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CA-SCHEDULER-WEB 

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

 

 

 

Main Screen 

 

 

 Dashboard:   View your schedule and confirm your shifts. 
 My Schedule:  View your current and future schedules and confirm your shifts. 
 History:  View your login and logout time, user ratings, and test call scores. 
 Payment:  View your payment summary, W-9 form, bank info and more.  
 My Profile:  View and update your settings (time zone, notifications, and more) 
 My Availability: Create your availability preferences. 
 Help Desk:  Access the download links for the CA Agent Software, Scheduler,  

and more. 
 

  

 



 

Doc. No. IC-CSCH-2024-0002-002 

P a g e  2 | 12 

 

My Profile Page 

 

 

 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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My Availability 

 

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 'I 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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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.  

 

 

PAYMENT 
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 Pay History 

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

 

 

 1099 History 

View and download your current and past 1099 forms. 

 Select Open/Download File for the desired year. 
 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. 



 

Doc. No. IC-CSCH-2024-0002-002 

P a g e  6 | 12 

 

 

 

 

 W-9 Information 
 
Add (for new CAs), view, and update your W9 information. 
 

 
 

Click Edit to update your information.  

Click Preview to view the W9 form.  
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Please review the form, check the box, and click Save to submit.  

 

 

Q. Do I need to fill 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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History 

 

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

 

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

 

 

 

 

 
Click this section to select the year.  

Click to view your 
monthly average. 

REPORT – USER RATING 

REPORT – USER RATING 
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Test Scores 

 

 

 

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) 
 

 

Note: The user rating excludes the following.  

1. Handover calls 
2. Calls under 30 seconds. 
3. Poor connection (Applies to 1 ~ 2-star ratings) 
4. Other (Applies to 1 ~ 2-star ratings) 
5. No explanations (1 – 2-star ratings and the user did not 

indicate the reason) 
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What is counted and not counted? 

1. Uppercase, lowercase, and punctuation errors are not counted. 
2. 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.” 

3. Abbreviations that have periods between letters are considered valid (e.g., “FDIC,” and 
“F.D.I.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.”). 

4. Numbers may be spelled out or numeric are all considered equivalent (e.g., “Press one” and 
“Press 1”). Per our protocol: 

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

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

below ten (e.g., three). 
5. Phone numbers may take on different formats and are deemed valid, such as 2135551212, 

(213) 555-1212, 213 – 555 -1212, and 213 555 1212. 
6. 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.  

7. 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”).   

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

9. Words that contain spaces in between letters are considered valid (“Humbling” and “H u m 
b l I n g, “FDIC” and “F D I C”). 

10. 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. 

11. Truncated versions of a vital word are not considered valid alternatives (e.g., "examination" 
and "exam", and "chemotherapy"). 

 


