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Prerequisites:

o Confirmed staff interpreter account in the MERFi system

e Stable internet connection (please see minimum requirements below)
e Desktop or laptop with camera

e Preferred: USB connected headset with microphone

e Preferred: Neutral background and good lighting

MERFi Minimum Requirements

e Computer Setup: Desktop or laptop (tablets or mobile devices are not permitted) with an HD
webcam (built in or external) and a connected USB headset.

e  QOperating Systems: Windows 10; Mac OS X 10.14 or newer

Note: If using a Windows device, Google Chrome is only supported at this time. If using an Apple
device, Apple Safari is only supported at this time. Google Chrome is not recommended for Apple
devices.

e  Memory (RAM): 4 GB

e Supported Browsers: Google Chrome (only use on Windows devices); Apple Safari (only use on
Apple/Mac devices; Google Chrome is not recommended on Apple/Mac devices)

e Internet Connection: Hardwire connection from computer to internet router via Ethernet cable
preferred

e Internet Speed/Bandwidth: 500 Kbps Up / 1.2 Kbps Down

Configuring Your Browser

Before logging into MERFi for the first time, you’ll need to configure your 2 %) 0 3@

browser to ensure a proper connection. The steps to do this will differ drakons

Newr window Cul=N
depending which browser you’re using to conduct the interpreting session. N oo WS CRtexREEN
Instructions are below for both Google Chrome (Windows users) and Apple History >
Safari (Apple/Mac users). Downloads

Bookmarks »

Zoom - 100% + A

Windows Users: Configuring your Google Chrome Settings o S

e Open Google Chrome. F11 -

e (Click the 3-dot icon at the top-right-hand corner, then click e >

Settings. A new tab will open with the Settings options. - u
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e On the left, click Privacy and Security.

e C(Click Cookies and other site data.

Settings

You and Google

Autofill

Privacy and security F
Appearance

Search engine

Default browser

On startup

Languages

Downloads q

Accessibility
System

Reset and clean up

Extensions [

About Chrome

e Under General Settings:

Q, search settings

Safety check

Chrome can help keep you safe from data breaches, bad extensions, and more m

Privacy and security

]

Clear browsing data
Clear history, cookies, cache, and more

Privacy Guide
Review key privacy and security controls

Cookies and other site data
Third-party cockies are blocked in Incognite mode

Security
Safe Browsing (protection from dangerous sites) and other security settings

Site settings
Controls what information sites can use and show (location, camera, pop-ups, and more)

Privacy Sandbox
Trial features are on

o Select Block third-party cookies in Incognito.

AND

o Switch toggle on Clear cookies and site data when you close all windows.

Note: Windows 11 users can skip this step.

General settings

O  Allow all cookies

q @ Block third-party cookies in Incognito

% Sites can use cookies to improve your browsing experience, for example, to keep you signed in or
to remember items in your shopping cart

o While in Incognito, sites can't use your cookies to see your browsing activity across different sites,
for example, to personalize ads. Features on some sites may not work.

O  Block third-party cookies

QO Block all cookies (not recommended)

4 Clear cookies and site data when you close all windows
When on, you'll also be signed out of Chrome
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e  Click on Privacy and Security again.

e C(lick Clear Browsing Data.

Settings Q Search settings
You and Google
g Safety check
Autofill
= = 0 Chrome can help keep you safe from data breaches, bad extensions, and more
Privacy and security
Performance
Privacy and security
Appearance

s Clear browsing data
Search engine [ ] :
Clear history, cookies, cache, and more
Default browser

@ Privacy Guide
On startup Review key privacy and security controls

Cookies and other site data

»

Languages @ Third-party cockies are blocked in Incognito mode
Downloads .

e Security 7 )

- Safe Browsing (protection from dangerous sites) and other security settings
Accessibility
System = Site settings ) ) ) i
Controls what information sites can use and show (location, camera, pop-ups, and more)

Reset and clean up

i Privacy Sandbox @z

Trial features are on
Extensions [

About Chrome

e Click the Basic tab.
e Change Time range to All time.
e Check boxes for Browsing History, Cookies and other site data, and Cached images and files.

e Select Clear Data.

Clear browsing data

@ Advanced

Timerange  Alltime v

Browsing history
Clears history, including in the search box

Cookies and other site data
Signs you out of most sites.

Cached images and files
Frees up 60.8 MB. Some sites may load more slowly on your next visit.

Cancel Clear data F



e Exit out of your browser and reopen a new one before logging into MERFi.

Apple/Mac Users: Configuring your Apple Safari Settings
e Open Safari.

e On the Menu Bar, select Safari, and then Preferences.

‘ File Edit View History

About Safari

Safari Extensions...

Preferences...
Privacy Report...
Settings for google.com...

Clear History...
Services

Hide Safari
Hide Others

Quit Safari

e Select the Privacy tab.

e Uncheck Website tracking: Prevent cross-site tracking.

Privacy

Website tracking: Prevent cross-site tracking

Hide IP address: & Hide IP address from trackers

Cookies and website data: Block all cookies

Manage Website Data...

Apple Pay and Apple Card: & Allow websites to check for Apple Pay and Apple Card

Web advertising: & Allow privacy-preserving measurement of ad effectiveness




e Onthe Menu Bar, select History, and then Clear History...

@ Safari File Edit View @ Bookmarks Develop Window He

Show All Histor
& M v d

About Store

Clear History...

e Change Clear to all history.
e Click Clear History.

Clearing history will remove related cookies
and other website data.

History will also be removed on other devices signed into
your iCloud account.

Clear all history

Cancel Clear History

e  Exit out of your browser and reopen a new one before logging into MERFi.



Step 1: Setting up your MERFi account

e Visit the MERFi interpreter login page

e C(Click Reset Password.

Welcome to Certified Languages
International

e Enter your email address and hit Submit.

Reset Password

\-El

Email Address:

4 ( Once you submit your email address, please )

check your email for instructions on how to

q reset your password.




You will receive an email from DoNotReply@clilang.com with the subject “Forgot Password Notification.”

e Click the link in the email to reset your password.

=
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Reset Password
Please enter a new account password.

New Password:

e Type in your password in the New Password field. Repeat password in the Verify Password field.
e C(Click Change Password.

Note: Password requirements are located to the right.

Step 2: Logging in to MERFi

e Visit the MERFi interpreter login page
e Enter your email address and password, and click Log In.

Note: If you haven’t created a password yet, please see Step 1.

lLI CERTIFIED LANGUAGES
‘ INTEENATIONAL

Login

Welcome to Certified Languages
International
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Step 3: MERFi Home Page

e  When you log in for the first time, the site will ask for your permission to access your microphone
and camera. Click Allow.

e You should now see the MERFi home page with a preview of yourself.

Step 4: MERFi Statuses

Available on Video
When Available on Video is toggled on, you're available to receive video (VRI) requests. It will default to
the on position every time you log on.

When this is toggled off, you’re no longer available to receive video (VRI) requests.

Log Out
This will log you out of the video platform.

10



Step 5: Toolbox Settings

Below your video preview are settings for your Speaker, Microphone, and Camera.

O- 0 O

Speaker Microphone Camera

Log Out

e C(lick anicon to mute its functionality; the icon will turn red.

e C(lick the icon again to return its functionality; the icon will turn dark blue.

O 0 O

Muted Muted Off

Log Out

Your settings will carry over to your next session. You will still have access to mute, unmute, and
change your speaker or microphone when you’re in an active session.

Speaker

Your speaker allows you to hear other people in an active session.

=

e ll_l CERTIFIED LANGUAGES

Available on Video &

ol 3K &

A

e C(lick the arrow to review the speaker options.

e Click the arrow under Select Speaker to change your speaker settings.

11



e The Volume slider adjusts the volume on your speakers.

e Test your speaker and volume level by clicking the Test button to play a demo sound.

e C(Click OK to close the speaker options.

Microphone
Your microphone allows others to hear you during an active session.

..........

Available on Video &

e (lick the arrow to review the microphone options.
e Click the arrow under Select Microphone to change your microphone settings.

Speak into your microphone, and watch for the blue dots to rise and fall with your voice. This

indicates your microphone is working properly.

e C(lick OK to close the microphone options.

12



Camera
Your camera allows others to see you in an active video session.

..........

Available on Video &

e C(lick the arrow to review the camera options.

e Click the arrow under Select Camera to change your camera settings.

e (lick OK to close the camera options.

13



Step 6: Settings Menu

The Settings cog at the top right of the MERFi home page allows you to configure your notification
settings.

............ Device Information

Device: Desktop
Operating System:  Windows 10

Availableon Video ™

JN Browser: Google Chrome

il Notification Settings
I @)

§ N Connection Test
0 0 0O
- a— /

"v ' H
Device Information

Shows your device information including Device type, Operating System, and Browser.

Notification Settings
Displays your Email and SMS Text alert preferences. The system automatically sends out a text and/or
email alert when a client is waiting for an interpreter.

e Toggle email and/or text ON if you'd like to receive these alerts.

e Toggle email and/or text OFF if you don’t want to receive these alerts.
The email address and mobile number used to send you the alerts are located in your organizations
Admin Portal. If you need to change your email or phone number for surge alerts, please contact your
administrator.

14



Step 7: Accepting a Video Call

When you receive an incoming call request, you will see a pop-up and hear an alert sound through your

speaker.

Incoming Video Call

e C(Click Accept to join the video session.
e C(lick Decline to reject the call.

Note: If you click Decline, your Available on Video status will be toggled to the OFF position until
you are ready to toggle it back to the ON position.

15



Step 8: Video In-Call Screen and Meeting Controls

Ei CEI:‘[I.FIED'L:NGUAGES 00:00:04 all 9

& OHOHOE (@

Timer
The Timer is located at the top center of your screen and lets you and all participants know how long the
session is taking. The Timer will count up until the end of the session.

Client View
The client will appear on video in the center of the screen (labeled as Customer). If there are multiple
participants in the session, each participant will appear side by side.

@

Pin Video

Pinning enlarges a participant’s video to full screen.

e |ocate the Pinicon in the top right-corner of the participant’s video.
e C(lick Pin to enlarge participant’s video screen.

e (Click Pin again to minimize participant’s video screen.

Self-View

The video of yourself will always display at the bottom center of the screen.

16



Speaker, Microphone, and Camera

Your Speaker, Microphone, and Camera controls are located at the bottom of your screen. Please see
Step 5 for information on how each functions.

The client has the ability to mute other participants, but they cannot un-mute other
participatns. If you are muted by the client, you may need to un-mute yourself to continue the
session or clarify any instructions.

Network Statistics

To access Network Statistics of your current session, click the Green Bar icon located at the top right of
your screen.

@0

Network Statistics

EEF b W

=

o ®) @) (@)

Your Sent Bandwidth should be above 500 kbps to ensure a smooth session.

Chat

The Chat feature allows you to communicate in writing to all participants. It’s located on the bottom right
of your screen.

C

e When you receive a message, a blue indicator will appear with the number of unread messages
you have.

e Click the Chat icon to open up the conversation.

e You can type in the target language if necessary.

17



End Call

To disconnect from a call, click the red End Call icon on the bottom left of your screen.

Step 9: Disconnections Caused By Internet Speed
(Bandwidth)

If you (or any other participant) get disconnected because of low bandwidth, you can be reconnected
once your bandwidth is re-established.

If the client gets disconnected because of low bandwidth
e  First, you may notice that the client’s image freezes.

e Next, the client’s image will disappear. You’ll see a gray screen, and you may see a pop-up
message saying, “Customer has left the session.”

e The client has about 30 seconds to fix their bandwidth issue.

e [|fthe client was not able to reconnect, you’ll see this message:

“Customer session could not be established due to connectivity issues. You will be disconnected

”

now.

Customer session could not be established due ta

y Issues. You will be di: ted now.

e (lick OK to end the call.

18



If you get disconnected because of low bandwidth

e |fyourinternet bandwidth drops or gets cut off, the platform will give you 30 seconds to
reconnect.

e You will see this message:

“Hold on. Looks like there is a problem with your internet connection. We are trying to get you
back to your session.”

e [f your bandwidth returns to speeds that support a video call, you will be reconnected to the call

and can proceed as normal.

e |[fyou are not able to reconnect, your session will end, you will be logged out of the platform.
You'll see this message:

“Due to an unstable connection, you will be logged out. Please check your internet connection
before logging back in.”

19



Video Call Failure

internet connection before logging back in.

OK

e (lick OK to close this window.

e Once you have sufficient bandwidth, you can log back in again.

Step 10: Rate the Call

When the session ends, you can Rate the Call. Fill in the stars for video and audio quality. We also
encouraged you to type in any comments.

You will have 30 seconds to submit a rating. The timer at the top left indicates how much time you have
to rate the call. At the end of 30 seconds, the rating screen will close, and you will be redirected to the
home page where you can receive your next call.

Call quality (Video):

-
J Rate this call

Callquality (Audio):

\ i

Text box for upto 250 characters

emairing number of characters: 250

R

| _— — —




Step 11: Accepting/Declining a Scheduled Call

When a customer requests an interpreter for a scheduled session, you will be able to accept or decline
the appointment from the portal.

You can check all available appointments for your language by clicking the Scheduled Call menu at the top
right of your home page.

e C(Click the Scheduled Calls menu to show a list of available calls.

L CERTIFIED LANGUAGES
D INTEENATIONAL

Available on Video &

e You will see the Date and Time (in Pacific Time) for each appointment.

e (Calls you accept will move to the bottom of the list, and a Connect button will appear.

Note: You will not be able to join a scheduled session until at least 5 minutes prior to the
scheduled start time.

You can join 5 minutes prior to the
start time of this appointment

21



e Appointments you Decline will disappear from the list.
7 / E CEI_TI’F!‘!D‘ lA:{fiUAGES

[En ReferenceNumber [ Date () Time (AM/PM)

Available on Video &
I 2207155006244 ceos202z nooAv (D CDD

I 207155004246 wos2022  120e (D D
qu,,”,»),w-. 07152022 1010PM

I 2207155004240 07152022 1025em (D
I 2207155004243 022 10:40PM
| 2207155004245 10:55PM

Scheduled calls go to the first interpreter to accept the appointment. If an appointment is not accepted
by any interpreter, CLI interpreters will be notified of the appointment request.

e (lick on the Reference Number of each call to view more details.
e Comments are special instructions from the client.

e Hit OK to exit details.

2207155004244

Expected Duration : 120 Minutes

Comments: Thisis an educational appointment and may go over the
expected duration.

22



When you accept a scheduled appointment, you will receive an automated email confirmation from
DoNotReply@clilang.com with the subject “You are scheduled for an appointment.”

The content of the email will have the date and time of the appointment and an order number for your
reference.

@ The appointment time is displayed in Pacific Time in the Scheduled Calls menu and the
automated confirmation email.

Step 12: Joining a Scheduled Call

e Navigate to the Scheduled Calls menu.
e C(lick the Connect button on your appointment.

Note: You will not be able to join a scheduled session until at least 5 minutes prior to the
scheduled start time.

e When the customer connects on their end, you will see them in a regular in-call screen.

23
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