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1/ Becoming a 2M lingo interpreter 
 
To become a 2M interpreter you will receive an invitation by email sent from the 
interpreting application. 
 
You will be prompted to create a password and add your details to complete your 
registration within the web app. 

 
 
You must then add your language combinations and other details such as accreditations, 
attach relevant files, etc. 
 
Once you have completed your profile the language service company will approve you and 
enable your profile so you can start taking jobs through the application. 
 
2/ Using the 2M lingo web application 
 
You can use the web application to edit/update your profile, check your scheduled 
appointments, create invoices, perform audio and video interpreting via your computer and 
more. To access the web application, go to: 
 

2mlingo.com.au 
 
And click on “Login” on the top right corner. 
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3/ Using the Boostlingo mobile application 
 
Boostlingo is the technology used by 2M Lingo to enable remote interpreting. The 
Boostlingo interpreting application is available on all mobile devices and you can also take 
jobs from your computer web app considering that you are connected. 
 
To use the application on mobile devices, download the “Boostlingo interpreter” application 
from your app store (free). 
 

 
 

Sign in using your interpreter credential to see your call logs, go online/offline… 
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Once you’ve signed in for the first time, you will be available to take jobs through your 
mobile device. 
You can also use the application to manage your appointment invitation, consult your call 
logs… 
 
4/ Pre-booked VS On demand 
 
There are 2 ways for you to take jobs: 
By booking: 
 
The client sets up an appointment that matches with your language combination, an email is 
then sent to you for booking. Once you’ve accepted the job the client will approve you and 
you will receive an email to confirm your attendance. 
 
For video or telephone bookings, at the time of the appointment you must be online either 
via the mobile application or the web application, you will receive a call via the application 
at the time the appointment is scheduled for. 
 
On demand: 
 
If the client needs an interpreter for an emergency or in a spontaneous manner, he can 
search the interpreter pool for an available interpreter. If the language combination 
matches your profile and that you set up your application to be online, you will receive a call 
through the mobile application or the web application (if you are online). It is then up to you 
to take the job or decline the call. 
 

Call for a French>English job through the app 
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5/ Timesheets/attendance slips 

 
For Onsite appointments, the system requires you to sign and get the client to sign a 
timesheet. You can do this by physically printing your Attendance slip and signing the form 
upon completion of the job, or by digitally signing the job off.  

A) To print a physical hard copy Attendance slip: log into your account and go to 
Appointments, in the Calendar on the right you can view all your Appointments. 
Open the one you would like to get your Attendance Slip printed for, then select the 
Print View tab. In the top right of the screen you will see an arrow: 

 

 

When you click on it, you will be able to print or download your Attendance slip.  
Upon completion of the Appointment, please enter the time of arrival, the appointment end 
time, and the duration of the appointment, then have the slip signed by the client. Scan the 
sheet and you will be able to upload this under the “Sign” tab in the appointment viewer. 
Just click on “select file” and add your scanned timesheet. 
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B) To sign the Attendance times digitally, you would need to download and install the 
Mobile App (Boostlingo Interpreter) from the App Store (iOS) or Google Play 
(Android). Sign into the App using the same credentials you would for 2mlingo on a 
PC. Find the Appointment in the App and you will see the Sign option at the bottom 
of the Appointment screen once the Appointment status has changed to IN 
PROGRESS.  
 

 
 

C) Click on Sign. You will first be presented with a screen for you to sign and upload 
your signature, then a new screen will show up for the client to sign. You will be able 
to upload the client signature as well. The system automatically logs and adds the 
time of the signature to the Appointment and this can be traced back later. 
You will also be able to view the uploaded signatures immediately by clicking the 
Uploads tab: 
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When you are looking at your records on a PC, you can open up your appointments, under 
the Print View tab, you will be able to see the signed form with the times added 
automatically. 

 
 
6/ Invoicing your jobs 
 
Whenever you wish to invoice us, you will need to login to your account. Click on Invoices 
on the left and you will be able to see all your past and current invoices. Click on the Create 
Invoice button and select the date range to create invoices for. 
 

 
 
Leave the Terms dropdown box in the default None state, tick Include Calls and Include 
Appointments and then click Create Invoice. If you have any uninvoiced jobs in the selected 
period, the system will automatically create your invoice and notify us. You will be able to 



Interpreter user guide 2019   

check and review your invoices straight away within the system. If you have any concerns 
about the rates or your hours, please contact us as soon as possible by attaching the invoice 
and emailing us at support@2mlingo.com.au.  
 
Please let us know if you are registered for GST. At present the system does not yet allow 
for the inclusion of GST so we will manually have to add this to your account prior to 
payment. You can indicate this under My Profile > Additional Information. 
 
7/ Help & Support 
 
You can access some resources from the web application welcome screen by clicking on the 
“Quick start” tab. 
 
For questions and support threads please go to our support page: 
https://www.2m.com.au/2m-lingo-support/ 
 
Or call 07 3367 8722. 

 
 


