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Before the Electronic Invoicing:

 The Interpreter coordinator had to manual fill in the interpret 
invoices daily (Saturday week ending, language, service date, case 
name, time in) 

 Interpreters would then pick up & manual fill in invoices; the Court 
Clerk Monitors then had to initial & verify time out in court

 Monitors had to accept & file invoices  

 The Supervisors had to collect, verify, manually calculate & approve 
invoices twice a month

 The Supervisor would save a copy for court records, send a copy 
through Finance using interoffice mail for verification purposes

 Finance would then verify & send to A/P to process payment or 
send back to Court Administration to correct/complete invoices





Electronic Invoicing

 Interpreters claim their own expenses by filling in the interpreter 
invoicing applications (E-city form) by phone or by computer

 The application automatically calculates expenses interpreters are 
eligible to get.

 Monitor clerks check interpreter attendance & enter their time out 

in SharePoint.

 Once the claim is completed & submitted, an email notification will 
be sent to interpreter & supervisor for record & reference purposes

 Supervisor verifies interpreter time in Court; an automated  
calculation is made; an electronic expense report is generated to 
Accounts Payable to approve once a week.

 Over-ride option is available. 



BENEFITS

 Paperless Invoicing Process increases staff productivity and performance 

 Less manual work for the Interpreter Coordinator to fill in invoices & for 
the Supervisors to verify and calculate invoices manually

 Cost savings of printing interpreters’ invoices (3 sheets per invoice) 

 Labour saving costs with a significant reduction in staff/supervisor’s time 
to work on interpreter ‘s invoices

 Expenses are now automatically calculated, which increases accuracy & 
reduces calculation errors. 

 Significant reduction of interpreters’ processing time from twice a month 
to once per week, so interpreters get paid faster 

 Invoices are stored in a way that is convenient to retrieve documents 
when needed & ensures the safety/ security of documents 



HOW DOES IT WORK?

• Link to claim form: 
https://forms.mississauga.ca/interpreter

• Fields with (*) are required fields. All required 
fields need to be filled out before the form can 
be submitted 

• Interpreters can claim ONLY one invoice/form 
per service date 

• Form can be claimed by computer, phone or 
tablet

https://forms.mississauga.ca/interpreter






Once clicking submit, interpreters receive 
the following email which are advised to 
retain the confirmation number for their 
records and for reference purposes.




