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1 Introduction 
The Tyler Louisiana team created an interpreter registry application for the Louisiana Commission for the 
Deaf. This application is web and mobile friendly. The first release of this application occurred in February 
2023.  

The intent of this application is three-fold.  
1. Allow the public to look up possible interpreters that have been reviewed and approved by LCD.  
2. Provide a platform for interpreters to create accounts, apply to be interpreters, maintain their 

accounts and profiles with LCD, submit renewals, and track continuing education. 
3. Provide a platform for LCD to manage interpreters, manage interpreter applications and change 

requests, communicate with interpreters, and provide reports/analytics on interpreters.  
 
This document is a general user guide for all three interfaces – public, interpreter, administrative. This 
document provides basic instructions on how to complete tasks within the application.  
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2 Glossary 
Administrator An LCD employee who has access to the admin side of the Interpreter 

Registry application. 
Dynamic Search A search that looks at all values in the current search results under all 

headers.  
Interpreter A person who communicates using ASL with people who are deaf or 

hard of hearing.  
Interpreter Registry List of Interpreters who have submitted an application and been verified 

and approved by LCD.  
LCD Louisiana Commission for the Deaf 
Tyler Louisiana LCD’s partner for this project 
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3 Environments 
There are two different environments that LCD will have access to:  
 

• UAT is the User Acceptance Testing environment LCD will utilize to walk through functionality or 
to test changes to the application. UAT is not a “live” environment. This simply means that any 
actions taken do not affect production.  

 
• PROD is the production environment. This is considered a “live” environment where business is 

conducted daily.  
 
Please note that any changes approved from UAT get moved to PROD after approval from LCD. These 
migrations of changes will occur on a defined basis agreed upon by Tyler Louisiana and LCD.  
 
Each environment has two access pages. The public search and the admin suite.  
 
Public Search: The public search page is accessible to the public. The ability to sign up for an interpreter 
account as well as signing in as an interpreter are located on this page.  
  
Admin Suite: This is not a public page. Only users who have been authorized and authenticated (LCD 
employees) will be able to successfully log in. 
 

3.1 UAT – User Acceptance Testing Links 
Public Search: https://uat.la.egov.com/dhh/lcdIRv2/ 

 
Admin Suite: https://uat.la.egov.com/dhh/lcdIRv2/Admin/ 

 

3.2  PROD – Production (live environment) 
Public Search: https://ldh.la.gov/lcdinterpreterregistry  

• This page should redirect to a la.egov.com website: 
o https://www.la.egov.com/ldh/LCDInterpreterRegistry 

 
Admin Suite: https://www.la.egov.com/ldh/LCDInterpreterRegistry/admin 
 
  

https://uat.la.egov.com/dhh/lcdIRv2/
https://uat.la.egov.com/dhh/lcdIRv2/Admin/
https://ldh.la.gov/lcdinterpreterregistry
https://www.la.egov.com/ldh/LCDInterpreterRegistry
https://www.la.egov.com/ldh/LCDInterpreterRegistry/admin


 

  

7 

4 Public Search 
The landing page is the search page where public users can search for interpreters that have been 
approved by LCD. Initially, all interpreters with the status of Active, Inactive, or Retired appear on the 
page.  
 
The public search pages have the following functionality. 

• Used by the public to search for interpreters. 
• Used by potential interpreters to sign up to be an interpreter with the State of Louisiana 

Commission for the Deaf 
• Used by interpreters that already have an account to sign in. 
• Used by all types of users to understand terminology used by LCD and the interpreter 

registry.  
 

4.1 Searching for Interpreters 
The main page of the public interpreter registry is a search page. This is also the Interpreter Registry 
tab. This page is used by the public to search for interpreters that have successfully been verified by 
LCD. Initially all interpreters appear on the page.    
 
4.1.1 Sorting Results 

Each header – Last Name, First Name, and so on – can be sorted. This allows you to rearrange the 
results as needed.  
 
4.1.2 Minimize Search Filters 

To minimize the Search Filters, simply click on the “–“ beside Search Filters. This will hide the search 
filters so you can see the interpreter’s information better.  
 
 
Note: This will automatically collapse on a mobile device.  
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4.1.3 Filtering Results 

All active, inactive, and retired interpreters automatically appear on the page under Interpreter Registry.  
Search filters to the left side of the page can be used to narrow down the interpreters viewable in registry. 
Each filter builds upon the previous filter to narrow down the results shown.  
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For example, if you only want to see interpreters who are currently Active, click on Select Interpreter 
Status. Then select Active. This will reduce the number of interpreters who now appear in the search 
results. Note that only active interpreters are shown. 
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To clear out the results, click Reset Filter at the bottom of the Search Filters.  
 
4.1.4 Strikethrough 

While reviewing the registry, you can strike interpreters off your list that do not meet your requirements for 
one reason or another. Use this tool to help narrow down which interpreters would best meet your needs.  
To strike through an interpreter, simply click the strike through icon beside the interpreter you want to 
remove from your list.  
 

 
 
4.1.5 Export Results  

Once the results are narrowed down, you can export the results of the search by clicking on the “Export 
to Excel” button in the bottom left corner of the Interpreter Registry list.  
 
Note: Interpreter’s that have been struck off the list will still be exported to excel.   
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Depending on which browser you’re using, an excel file should show. Click on the file or go to your 
downloaded files to access the spreadsheet.  
 

 
 
Click on Enable Editing at the top of the spreadsheet to modify the file as needed.  
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4.1.6 View Profile 

Each interpreter has a profile page. This page holds important information for potential customers to help 
them determine if that interpreter is a good fit.  
 
Click on the view interpreter profile icon beside the interpreter. This will take you to the profile page.  
 

 
 
To go back to the list, click on “Back to directory” in the upper right corner of the profile page. 
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4.2 Glossary Page 
The glossary page provides terminology used by LCD. This page should be able to help the community 
understand what things mean within their search. It should also be able to help an interpreter complete 
their application.  
 
To access the glossary page, click on Glossary beside the Interpreter Registry tab.  
 
You can change how many terms show up at a time. You can also narrow down the search by searching 
for any key words. This search is a dynamic search which means the application will search both the term 
and definition fields for whatever value you put in the search field.  
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4.3 Contact Us Form 
If you have any issues or questions, please feel free to contact LCD using the Contact Form that can be 
found at the bottom of the web page.  
 

 
 
Clicking on Contact Form will take you to a form to complete and then submit to LCD. Please provide as 
much information as possible for LCD to better assist you.  
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Once you have completed the request, click the SUBMIT button.  
 
You will get a confirmation popup asking you to confirm your submission.  
 
Click SUBMIT to return to the Interpreter Registry page. 
 



 

  

16 

  
 

4.4 Trouble Shooting the public search pages 
4.4.1 My interpreter status is not showing correctly 

Most web browsers cache data so that information pulls back faster. If you know your interpreter status is 
different than what is shown, try the following tips.  
 

1. Sign into your account and validate that your Interpreter Status matches the status in the 
Interpreter Registry. It’s possible that any request to update your status is still in process and LCD 
has not updated your status yet. 

2. Close out your browser and open it again. Complete your search and see if the information is now 
correct. 

3. Clear the history browsing data.  
a. After clearing the data, close the browser. Then, reopen the browser. Complete your 

search and see if the information is now correct. 
b. To know how to clear your browsing history in the web browser you are using, simply do 

a web search for “Clear browsing data in ____.” Add in the web browser you are using 
such as Chrome, FireFox, Edge, Safari, Samsung Internet and so on. 

4. Try another browser. Sometimes we keep certain cookies on pages because of our web browser 
settings. This can make old data continue to show up. Using another web browser should show 
the correct information.  

 
4.4.2 Exporting to Excel isn’t working 

Exporting data to excel uses “pop-ups”. Make sure pop-up blocker is allowed for the page or that “pop-
ups” are not blocked for the page.   

  

4.5 Creating an interpreter account 
Interpreters must create an account to submit an application to show on the Interpreter Registry. To 
create an account, click on the button that says Sign Up.   
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This takes you to the Create User Account page.  

• Enter your information.  
• Create a password that meets the requirements listed on the page.  
• Click Submit.  

 

4.6 Signing in as an interpreter 
Click the Login button at the top of the interpreter registry page.  
 

 
 
Enter the email address you used to set up your account and the password you created when signing up.  
 
Click on the Login button.  
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4.6.1 Forgot password 

When signing in, if you forgot your password, click on Forgot Password? A link to create a new 
password will be sent to your email address.  
 
Follow the steps in the email and link to rest your password and sign into the application.  

5 Interpreter Access 
5.1 Overview 
This is the section of the system where interpreters have access. Within this section of the system, the 
interpreter can apply to be part of the registry, manage their account with LCD, renew their profile and 
certifications, and submit continuing education. Interpreters will have a profile section as well where they 
can provide information, approved by LCD, to show potential customers. These profiles are viewable to 
the public. More information about how to complete actions within the interpreter access section can be 
found below.  
 

5.2 Completing an application 
As an interpreter, when you first sign in, you are taken to the registry application.  
The application has two parts to it. The profile and the application. To the left of the application is a 
section that shows you where you are within your application. This section is called the Application 
Progress section. Use this to know which section you are working in.  
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Notes: 

• All questions with an asterisk (*) are questions that require a response.  
• Questions with the “ ” icon are shown on your public profile. 

 
 
Helpful tip: The more information you can provide and the more accurate the information is, the faster 
LCD will be able to review and approve your application.  
 
The profile section of the application is made of your primary information. Name, address, and so on.  
 
Once you’ve completed the profile section, review your answers, and then click the Save & Continue 
button at the bottom of the page.  
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If any required questions do not have a response, error messages will appear letting you know what 
questions require your attention to complete.  
 

 
 
After clicking Save & Continue, you are taken to the actual application section of the application called 
Interpreter Application.  
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Once you’ve completed the interpreter application section, review your answer and then click Continue. If 
there are any errors, complete the questions and attempt to submit the application again by clicking 
Continue.   
 

 
 
Once all required questions have answers, you can proceed to the payment section to pay your 
registration fee. After successful payment, the application is submitted to LCD, and you will be taken to 
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your dashboard. You will also get an email letting you know that your application has been successfully 
submitted to LCD.  
 

 
 
5.2.1 Other Helpful Information 

5.2.1.1 Saving for later  

The application can be saved to complete later by clicking on the Save For Later button below the 
Cancel button on the left side of the page. After clicking Save for Later, you will be taken to your 
dashboard. A pop-up will appear letting you know that your application has been saved successfully. 
Click the Ok button to close the pop-up. 
 
Saving the application for later will save what work you’ve already completed thus far in the application.  
 
Note: You have thirty (30) days to complete your application and submit it to LCD. After thirty days, your 
work will be lost, and you will have to start over. 
 
5.2.1.2 Canceling your application 

If you do not want to complete the application or you don’t want to save your work, click on the Cancel 
button above the Save For Later button on the left side of the page.  
A pop-up will appear making sure you want to cancel and letting you know that your data will be lost.  

• Click Yes to continue.  
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• Click No to stay in the application. 
• Canceling out of the application will take you to your dashboard.  

 

 
 
For more information about the dashboard, see the dashboard section.  
 
5.2.1.3 Once your application is submitted 

You can also check out your dashboard to see the status of your application.  
If LCD needs more information from you to approve your application, they will send the application back 
to you so you can make any changes needed. They will also communicate with you what changes are 
needed. Communications are saved within the application as well as sending emails to the email address 
you use to sign in.  
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5.3 Dashboard 
5.3.1 Overview 

The dashboard is a one stop shop. It shows you your basic information, your status, and your application 
history, all on the same page.  
 
If you start an application and cancel it, then you will see Start Application in the top left of the page.  
If you save an application for later, then you will see Continue Application.  
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Your dashboard will not have any data until you at least have saved the profile section of your application 
in process. Once you have profile information, your name, email, and phone number will show under 
Member Profile.  
 
Your interpreter status can be found in the upper right corner of the page.  
 

 
 
5.3.2 Application History 

All applications will be shown under Application History. Application History shows you the status of 
your application as well as the approval date once the application is approved.  
 
If you want to see what information you submitted in your application, click on the View button beside the 
application you want to view.  
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Note: If your application or change request has been sent back to you for modifications, you have thirty 
days to respond. 
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To go back to your dashboard, scroll to the bottom of the page and click the Back button.  
 
5.3.3 When modifications are required… 

It’s possible that LCD may need you to change the information you provided or provide more information. 
When this happens, LCD will send your application or change request back to you for modifications. 
These will show under Application History.  
 
LCD will provide notes to you as to what changes they need. You can find these notes under Application 
History -> Notes or under Message History inside the message sent back to you requesting the 
modifications.  
To make changes to your application, click on the Update button. This takes you to your application. 
 

 
 
Make the needed changes and add any comments to LCD if needed.  
To submit the application back to LCD, click the Submit Application button.  
 
5.3.4 Messages 

Messages sent to you from LCD related to the interpreter registry or your application will show under 
Message History at the bottom of the page. Messages sent from the system are also sent to the email 
address you use to sign in. To view the message, click on the View icon.  
 

 
 
This shows you the message that was sent. Click the Ok button to close the window and go back to your 
dashboard.  
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5.3.5 Changes to your information 

After your application is approved, if you have changes to your application, such as updating your photo 
or your education, you will need to submit those changes to LCD for approval before the information 
becomes public. Submitting your application (also known as professional information) once you are 
approved, does not change your interpreter status.  
 
5.3.5.1 Changes to your Contact Information 

Changes to contact information does not need to be reviewed by LCD before it is saved to your profile.  
 
To make changes to your contact information, click on the Contact button under Contact and 
Professional Information.  
 



 

  

30 

 
 

• The interpreter profile page appears.  
• Update any information as needed.  
• If you do not want to save the changes, click Cancel.  
• To save your changes, click Save Changes at the bottom of the page.  

 

 
 
Saving the changes, canceling out of the page, or clicking on save for later will take you back to the 
dashboard.  
 
Note: Clicking Save for Later saves the changes you made. 
 
5.3.5.2 Changes to your Professional Information 

There may be times you may need to update information that shows on your member profile or to provide 
LCD with your most up to date information. To do this, you will need to resubmit your professional 
information to LCD.  
 
Under Contact and Professional Information, click on Professional.  
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• This takes you to the interpreter application page.  
• Review the answers and update anything as needed. 
• Under the question “Is there any other information related to your APPLICATION you'd like to 

provide to LCD?”, let LCD know what information you changed and why. This will help LCD 
expedite the approval of your changes.  

• If you do not want to save the changes you have made, click the Cancel button.  
• If you want to save the changes you’ve made but do not want to submit the changes to LCD, click 

the Save for Later button. 
 
Note: Some changes require an additional fee, specifically adding a new “Registration Setting”. If you add 
a new setting outside of a new registration or renewal, a fee is required, currently $5 at the time this user 
guide is being written, but this is subject to change.  
 
To submit your changes to LCD for approval, click on the Continue button. If you have a registration 
setting change, you will be directed to a payment screen. If you changed other information not requiring a 
fee, the application will be submitted directly to LCD. You will then be taken back to your dashboard.  
 

 
 
The section above will require an additional fee if changed outside of a new application or renewal. 
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5.3.6 Member Profile 

The member profile page shows you how the public will see your profile page.  
 
Click on Member Profile beside Dashboard.  
 

 
 
If you’ve requested changes, you will not be able to see the page but will see the below message instead.  
 

 
 
Once your initial application or changes are approved, the page should appear and look just like what it 
looks like from the public view.  
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5.3.7 Profile Renewals 

Provisional Registrations: 
 
These registrations are valid for a period of three years in the system and are not available for online 
renewal. Each year you must submit the proper paperwork to LCD to keep your registration current. 
Under certain circumstances, a provisional registration can be extended by a year. Contact an LCD 
admin for more information. 
 
If an interpreter believes they qualify for a fully registered status, they can request an “upgrade” by doing 
the following: 

• On your dashboard, select the “Professional” button 
• In the Registrations section, uncheck the box next to the provisional registration you currently 

have 
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• Check off the box next to the full registration you are applying for 
 

 
 

Updating this question will trigger a review by LCD 
• Make sure to add any required supporting documentation 
• Clicking continue at the bottom of the page will bring you to the checkout 

o Currently, at the time this user guide is being written, there is a $5 upgrade fee 
associated with this transaction, which is subject to change. 

 
Registered: 
 
Registered profiles are due for renewal every 5 years. You can see your current renewal date on your 
dashboard under your member profile information. 
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Approximately 60 days before your renewal date, you’ll begin receiving email reminders to renew as well 
as see an alert on your dashboard. 
 

 
 
You can renew your profile by clicking the renew registration button above. You’ll be brought to your 
existing application to confirm all of the information is still correct. Follow the screens to update your 
information and then click “Continue” to go to the payment section to submit your renewal fee. 
 
The renewal fee is currently $10 for on time renewals and $20 for late renewals. If you have missed the 
renewal window and would like to submit a late renewal, please contact an LCD admin. 
 
Note: If you submit any changes to your profile at the same time as your renewal, you will only be 
charged the renewal fee. If you renew your profile and then later update your information with a new 
registration setting for example, you then have to pay the registration setting fee since you are outside of 
an original registration or renewal. 
 
5.3.8 Certification Renewals 

Interpreters can update their previously approved certification documentation and expiration dates as 
needed. When a certification gets close to expiration, you’ll begin receiving reminder notices 
approximately 60 days, 30 days, and the day before expiration. Keeping these updated in a timely 
manner ensures your profile will remain in good standing. 
 
This is accomplished by going to the Professional tab in the Contact and Professional Information 
section of your dashboard.  
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• Find the certification that needs to be updated 
• Upload the updated version of the certification document 
• Update the expiration date 
• Once you’re finished, at the bottom of the page, make sure you submit your changes 

 
Notes:  

• This will submit the change to LCD for review. The review process follows the same workflow as 
submitting your initial application. They can either approve the changes, ask for modifications, or 
deny them. 

• If a certification is not renewed and expires. The day after it expires, the system will automatically 
remove this certification from your profile. 

 
5.3.9 Continuing Education 

Continuing Education can be accessed by clicking the tab on your dashboard: 
 

 
 
Throughout the year, you should be using this section to track your continuing education hours. 
Provisional profiles will need to achieve 20 hours every year. Regular profiles will need to achieve 100 
hours over the course of their 5-year renewal period. Before submitting your renewal, make sure this 
table is updated. LCD will be reviewing this section as part of their review process.  
 
Adding a new CEU is very simple. Just fill out the fields in the table with the required information. 

• Use the “File” button to upload your certificate of completion 
• If you are not ready to submit, you can save the entry to make edits or uploads later 
• Use the submit button to send that particular CEU over to LCD for review 

o LCD will review the individual CEUs as they are submitted. You do not have to wait until 
a renewal period to submit them all at once. 
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The table defaults to CEUs submitted within the current renewal period. The renewal period is notated 
above the table. If you would like to see a historical view of CEUs from previous time periods, you can 
use the “View All CEUs” button to toggle the view: 
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If you’d like to switch back to the current CEU table, clicking the same button, now labeled as “View 
Current CEUs” will toggle the table back to your current submissions. 
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6 Administration Management 
6.1 Requesting access to the application 
To request access to this application, please contact Tyler Louisiana at NIC-LA.Support@tylertech.com.  
 

6.2 Signing in as an administrator 
Using the link above, go to the Admin Login page.  
The credentials used for Equipment Maintenance will be the same ones used to log into this application.  
 

 
 

6.3 Dashboard  
6.3.1 Pending Applications 

The oldest five applications with a Pending or In Review show on the dashboard under Pending 
Applications. This list includes applications that have requested changes to their professional 
information. These will show as Change Requests.  
 

mailto:NIC-LA.Support@tylertech.com
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As applications are approved or sent back to the interpreter for modifications, the list will be updated to 
have the oldest applications that are in LCD’s court for review and approval.  
 
6.3.1.1 Reviewing Applications 

From the dashboard, under Pending Applications, click on the Review button beside the application 
that needs to be reviewed.  

• This takes you to the interpreter’s application.  
• Review the profile and application information.  

o If you start reviewing and need to pause, you can add notes under Internal Review 
Comments – Visible to Admin Only and update the status to In Review. Click the 
Update Status button to save the comments and the new status. 

• Each section of the interpreter’s application also has a Checkbox to save your progress. 
Checking off Reviewed is an easy visual indicator to remind yourself where you left off. These 
checkboxes will save with the application, but they are only viewable to the admins.  

 
Note: Not checking them will not prevent you from approving, denying etc. the application.  

 

 
 



 

  

41 

 
 
Notes 

• Add any notes to the interpreter under the Notes in Response to Interpreter section.  
• Add any internal notes for the admins under Internal Review Comments – Visible to Admin 

Only section.  
Status 

• Select a status under Choose a Status. 
o If everything is in order, select Approved.  

 This updates the status to Approved.  
 The interpreter status will also update the status of Active.  
 If the Interpreter was applying to a status other than active, you will need to go 

update their status at this time. See Interpreter Search for updating an 
interpreter’s status. 
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• If there are issues with the application and it needs to be returned to the interpreter select 
Modifications Required. 

o Notes are required to interpreters when you update the status to Modifications 
Required.  

o This will send the application back to the interpreter.  
• If there is not a pathway for the interpreter to be added to the interpreter registry at this time, 

select the status of Denied.  
o Notes are required to interpreters when you update the status to Denied. 

• Click on the button Update Status. 
 
6.3.2 Reviewing Change Requests 

Change requests are triggered when an interpreter edits the Professional section of their profile. Editing 
the Contact section does not require admin approval. 
 
The workflow mirrors the initial application review process. Admins can approve, request modifications or 
deny the request. Items needing review will populate on the admin dashboard and notifications will be 
received. 
 
For your convenience, sections that change should be highlighted in red. 
 
Note: Updating certain items on the professional tab will incur a fee. Ex) Adding a new setting outside of 
an initial application or renewal period. Others will just require review and approval with no additional 
fees. 
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6.3.3 Reviewing Certification Renewals 

Interpreters can update their previously approved certifications outside of a renewal period to keep their 
information up to date and their profile in good standing. If a certification is not renewed and expires. The 
day after it expires, the system automatically removes this certification from the interpreter's profile. 
 
When an interpreter updates a certification, admins will get a notification to review the change. The 
review process is the same as when they change any professional information. You’ll have the ability to 
approve, ask for changes or deny the request. 
 
Admins will also get a notification if an interpreter’s certification expires. The notification will tell you which 
user and which certification is no longer valid. You’ll need to review the interpreter’s application to make 
sure that the expired certification does not affect their status to practice. If it does, take the appropriate 
action by utilizing the Update Status feature on the interpreter’s profile page. 
 
Note: The system will not automatically chang the interpreter’s status, this requires manual intervention.  
 
6.3.4 Reviewing CEUs 

You can access CEUs from the dashboard.  
 

• Under Pending CEUs, click on the Review button beside the item that you’d like to review.  
o This takes you to the CEU’s submission information.  

• Review the information and any supporting documentation.  
o Determine if it’s approved, denied or needs modifications. 

• Fill out the appropriate comments, choose a status, and click on Update Status. 
 

Note: Internal comments are always optional. Notes to the interpreter are always recommended but 
are only required for denials and modifications required statuses. 
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You can also access the CEUs from the left menu by clicking on Continuing Education. 
 

• This will bring you to a dedicated page showing a table of everyone’s CEUs. You can quick 
search, filter by several attributes, review pending CEUs, and view previously approved or denied 
CEUs. 
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Note: You can also see a list of an individual interpreter’s CEUs on their dashboard. Click on Interpreter 
Search in the left menu. Find a specific interpreter. When you view their dashboard, the CEU section is at 
the bottom of that main page. 
 
6.3.5 Reviewing Profile Renewals 

Provisional Registrations: 
 
These registrations are valid for a period of three years in the system and are not available for online 
renewal. Admins can grant extensions one year at a time by utilizing the Extend Expiration Date button 
on the interpreter’s dashboard. This will extend their expiration date by one year from their current 
expiration date. Interpreters request extensions directly via email or system message. 
 
If a provisional interpreter believes they qualify for a fully registered status, they can request an “upgrade” 
which will trigger a fee and an admin review. The review process mirrors a new application review. The 
application will appear on the admin dashboard and notifications will be sent. 

 
Registered: 
 
Registered profiles are due for renewal every 5 years. The interpreter is prompted to complete this on 
their dashboard. The renewal fee is currently $10 for on time renewals and $20 for late renewals. If an 
interpreter has missed the renewal window and would like to submit a late renewal, they will contact an 
LCD admin.  
 
Late Renewals – To allow a late renewal, an admin needs to change an interpreter’s status to Late 
Renewal. This will allow the interpreter to access the renewal button and pay the $20 renewal fee. If they 
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expire and do not request or qualify for a late renewal, they’ll be unable to renew through the system for a 
period of 6 months. After 6 months, they can submit a new application as they would if they were a new 
potential member. 
 
Notifications: 
Admins will receive notifications when the registration initially expires, and another one when the 30-day 
grace period expires. 
 
Note: The system will not automatically change a user’s status. Admins must sign in, review the profile, 
and then determine if a status change is needed. 
 
6.3.6 Quick Message 

To send a quick message either choose to send the message by interpreter status (first select options) or 
by selecting specific interpreters from the list (second select options).  
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Once you’ve decided who the message should be sent, enter the subject of the message into the Subject 
field. Then, type in the message you want to send in the Message section. Here you can bold, italicize 
add images and so on to the message if needed.  
 
When your message is ready to send, click the Send button. 
 

 
 
Once the message is sent successfully, a pop-up window will appear letting you know it has been sent.  
 
Click the Ok button to close the window.  
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6.3.7 Saved Reports 

From the dashboard you can quickly access reports.  
 

• Under Saved Reports in the lower right corner of the dashboard, click on Report Type.  
• Select the report you want to see. In this example, I selected Applications by Status. 
• The system takes you to the report.  
• Here you can filter further on the report if needed by using the Search Filters. 
• To get back to the original results, click on Reset Filter below the Search Filter.  

 

 
 
You can also export the data to excel if needed by clicking on the Export to Excel button. 
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6.4 Reports 
The reports section under the menu shows the reports created for LCD. If another report is needed, 
please contact Tyler Louisiana.  
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Every report comes with Search Filters to the left to narrow down the search results. 
  
The full report can be shown after filters by clicking on Reset Filters.  
 
All reports can also be exported to excel where they can be further manipulated by clicking on the Export 
to Excel button above the report.  
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6.4.1 Interpreters by Status 

This report shows the quantity of interpreters for each interpreter status.  
 

 
 
6.4.2 Interpreters by Parish 

This report shows how many interpreters by interpreter status for each parish.  
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6.4.3 Applications by Status 

This report shows the count of interpreters for each application status. 
 

 
 



 

  

53 

6.4.4 Interpreters by Certification 

This report shows the quantity of interpreters for each type of certification.   
 

 
 

6.5 Interpreter Search 
The interpreter search page allows you to view all interpreters that have had an application approved.  
 
The page has a search filter to narrow down the interpreter’s that appear in the search. This search can 
be reset by clicking on the Reset Filters button.  
 
You can further narrow down results by using the dynamic search field above the list of interpreter search 
results.  
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6.5.1 View an interpreter’s details 

To view an interpreter’s information, click on Detail View beside that interpreter.  
 

 
 
Detail View takes you to the interpreter view pages. The first page you come to is the interpreter 
dashboard. This is what the interpreter sees when they sign in. The only difference is that as an admin, 
you can update the interpreter status. 
 
To go back to the interpreter search page, click on Back to Search.  
 
6.5.1.1 View an interpreter’s member profile 

Beside the dashboard tab is a member profile tab. The member profile page is how the interpreter as well 
as the public see the interpreter’s profile page.  
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6.5.1.2 Update an interpreter’s status 

From the interpreter view dashboard page, click on Change Interpreter Status.  
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A pop-up window appears where you can select a status for the interpreter.  
 
Select the desired status and click Save.  
 
Note: Clicking Cancel will take you back to the interpreter view dashboard. 
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Another pop-up window appears wanting you to confirm that you want to change the status of the 
interpreter. To continue, click Yes, Confirm! 
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Click the Ok button to go back to the interpreter view dashboard. 

• Clicking No, Cancel! will take you to another pop-up to confirm you want to cancel.  
• Clicking Yes, Cancel! will cancel the request. Clicking No, Continue Confirmation! Will update the 

interpreter’s status. 
 

6.6 Applications  
The Applications page shows all applications that are in the process of being approved. This includes the 
following statuses: Submitted, In Review, and Modifications Required.  
 
As with applications that are on the dashboard, clicking Review beside an interpreter will pull up the 
application review page. From the review page, you can review the application, leave internal comments, 
write a comment to the interpreter, and update the status of the application.  
 
Additionally, this page also has a Search Filter to narrow the applications that appear. Applications can 
be further reduced by using the dynamic search field located above the list of applications.  
 



 

  

59 

 
 

6.7 Messaging (Notifications) 
6.7.1 Past Notifications 

The Past Notifications page shows all notifications sent out using Create Notifications under Messaging.  
The notification can be narrowed down by the dynamic search in the upper right corner above the list of 
past notification.  
 
From Past Notifications, you can also create notification by clicking on Create Notifications in the top 
right corner.  
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To view the notification, click on the View button beside the Subject/Timestamp you want to see.  
 

 
 
6.7.2 Create Notifications 

The Create notifications button allows an administrator to send messages to specific interpreters by 
either selecting them specifically, or to all interpreters based on the interpreter status.  
 
Note: You can send a message based on the interpreter status or by selecting specific interpreters but 
not both.  
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To send the message to specific interpreters, select the interpreters under BCCs to the right of the page.  
 

 
 
To send the message to interpreters based on the interpreter status, select the tab Interpreter Statuses 
link to the right of the page. This shows all the interpreter statuses below.  
 

 
 
Fill out the subject and body of the message. When you are done, click the Send Now button.  
 



 

  

62 

 
 
This sends the message and takes you to the Past Notifications page.  
 
Note: Sometimes it takes a few minutes for the message to appear in Past Notifications. You may need to 
leave the page and come back after a few minutes to see the latest notification under Past Notifications. 
 

6.8 List Management 
List management helps you manage the list of responses an interpreter can provide for different 
questions. This page is also used to manage the public glossary and interpreter resources pages. See 
below for more information.  
 
6.8.1 Managing list of responses for questions 

Each question shows three things.  
 Display Value – What the interpreter sees. 
 Value – What is shown on this page. 
 Option Order – Order in which the item will show in the list presented to the interpreter to select.  
 
LCD has access to the following sections for edits and changes: 
 
Interpreter Application Questions: 

• What areas are you willing to travel? 
• What is your preferred interpreter setting? 
• Highest Degree or Level of School Completed? 
• Certifications for Education, Knowledge and Performance 
• Additional Certifications 

 
Page Content: 

• Glossary Information/Resources 
• Glossary Terms and Descriptions 
• Interpreter Resources Tab 

 
Other: 

• Application Status 
• CEU Content Categories 
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6.8.1.1 Adding new options: 

To add a new option, click on the question you want to review.  
• The values appear below the question.  
• Click on the button Add New. 

 

 
 
A “Create new entry” window appears.  

• Enter in the Display Value. 
• Enter in the Value. 

o Note: The display value and the value can be the same thing. 
• Select the order in which you want this option to appear. 
• Click Create. 

 

 
 
The entry now appears in the list.  
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6.8.1.2 Editing an existing option: 

To edit an existing option, under the question, click on the value you want to modify. This makes the Edit 
Record button available.  
 

• Click on the Edit Record button.  
 

 
 

• Edit the Display Value, Value, and/or Option Order as needed. 
• When you are done, click the Update button.  
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• The item is updated and shows on the screen.  
 

 
 
6.8.2 Managing the glossary and resources pages 

The glossary has two sections: 
 
Information and Resources are links and text at the top of the page. 

• Entering display text only puts the information in standard text format. 
• Entering URL text only displays the full link to the end user 
• Entering both display text and URL text creates a hyper link where the user will be able to click on 

the text and go to a specific link. 
 

 
 
Note: The interpreter’s resource page is the same format as the top of the glossary page. The main 
difference is the glossary can be seen by the public and the interpreter resource page can only be seen 
by people who are signed in, approved users. 
 
Terms and Descriptions is the table on the second half of the page. 

• Term – the word or phrase that needs to be described. 
• Definition – the definition/explanation of the term.  

 
6.8.2.1 Add a new term and definition 

To add a new term and definition, scroll to the bottom of the list of terms and definitions.  
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• Click on the Add New button.  
 

 
 

• A pop-up window appears to create a new entry.  
• Enter the term into the Term field and the definition of the term into the Definition field.  
• When you are done, click the Create button.  

 

 
 
The term and definition appear in the list.  
 

 
 
6.8.2.2 Edit a term or definition 

To edit an existing option, under Glossary Terms and Descriptions, click on the term/definition you 
want to modify. This makes the Edit Record button available.  
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• Click on the Edit Record button.  
 

 
 

• A pop-up window appears to edit the entry.  
• Edit the Term and/or Definition as needed. 
• When you are done, click the Update button.  

 

 
 

• The term/definition is updated and shows on the screen.  
 

6.9 Notifications sent to/from LCD 
All notification from the application will be sent from a central LCD email address 
LCDInterpreterRegistry@LA.GOV.   
 
Any replies to notifications will go to the same email address.  
 
This email address and account is maintained by LCD.  
 
 
 

mailto:LCDInterpreterRegistry@LA.GOV
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7 Help and Support 
For additional assistance, please email NIC-LA.Support@tylertech.com.  
 
Steven Patorno 
Project Manager 
steven.patorno@tylertech.com 
 
 

mailto:NIC-LA.Support@tylertech.com
mailto:steven.patorno@tylertech.com
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