LLU Online Registration System User Guide

1. Go to https://my.languageline.com/llu/go/login/
2.

First-time users must create a free registration account by clicking on Create a New Account at the bottom of the page.
(Current users skip to step 9.). Contact New Accounts at 1-800-752-6096, Opt 4 to create your account at no charge.

Language Line University

Login Training Help

Login

Please login to request or check status fortesting or training

Email * | |

Password * I |

Reguest New Password

Lreaie a New Account

3. Enter all information requested to create a new account. In section 2, “Your Details,” under Organization, please write in

“AIRS — your organization name” ,Read the Non-Disclosure Agreement, click that you have read and accepted the NDA,
and click Submit.

Training

Create an Acgount

Please complete the followirg form to create an account.

1« Account Infgrmation

Email *

Create Password *

our password must be atleast B characters long, only contain alpha-

urneric characters and the following symbols: L@ # $ % * & and contain
tleast 1 character and 1 digit.

Confirm Password * I

2 « Your Details

First Name * [

Last Name * [
V;

Organization * |

3« Non Disclosure Agreement

[T | have read and accepted the Mon Disclosure Aareement

4. A message will appear instructing you to check your email for a link to activate your account. You must activate your
account through the link in the email you will receive in order to begin using the online registration system.
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Login Training Help

Thank You

Your user account has been created. You should receive an erail containing a link to activate vour account. Please make sure thatvou can

receive email from llu@languageline.com

« Back to: Login

5. If you do not receive an email with the activation link, check your junk mail or spam folder, and add llu@languageline.com
to your safe senders list. Contact us at llu@languageline.com if you continue to experience technical difficulties.

6. Click on the link in the email sent to you to activate your account.

From: llu@languageline.com [mailto: lu@languageline.com]
Sent: Tuesday, June 0S5, 2010 1:36 PM

To: Bader, Dan

Subject: New Account

Welcome to Language Line University

Follow the two simple steps below to begin usmg the scheduling tool today.|

Step 1: Click the link below to verify your email address and activate your username.

httpeniny languageline comedd 3/lln-betalgologinfactivate/m 3 TE e F 57k ToFo2e Thed/

Step 2: Log in using your username and password below

Tour Username: jsmith@companyl com

Tour Password: oo

Ifyou have any questions of comments, pleage send an email to Iu@lanmuageline com,
Thank You

Language Line University
www lanmuageline com/lln

7. Once you see the message indicating your account has been activated, click Back to: Login.

Language Line University

E
'3
Training

Congratulations!

Your account has been activated and is now ready to be used
In order to use our service please continue to our login page and enter your username and password
Thank You

« Back to: Login

@ 2000 Language Line Se

8. *PLEASE NOTE * if you do not have a Language Line Client ID, you must also sign and return (via email or fax) a copy
of the LLU NDA prior to submitting a registration. To request a copy, please email llu@langugaeline.com. If you do not
return a signed NDA prior to registering for a test, the registration will be incomplete and will be declined.
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9. Enter the email address and password for the account you created and click Login.

\ Language Line University

b |

Training

Login

Please login to reguest or check status for testing or training

Email * | \

Password * I |

Reqguest New Password

Create a New Account

10. The Welcome page displays Upcoming Tests in the next 30 days and Pending Test Requests.
11. To register a new test, click on Submit a New Request.

Home /" My Test Cart Training My Profile Help

Welcome

Upcoming Tests in 30 Days

There are no scheduled tests in the next 30 days.
Pending Test Requests
There are no pending tests

Submit New Request

View All Past Test Requests

12. Click Add Test. You will be able to register more than one test per request.

Language Line University

/" My Test Cart Training My Profile

My Test Cart

Please add one or mare tests to this reguest Once you are done, please click Proceed to check outyour request

Tests

Add Test
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13. Select Language.

Language Line University

Home '\._.f My Test Cart Training My Profile Help

Add a Test

14. Select Test Type and Test Kind- Standard; enter test Candidate’s name and the phone number the tester will call to
deliver the test and click Next. (Please note that the use of cell phones and speaker phones is not permitted.)

7 My Test Cart My Profile

Add a Test

Language

Test Type * |Language Proficiency Test w

Test Kind *

Candidate Name *

Candidate Phone Humber * l:l

MNext

© 2010 Language Line Services

15. Scroll through available test dates using the Previous, Current and Next Week links. (Note that tests cannot be
scheduled less than 5 business days from the date of registration.)

16. Available dates and times are denoted in blue. Click on the desired available date and time. (All test times are noted in
Pacific Time.)
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Add a Test

Please select an available time from the calendar helow.

All times are noted in Pacific Standard Time.

Previous Current Week Next Week
Vieek Current Week Hewt Week

06/28/2010 06/29/2010 06/30/2010 a7i01izo10 07/02i2010 07/03i2010
7:00
7.30
.00 Unanailabla
8:30
9:00 Unavailable
9:30
10:00 Unavailable Unavailable
10:30
11:00 Unavailable
11:30
12:00 Unavailable Unavailable
12:30
1300 Unavailable
13:30

1400 = = == | I

14:30
16:00
16:30
16:00 Unavailable
16:30

I T::ts Available Al Tests Taken Mo Tests Available
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17. Click Add Test to register for another test, or Remove to delete a test.
18. Once you have added all desired tests, you must click Proceed to submit your request.

Home \._./ My Test Cart (1) Training My Profile Help
My Test Cart
Please add one ar mare tests to this request Once you are done, please click Proceed to check outyour regquest
Tests
Candidate ‘ Test Type Test Kind | Phone Humber | Date

John Smith - Spanish - Interpreter Skils Test Standard 3125551212 070210900 Remove

Add Test

Checkout
Froceed

19. Select Payment Type and enter the Payment Details.

a. Select Charge Client ID (6-digit valid Language Line Client ID required). Contact Sales at 1-800-752-6096, Opt.
4 to create your account at no charge.

Creste s Request Training Iy Profile

Payment Details

Flease provide the paymentinformation below When complete, click the Submit button belowto complete yourrequest.

Paymnent Type * Charge to Client 1D -
Client ID*

Submit
b. Or Charge to Credit Card

Creste s Request Training My Profile

Payment Details

Please provide the paymentinformation below Wthen complete, clidithe Submit button belowto complete yourrequest.

Paymert Type * Charge to Credit Card  |»
Card Type * American Express vl
Card Nurmber *

Expiration kMonth *
Expiration Year *

Name On Card *

Eilling Address *

Billing Address2 |
Billing City*
Billing State *

Billing Zipcode *

Submit

20. You must click Submit to process your request.
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21. If your request has been successfully submitted you will receive a message that your request is complete.

Home \._.f My Test Cart Training My Profile Help

Request Completed

Thankyou far submitting vour request. Please check back later to confirm the status of your request.

22. To verify the status of your requests, click the Return to Listing link or log in to your account. Tests listed in the Upcoming
Tests in 30 Days section have been confirmed. Pending requests are listed in the Pending Test Requests section.

Language Line University

g My Test Cart Training My Profile

Welcome

Upcoming Tests in 30 Days

Candidate | Test Date | Time | Phone # | Request ‘ Language ‘ Type

John Do OFASA0 00PST 3M2-555-1212 R-00002221 Hungstisn  Languags Proficiency Test

Pending Test Requests

Candidate | Test Date | Time | Phone # ‘ Request | Status | Language | Type

Django Rethnhardt 07H 610 5:00 PET 847-987-5689 R-00002222 Pending Urdu Irterpreter Skils Test

Submit New Request

View All Past Test Requests

23. Click View All Past Test Requests for a list of declined requests and previous tests.

Language Line University

Home g hty Test Cart Training My Profile Help

All Previous Test Requests

Date | Time | Status | Interpreter Phone # | Language ‘ Type

090410 PET 900 Cancelled - Meed to Reschedule Wonder Wioman 1234568759 Armenian

09050 PST 10:00  Cancelled - Meed to Reschedule  Super Girl 451-678-9123  Armenian

09MEMOPST @00 Cancelled - Az Requested Kely Fitzgerald 2221231234 Spanish

07O PST 1400 Approved Rokin TE045E123 Armenian

OE24MOPST 1400  Approved Batman 789456132 Armenian

OFMEMOPST 800  Cancellsd - As Reguested Django Reihnbarcdt §47-987-5689 Urdu

07O PST 10:00 Cancelled - Az Requested Jane Smith FT3-222-5515 Japanese

OFMSMOPST 500  Cancelled - Az Requested John Doe 312-555-1212 Hungarian

OFO2MOPST 1500 Cancelled - Az Requested Jahn Smith 123456759 Spanizh

05ATAOPST &30  Cancelled - Meed to Reschedule  Archie Goodwrench 123458759 hiandarin
OBASM0PET 1200 Cancelled - Meed to Reschedule “Yeronica Black 789456123 Mandarin
OBATAOPET &30  Cancelled - Meed to Reschedule Jalane Temme 123456789 Mandarin

To cancel or change the details of a request or a confirmed test, please email the LLU Booking Team at
llu@languageline.com.
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