
How to Schedule an Audio or Video Call via GLOBO HQ

GLOBO Telephone interpreting may be accessed by 
any telephone. Please check your organization’s policy 
on using personal devices to access Interpreting 
Services.

Requesting Third Party Dial Out

If you need to add a third party to the call, please let your agent know at the 
beginning of the call.

Allow Time for Intake: 

If you’re asked intake, please be patient and answer all questions to the best of 
your ability. 

How to Speak with an Interpreter:

Your interpreter will introduce him/herself. Please greet the interpreter and 
provide the nature of the call. Speak naturally and directly to your caller.

Pause after completing a thought or phrase to give your interpreter time to 
interpret.

Scheduling an Audio or Video Call via GLOBO HQ

If you have advanced notice, scheduling an Audio or Video 
Interpreter can ensure an interpreter is ready at the 
moment you need them. This service is especially helpful 
when assistance with a rarer language is needed. To 
Schedule an Interpreter:

Log in to GLOBO HQ from a web browser (Google 
Chrome is recommended). 

Navigate to ‘Scheduled Calls’

Click the green ‘Add Scheduled Call Appointment’ 
button. 

Fill in the form with relevant details.

For Type of Call, select ‘Audio’ or ‘Video’.
Select ‘Other’ for adding an interpreter to a 3rd Party 
application, such as Zoom,Webex, or Teams.

Click ‘Submit’. You and any other participants will 
receive an email with details on how to join the 
appointment. 
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