@ InnoCaption

CA-SCHEDULER-WEB

Please visit https://agent.innocaption.com/login.php and enter your InnoCaption agent user ID and

password.

® InnoCaption

1D

Password

Main Screen

[EIDASHBOARD MY SCHEDULE ~ HISTORY-  EEIPAYMENT -

Schedule for Sep 1st - Sep 14th

Dashboard:

My Schedule:
History:
Payment:

My Profile:

My Availability:
Help Desk:
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® MY PROFILE

MY SCHEDULE
© MY AVAILABILITY
® HELP DESK

® LOGOUT

View your schedule and confirm your shifts.

View your current and future schedules and confirm your shifts.
View your login and logout time, user ratings, and test call scores.
View your payment summary, W-9 form, bank info and more.

View and update your settings (time zone, notifications, and more)
Create your availability preferences.

Access the download links for the CA Agent Software, Scheduler,
and more.
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@ InnoCaption

My Profile Page

[EIDASHBOARD ~ EIMY SCHEDULE ~ @ HISTORY ~

MY PAGE - MY PROFILE Change Password save

First Name : Cell Number :
Last Name : Email Address :

TIMEZONE Display item number per Page

Sleep Preferences - Do not disturb tine. Preferred HOUTS - # OF HOURS PREFERRED PER WEEK

10:00PM = IRl 10:00PM s

Alert Preferences
Schedule updates

Shift Reminders
HOURS BEFORE MY SHIFT

Mobile reminders are not guaranteed. Delay in carrer delivery s possible.
2 Hours #

> Change Password
Allow you to change your password. This will update your CA-Scheduler (phone and web),
InnoCaption agent software, and Web Chat password.

> Sleep Preferences
Set a start time and end time if you do not want to receive notifications during a specific
period. Click Save when you are finished.

» Time Zone
Set the time zone to translate your schedule to your local time. Click Save when you are
finished.

» Alert Preferences
Update your alert preferences to configure how you are automatically notified.

Email: You will receive an email.
Push: If you are logged into the app on your iPhone or Android device, you will receive
notifications directly within the app.

» Shift Reminders
You have the option to customize the notification time for your shift, choosing between 15
or 30 minutes or 1 or 2 hours before your scheduled time.
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@ InnoCaption
My Availability

Availability for Jan 2021

@ MY PAGE - MY AVAILABILITY - Go...  — (@] x

@ agentinnocaption.com/mypage/availability... &
Add Availability

| PREFER TO WORK:
STARTING ON *

2021-01-14 ) ‘
ALL DAY TIME *

oo o]

EVERY

LN B L B L b

REPEATS ON

Set your availability preferences to let us know when you prefer to work. Your availability is
a preference that we can consider when building the schedule. There is no guarantee you will
always get shifts that align with your preferences.

Note: We no longer use 'l am unavailable to work,' and please leave the day blank if you are not
available to work.

» Repeats

If you do not want the preference to automatically repeat, leave the Repeats toggle turned
off.

If you want the preference to repeat, turn on the Repeats toggle. Under Every, select repeat
frequency (Day or Week). If you choose Week or, click the days of the Week under Repeats
On when the preference should apply. Under Ends On, set when the preference should
stop repeating.
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@ InnoCaption

Help Desk

The Help Desk contains frequently asked questions by our CAs, including details on
downloading the CA Agent Software, set up instructions for steno software, CA-Scheduler,

and more.
F‘ ‘QS Where can | locate the download link for the CA Agent Software and Scheduler
Apps?
Please click on the provided link to ac: he following programs:
https://mypage.innocaption.com/dow d-agent/
1. CA Agent Software and Set-up Manual
2. CA Scheduler Phone App (iPhone and Android)
3. CA Scheduler Web Version
4. CA Chat - Web Version
Where can | get my 1099 forms for tax filing? —+
What are the hours for day, peak and night shifts? —+
1 will be moving (or will be working from another location) next month and do |
need to fill out a form?
How do | update my email address and/or cell phone number? —+

PAYMENT

E DASHBOARD B MY SCHEDULE ® HISTORY ~ B PAYMENT ~
® PAY HISTORY

® 1099 HISTORY

® W-9 HISTORY

B MY BANK ACCOUNT

B2 W-9 INFORMATION
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@ InnoCaption

> Pay History

Access your pay summary and view a detailed report of your payment.

SOASHBOARD @MY SCHEDULE (D HISTORY ~

MY PAGE - PAY HISTORY

MEZMO Corporation
mneCaption

Day / Peak Shint Night St

Base Foes

Captioned Min. Fees

Total Fees Earned

S22 $0.00 82603 |

> 1099 History
View and download your current and past 1099 forms.

e Select Open/Download File for the desired year.

e Right-click the file and select Print or Save (options may vary depending on your
web browser).

> W-9 History

View your current and past W9 forms (The top row displays the current W9 form).

» My Bank Account

If you would like to update your bank information, please use the add, edit, or delete
button. For security purposes, the system will prompt Two-Factor Authentication (2FA), and
the code will be sent to your cell phone or email. If you have not received the code, please
verify the cell phone number or email address listed under My Profile. For any updates to
your cell number or email, please reach out to Brian and Mike via email.
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@ InnoCaption

My Bank Account Information

Please enter this information carefully. You can add up to two bank accounts and split your paycheck between them. We only support direct deposit.
If you do not have direct deposit, please contact

Add account @

23 agenttb.innocaption.com/mypage/bank_account_edit.php

Add My Bank Account Information

Nickname

Type

Routing Number
Account Number
Account Type

Beneficiary Account Name

> W-9 Information

Add (for new CAs), view, and update your W9 information.

Edit W-9 Information

This information will only be used on your tax report

# PERSONAL
@ BUSINESS

Name:

Check appropriate item for federal tax classification: @ Individual/sole proprietor or single-member LLC
@ C Corporation
@ S Corporation
@ Partnership

@ Trust/estate

@ Uimited liability company
@ Other

Street Address:

Apartment/ Unit

Cry.

State:

Zip Code:

Your TIN(SSN):

Click Edit to update your information.
Click Preview to view the W9 form.
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@ InnoCaption

Please review the form, check the box, and click Save to submit.

Request for Taxpayer Qi form 1o the
Identification Number and Certification requestar. Do not

Go ta www.irs. gov/FormiW8 for instructons and the latest mformabon sond 1o the RS

Frpose of Form W0, see Prpose of Form, below

Ii ill ‘axpayer Identification mbﬁ ]
» o TIN proviciod it mach the narme iven on B 1 1o avead L0000 Semumny mamber
sl security number (SSN). Howsver, for & —J = |
for Part |, lnter - B o I I il L B L
e s s o 4
e st

Nobac I Tha accourt s in mone han one narma, e T FSTLCEONS for i 1 Soa 150 IWhat Name and
Numbar To Give the Requester for quideines. on whose number to erter. -

ication
Under peraities of periury, | certily that

or ather 118, person {defined below): and
4. The FATCA codefs) entered

cmvekcpmens:
jeticn evucied
o = goviF o

Purpose of Form

An iniviciual or entity (Form W- requastar who is requred to file an
information return with the IRS i giving you this form because they

o W-8 e 32000

¥ By chacking the laft box, | certify all information is true and correct to the best of my knowledge

Cancel  Save

Q. Do I need tofill out the W9 form every year?

A: You only need to fill out the form if you make significant changes (e.g., switching from personal
to business, changing your address, or updating your SSN or EIN). If you are moving to a new
service location, please email Brian and Mike to complete the Authorized Call Location Disclosure
form before starting work from this new location.
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@ InnoCaption

History

[EIDASHBOARD MY SCHEDULE ~ OHISTORY~  EEIPAYMENT -

4 SERVICE

LOGIN or Sep 1st - Sep 14th

7 USER RATING
I B
i TEST SCORES

Labor Day

> Service: Enables you to view* your captioned minutes
*Enables you to select the date range from Jan 1, 2021, to the previous day.

DASHBOARD E MY SCHEDULE OHISTORY ~ 8 PAYMENT -

HISTORY - SERVICE @

LRI 2023-12-01 -To 2024-02-21 E 2

Bearch Results 11
Service Startl Service Endl | Service Minutes
2023-12-08 9:02:25am 2023-12-08 9:04:14am
2023-12-08 9:00:52am
2023-12-08 8:59:42am
2023-12-08 8:58:49am
2023-12-08 8:57:22am
2023-12-08 8:56:34am 2023-12-08 8:57:00am
2023-12-07 11:05:26am 2023-12-07 11:06:18am
2023-12-07 7:47:34am 2023-12-07 7:48:26am

2023-12-07 7:46:08am 2023-12-07 7:47:20am

2023-12-07 7:44:36am 2023-12-07 7:45:55am

2023-12-07 7:43:43am 2023-12-07 7:44:05am
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@ InnoCaption

> Login Enables you to view™* your login, logout time, logout causes, KA Fails, and RT
Time. *Enables you to select the date range from Jan 1, 2021, to the previous
day.

[EIDASHBOARD ~ EIMYSCHEDULE ~ HISTORY~  EEIPAYMENT ~ & Brian Kim (PDT) »

HISTORY - LOGIN @

[Search Results 2

I R T N T

2024-03-10 3:55:35am 2024-03-10 3:55:44am 76171243222 0 181/214
2024-03-10 1:28:52am 2024-03-10 1:28:55am ) 0 138/212

What is RT time (Round Trip Time)?

Round-trip (RT) time is the time (in milliseconds, (MS)) it takes for a packet to go from the sending
endpoint to the receiving endpoint and back. RT is an important metric in determining a
connection's health and diagnosing the speed and reliability of network connections. RT time can
change, and other factors such as network congestion can affect the overall transit time. Real-time
calls (captioning) can be negatively impacted by low bandwidth and high RT time. High RT time will
affect the quality of call audio, caption delays, freezing, and more.

What is a good RT time (for non-gaming)?

Anything under 200 MS (average) is acceptable.

How to check my RT time?

1. CA Scheduler Web > History > Login > Select the date (or date range up to yesterday) >
Search.

2. Check the column RTD/Peak (msec)

3. The number (e.g., 185 (milliseconds) on the left shows your average RT time (during login
and logout time), and the number on the right (e.g., 345 (milliseconds)) shows the peak
when it was the highest (milliseconds)
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@ InnoCaption
User Rating

Enables you to view™* the user ratings.
*Enables you to select the date range from Jan 1, 2021, to the previous day.

REPORT — USER RATING

Bl 20100701 (RN 20210107 [
Period: 2019-07-01 = 2021-01-07

-

Average

_ .

REPORT — USER RATING

Perlod: 2022-06-07 ~ 2022-06-07 Monthly
Click to view your

Rating Value

Total monthly average.

Average
Number of service Sum of Rate Score Average of Rate Score

o o o

Rating Value

? Number of service Sum of Rate Score Average of Rate Score
Click this section to select the year.
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@ InnoCaption

[CA-Training: CA#265 Item#151] . .
[Assigning CAl[Preferred CA Key #265] Note: The user rating excludes the following.
[Connected to CA No.265]
1. Handover calls
Please let usAknow what was wrong
withveurcalt 2. Calls under 30 seconds.
3. Poor connection (Applies to 1 ~ 2-star ratings)
Inaccurate captions X X
4. Other (Applies to 1 ~ 2-star ratings)
Delayed captions 5. No explanations (1 — 2-star ratings and the user did not
S indicate the reason)

Other

Cancel

Test Scores

E DASHBOARD B MY SCHEDULE ® REPORT ~ S PAYMENT ~

4 SERVICE

REPORT - TEST SCORE
+3 LOGIN

% USER RATING

TEST SCORE
Ecas
Year/Month - Test# Your Score
R R

Year/Month — Test #: Test Date and Script #

Your Score: CA’s Accuracy Score

Overall CA Average Score: Average Score from CAs (Average is calculated by adding up all the
values and dividing by the total number of CAs assessed)

Overall CA Median Score: Median Score from CAs (Median is the middle value when the scores
are arranged in order from lowest to highest)
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@ InnoCaption

What is counted and not counted?

10.

11.

Uppercase, lowercase, and punctuation errors are not counted.
Contractions and expanded phrases are considered interchangeable (e.g., “You are” and
“You’re,” “Ok” and “Okay,” and “Alright” and “All Right”), “star” and “*” (e.g., Press *),
“pound” and “because” and “cuz/cause.”
Abbreviations that have periods between letters are considered valid (e.g., “FDIC,” and
“F.D.l.C.”) and others including month (e.g. January and Jan), State (e.g.” California” and
“CA”), Directions (e.g. “West” and “W”, “North” and “N”), Titles (e.g. “Doctor” and “Dr.”),
Address (“Boulevard” and “Blvd”, “Avenue” and “Ave.”).
Numbers may be spelled out or numeric are all considered equivalent (e.g., “Press one” and
“Press 1”). Per our protocol:

e House numbers: Use numbers, except "One."

e Street names: Use words for numbers under ten (e.g., "First Street") and numbers for

ten and above (e.g., "13th Street").
e Basic numbers: Use numerals for numbers above 10 (e.g., 17) and spell out numbers
below ten (e.g., three).

Phone numbers may take on different formats and are deemed valid, such as 2135551212,
(213) 555-1212, 213 -555-1212, and 213 555 1212.
Disfluencies and filler words (“ah,” “Um,” and “mm”) are not counted. The filler words (e.g.,
“um,” “ah”) will not be considered extra words. Due to the complexity of accurately
calculating filler words, our system explicitly marks them with a unique code [/filler]. This is
why you do not see most filler words in the transcript.
URLs that contain extra spaces or spell the words “forward slash” or “dot” are considered
invalid (e.g. “www.chase/account” and “www dot chase forward slash account”).

Concatenated words are considered correct if the word has the same meaning as the
individual words (e.g., “video games” and “videogames”™).

Words that contain spaces in between letters are considered valid (“Humbling” and “Hum
bling, “FDIC” and “FD | C”).

The system does not flag errors for using descriptive captions, and any buttons utilized on
the CA Agent software during calls (e.g., [Ringing], [background noise], [muffled voice],
[inaudible], [indiscernible], or [Muffled voice]), but If you encounter a word that you cannot
understand or hear and you choose not to caption it, it will be marked as a missing word.
Truncated versions of a vital word are not considered valid alternatives (e.g., "examination"
and "exam", and "chemotherapy").
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