help you request interpreting services, manage
bookings, submit queries, and access all the tools available.

GETTING STARTED _
O 0

To access the online Portal, you have multiple options: %

|} ‘
1. Direct Portal Link: - https://client.silent-sounds.co.uk ﬁi@
1

2. Via our Website: www.silent-sounds.co.uk
Click the “Login” button on the top-right corner of the homepage.

@

silent:

Sign in

Sign in with your username

‘ Silent_Sounds

Bookmark the portal URL in your browser for easy access, and make sure you
have login credentials ready. If you need to add additional users, email us:
customerservice@silent-sounds.co.uk



https://client.silent-sounds.co.uk/

MAIN MENU OVERVIEW

The main menu provides quick access to key features and tools
available. Each section is designed to help you manage bookings,
and communicate with our team.

NEW BOODKING TODAY'S BODKINGS ALL BODKINGS

SEARCH BOOKING RAISE BOOKING QUERY FEEDBACK

New booking

Request interpreting services for any date, time, language, and
service type. You can also include all relevant details and special
instructions to ensure your request is processed accurately.

Today's bookings

View upcoming appointments for the day with key details:
Requester name, service user, language, date, start time, and
status.

All bookings

View all upcoming appointments with key information, and
historical bookings for past 6 months. Please use the available
filters.

Search booking
Search for a specific booking by entering the booking reference.
(All upcoming or past six months appointments.)



MAIN MENU OVERVIEW

NEW BOOKING TODAY'S BOOKINGS ALL BOOKINGS

SEARCH BOOKING RAISE BOOKING QUERY FEEDBACK

Raise booking query

Submit booking cancellation, booking amendment or other type of
query. Please quote your booking reference (mandatory field) to
make any alterations.

Feedback

We value your feedback. You can submit commments regarding a
specific appointment using your booking reference number, or
share general feedback about your overall experience with our
services.




TODAY'S BOOKINGS

This section displays all of your scheduled bookings for the day.
Each entry includes the current status of the appointment along
with all relevant details, allowing you to stay informed and

manage your upcoming interpreting sessions effectively.

All booking details will be displayed and can be downloaded and

printed if needed.

You can use the improved filters to refine your search seen below.
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Booking information can be viewed individually by clicking ‘Open’
to the far right column.
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Q, Reset

View booking



ALL BOOKINGS

This section provides a comprehensive overview of all upcoming
bookings, including real-time status updates and appointment
specifics. Utilise the advanced filters to quickly locate detailed
information on service types, languages, and other relevant criteria
Please note: Appointment history is available up to six months.
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Track and manage your interpreting requests in a

convenient and organised manner.




NEW BOOKING

New booking

e Mobie: 0494795030

Hurme of peion booking (If differens

Hrom abovel:

Phhesree isbile {1 dilfedenl Trorn abn )

i your email has changed snd nesds updating in our sysiem, please comect us immedisesly M guRomerservioealen gounds oo uk
C-mail: - | |angusges Ssdeni-sounds ook

-l foc):

This page enables you to place your booking selecting all relevant
details.

Choose service type: Deaf Services
Spoken Services

Choose service required: F2F, telephone(for Spoken services)
F2F and Video (for Deaf Services)

Service Iype: © Salect
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NEW BOOKING

Provide booking details
e Input the sub-organisation, and contact details if needed.
e There is an option to CC another contact to receive
communications about the booking.
e Input the service user, service user reference and gender.
e Select the booking date, start and end time using the calendar

tool.
.nm:? Client Portal S St
e
Descking date &

e Input the service type, service required,

department, venue, and postcode.
e Primary speciality will always be set, B sy o o Rt o ksl il

however you can select additional — s © .

specialities in this field. N -
e Choose the language required forthe _......ocmmee
service. -
e |f the service user speaks multiple
languages, specify them in the provided
field.

1f yes, please specify:
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NEW BOOKING

Interpreter preferences
e Select a preferred interpreter gender if applicable.
e Choose a preferred interpreter if required.

Other relevant information
e Specify the number of expected participants.
e lList attendees such as doctor, counsellor, lawyer etc..

Preferred interpreter gender: Female only

Mo preference

Preferred interpreter ID:

Female anly

Female preferred

Mumber of expected participants (Type Male only
here if different): =
Mzale preferred

Attendance (i.e. Doctor, Counsellor,
Lawyer etc.):

Other relevant information:
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NEW BOOKING

Save and confirm

Review all details for accuracy.

Click the ‘Save’ button to finalise the booking.

You will see an acknowledgment message with booking details
and a reference number.

The status of your request can be viewed in the ‘All Bookings’
section.

You will receive a confirmation email once an interpreter has

been assigned to your booking.

Drear Silent Sounds,

Thank yau for placng your Imerpreter regues? with Silent Sounds. As soan as an interpreter s
assigned to this boaking, we will send you full confirmation.

Bowoking Details

Booking reference: 1764800
Crganisation: Eilent Sounds
Sub-organisation: Eilent Sounds
Depariment: Silent Sounds
Requester name: ESilent Sounds
Contact number: 01484796030

Contact email: languages@sient-sounds.co.uk

Servioe User / Ref: H/A FHfA

Booking date- 27/ 08/ 2026

Booking start/end time: 1500 - 1600

Serwice types Spoken Services

Servioe reguired: Face 10 Face Interpreting (FIF)
Language: Arabic

Does service user speak mare Yoz

than one language?:

If yes, please specify: Farsi

Units 810, Manor Courtyard, Hughenden &venue, High

Address: Wyambe, HP13 SRE

Oaher relevant infarmation: WA
If you have any gueries regarding this booking, please contact us.

Email:

Tel:

01484 76030
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It's easy to create a Block Booking. Either after you have

placed the initial booking.

MNEW BOOKING BLOCK BOODKING © RAISE BOOKING QUERY m

Alternatively, go to Today’s bookings or All bookings and
click on View booking create a block booking
Simply click on ‘Block Booking’, select the appointment

date, start and end times, interpreter preference (if
applicable), and include any additional information.

| | @ RAISE BOOKING QUERY B VIEW FDF * DOWNLOAD PDF m

Click ‘Submit’ to confirm.

You'll then see a new acknowledgment message with your

updated booking number.

Add block booking

Language:

Silent Sounds
Silent Sounds
Silent Sounds
Silent Sounds

N/AFNGA

27/0872026

1500 ]

16:00 m|

Face 10 Face Interpreting (F2ZF)

Uning 910, Mancr Courtyard, Hughenden Asenue, High Wycombe, HP13 SRE

Arsbic

Preferred imerpreter ID: Selecr

[Does service user
speak more than one
lnguage?:

If yes, please specify:

‘Otfver relevant
information:

Yes

Farsi

# MAIN MENY

View booking

OPEN
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RAISE BOOKING QUERY

Allows you to submit booking cancellations, booking amendments
or other type of query.

How to use this page:

1. Select Query type: Choose the category that best matches your query .
i. Booking amendment request, ii. Booking cancellation request, iii Other.
This helps our team route your request to the appropriate department.

1. Provide details in the comments section.

2. If your query is to do with cancellation or amendment, you will need to enter the
reference number, and upon entering this, the autofill for your sub-org and service
category will automatically appear, and you only need add your comments.
Submit your query by clicking on the ‘Save’ button at the top right of the screen.

3. Our team will review it and respond as soon as possible. You may receive updates
or follow-up questions if additional information is required.

This page ensures clear communication and timely resolution of your queries, helping
you manage your interpreting requests efficiently.

e of person completing  Shen Sounds.
o o

Sub-cigankuation Sadect

Raise booking query - Acknowledgement

Query Reterence: 57 After submitting your query,

Yo qoeny ha been svcoesatly ubenited you will receive an
We aim to respond to all queries within one working day. However, if you have not recefved a responss within this OCkﬂOW'Gdgement message

T OF wioudd like 30 Update on The pROGRess OF YOUr query, phase COMACT us using any of thé MEhods listed
bedow, Please ensure that you quote your guery reference number when contacting us.

g with a query reference number.
Silent Sounds Communicaticns Lid
Ted: 0484 796030

Email: lanpuages@sient-sounds co.uk
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FEEDBACK

We value your feedback and encourage you to share your
experience with our interpreting services. You can submit
comments regarding a specific appointment using your booking
reference number, or share general feedback about your overall
experience with our services.

Please provide as much detail as possible as this helps us review
your feedback thoroughly and continue improving our services.

Feedback

[———_ - .

Mame of person completing  Silert Sounds
‘this form:

Preople 1o notify (CC):

These people will be notified:




THANK YOU

We hope you have a great experience using our services and
navigating the online portal.

Our goal is to make managing interpreting bookings, and service
requests as smooth and efficient as possible. Your feedback helps

us continue improving the quality of our services.

Thank you for choosing Silent Sounds Communications, and
we look forward to continuing to support your interpreting needs!

&

silentsounds

crossing language barriers
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