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Welcome to WebChartMD!

WebChartMD launched in 2006 as a workflow platform to assist medical transcription companies and
departments process clinical documentation more efficiently. Since then, over 14 million transcriptions
for over 40,000 healthcare providers have been transcribed by thousands of medical language
specialists.

One of the key benefits of having so many users over so many years has been their invaluable input in
how to improve the system. This manual represents the most current revision (2019-2020) of our User
Manual and includes instructions on hundreds of new features that we’ve added over the last few years
— many of which began as suggestions given by clients.

In addition to new features, this version of the manual contains links to videos which give quick
overviews of how a respective feature works. Those same videos — along with the User Manual sections
related to different areas of the system — are posted within the WebChartMD platform for easy access.

To all of our clients who have helped us make WebChartMD one of the premier clinical documentation
workflow platforms in healthcare today, we say thank you!

Please let us know of any comments or suggestions you might have as you use this manual by emailing
us at support@webchartmd.com.

As an FYI, we’ve used fictitious patient information taken from our demo accounts in all screen shots
taken throughout this manual.

** please note: for this version of the manual created for transcriptionists, many of the features
discussed are permission based and may not display and/or be functional. Features that are
permission-based will be noted as such, usually with a statement like, “Fax is a permission-based
function.” Please contact your administrator for access to any features presented in this manual that
are not visible in your online account.

Sincerely,

The team at WebChartMD
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Glossary of Terms

A number of different terms are often used interchangeably in medical transcription to mean the same
thing, and for the sake of consistency and clarity, the following terms are used throughout the
document.

Tip: terms that appear in title case throughout the manual (e.g. Transcription Team) are defined
within this Glossary of Terms.

Dictator: A user that authors the voice files.
Dictation: The voice file that is yet to be transcribed into written content is referred to as a “dictation”.
DID: The DID, short for “Dictation ID”, is a unique 8 digit number assigned to a dictation.

DocHandler: A downloaded application that performs a number of tasks related to document
management in the WebChartMD system. Most notably, it enables users to access transcriptions via
their locally installed copy of Microsoft Word.

File: A generic term to describe either a dictation or a transcription as it moves through the workflow
and is presented in any of the various screens within WebChartMD. File is used to replace and
standardize other synonymous terms that could be used such as “row” (as in a particular row within the
portal), “record”, “dictation” and “transcription”.

Facility: The healthcare entity serviced by the Transcription Team. For the purpose of this manual,
Facility is used synonymously with location, department, and office.

Transcriber: A user that listens to the audio dictations and types it into Word as text.

Transcription Team: the group of transcriptionists providing service to the Facility. The Transcription
Team could be an outside vendor (Transcription Team), or an in-house transcription department.
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Logging into the Portal

The website can be reached at www.webchartmd.org. Once there, the link for the Portal
login page appears in the top right-hand side:

Home What \We Do How It Works Industry Segments Technology Mobile App About Us Contact @

Powerful Transcription
Software Made Easy.

WebChartMD

Enter your username and password in the fields and click on the Login button. If the username and

password are correct, it will log in to the portal. If incorrect, a message will be displayed indicating
that it is incorrect.

[E]Online Demo (3 Contact Us 0 Login

WebChartMD

Login

‘Over 5,000 healthcare

professionals nationwide
Username: ‘ | rely on WebChartMD for
patient encounter

documentation
management needs.

Password: ‘

forgot password?

it

APS 350 Certified
S53 mpplicatian

WehChartMD.com
)

VERIFIED 48
rrrrr
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Software Installation

The first time a user logs into WebChartMD, the system installs a small application that
enables the locally installed copy of Microsoft Word to interact with WebChartMD. This
application is referred to as the “Doc (for document) Handler,” Or DocHandler.

The first step of the installation process is for a pop-up to appear on screen, indicating the
DocHandler is downloading.

WebChartMd

Welcome to WebChartMD!

Click the WebChartMD setup at bottom of
your screen to run the file.

Close

Once the download is complete, click the downloaded file to install it.

Please note: The DocHandler only needs to install once per computer, regardless of how
many users are accessing WebChartMD from the computer.

DocHandler

Once the installation is complete, a small yellow lotus icon of WebChartMD appears in the
bottom right-hand corner of the user’s screen indicating that the DocHandler has installed
successfully.
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Cpen portal

Reset download options

Use legacy cpening

®

Save every change separately

Enable debug lzgging @

Exit

Customize...

Bt W) 1216 PM

Right mouse-clicking the logo causes the following menu items to appear:

Version number: The current version of the DocHandler. The DocHandler updates automatically
when new versions are available.

Open portal: Clicking this option launches the WebChartMD Login page. WebChartMD is
compatible with Internet Explorer (version 10 and 11), Google Chrome, Mozilla Firefox,
Safari and Opera.

Reset download options: This option works in conjunction with the Download option of the
dictations (on page 54) resetting both the file naming convention and preferred download
location as set by the user.

Use legacy opening: This option is used by WebChartMD support staff to troubleshoot the
DocHandler.

Save every change separately: Checking this option enables the user to manually save edits
to a document on demand by using the control+S shortcut or pressing the “save” icon along
the top edge of Microsoft Word.
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@ Enable debug logging: This option is used by WebChartMD support staff to troubleshoot the
DocHandler.

Initial View When Logging In

Paula Simpson psimpson | 5.8.326 | report bug
Transcriber Inbox Folder o Folders Settings Reports Logout
= £ £ T O Search & Change Dictator ¢ Route [ Delete € (5
All Facilities 1 = DID Length Facility Dictator Dictated Date  Uploaded Date

= 32205818 0:01.03 Advanced Ort... | Vesey, Philip 06/13/17 16:45 | 08/13/17 16:48 Pool

filter...

= | 34751531 | 0:00:03 Maplewood 5... Reed, Samual 03/01/18 14:12 | 07/09/18 15:01 Poaol

Name

The Name of the folder currently being accessed is displayed in the top left corner.

View and Folder Name

The View Name is displayed right underneath the user’ name. The view name changes
as the user navigates to different folders and comes in handy when visiting different
folders.

Username

The Username that is logged into the current session in displayed in the top right.

Version Number

The Version Number is displayed next to the username.

Report Bug

The Report Bug link allows the user to send notes back to the developer on any bugs
encountered while using the application.

Log out Button

OB ONONOMNONON

The Logout button logs the user out of the Portal, ending the current session
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@ System Functional Areas (Views)

The System Functional Area links allow the user to navigate to different parts of the Portal.

Connie Wallace Twaitace | £.5.321 | report bug
Transcriber Inbox Folder Folders Settings Reporis Logout

Sl & ¥ Qsearch § Change Dictator @ Route {fj Delete §) (5

All Facilities DID Dictated Date Uploaded Date

ﬁ Workflow Manager

My Documents

Rejected

e The Folders view displays the folders in which the dictation and transcriptions are accessed.
transcriptions. More details can be found on page 14.

o The Settings view accesses the various workflow settings used by the Transcription Team
and healthcare Facilities. More details can be found on page 66.

o The Reports view displays the Reporting suite. More details can be found on page 75.
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Folders View
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Folder View Overview

The Folders view loads by default when users first log in. It is also accessed by clicking the “Folders”
link in the top right-hand corner of the screen. The Folders view can be broadly grouped into three
visual areas:

OONO

Betty Warren bettyw | 5.8.340 | report bug
Transcriber Inbox Folder Folders Settings Reports Logout

SO S Y Qserch ©

DID [ File Name Facility Uploaded Dictated Dictator

= 35382501 jarnold-03032... Hampton Rad..  03/03/20 15:34 | 03/03/20 15:34  Amold, limmy Zhr STAT
35362432 Jjarnold-03032...  Hampton Rad.. = 03/03/2015:34 | 03/03/2015:34 = Amold, Jimmy Zhr STAT
35362377 jarnold-03032...  Hampton Rad... | 03/ 03/03/2013:09  Arnold, limmy 2Zhr STAT
35362356 Jjarnold-03032... | Hampton Rad... | 03/0. 03/03/20 15:07  Arnold, limmy General Pool | 2hr STAT
35362179 jarnold-03032... Hampton Rad..  03/03/20 14:40  03/03/20 14:40  Amold, Jimmy General Pool |~ Zhr STAT

& All Documents
w J. Arnold = | 35362130 jarnold-03032... = Hampton Rad.. = 03/03/20 14:29 | 03/03/20 14:29 | Amold, Jimmy General Pool | 2hr STAT

@ T Bales = 33534679 jrenault-0115..  Hampton Rad... | 02/26/2017:29 | 01/15/1819:38 Renault, James Standard
i Rl yo

Workflow Management Toolbar: Along the top edge of the Folders view is the Functions
Ribbon, or toolbar, which contains buttons used to perform various workflow related tasks.

Folder Pane: Displays all folders used in the workflow.

File Display: Displays all dictations and transcriptions in the workflow.
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Folder Management Functions

Tools within the Folder Management toolbar vary according to the folder and permission levels of
the user. However, the first six icons from the left are always constant for all users across all folders.
These are:

Paula Simpson psimpson | 5.8.326 | report bug

Transcriber Inbox Folder Folders Settings Reports Logout

8 g = ? Q4 Search g3 Change Dictator ¢ Route f'jDelete 0 (), °’ lyr 2yr All

Dictated Date  Uploaded Date Routed

? Q Search

All Facilities ; Facility Dictator

e ol b= > | ﬁ @
B Workflow Manager 33737753 |

T

= 34512978 0050 FidglisJpsura... les, Lowy 914:33 | 05/28/184433 | Bales, Zoey

= 34528421 F L 6/ Bales, Zoey
Rejected 3452842 ra 06/0 a e
QA = 34588274 0:00:46  Hampton Rad.. | Johnson, Jim.. | 06/21/1913:51 @ 06/21/1913:54 @ Pool

Pin Sidebar — This toggle button shows or hides the folder pane containing folders below the
All Facilities column.

Refresh — Refreshes the data on the page. This can be used to refresh the view after moving
columns, changing flags or after closing a document to update the data displayed.

Show Totals — Shows total across the top of dictations in a grey row. This helps the user see
the number of dictations and other information at a quick glance without having to
calculate. Number of dictations and total length of all audio files are two common uses.

Sort By — Groups the dictations based on selected criteria such as a specific date or a
Dictator.

Filter — Adds filter boxes underneath column headers, allowing user to filter the data. The
user hides dictations based on excluded data and only views the filtered results.

Search — The Search function is found in almost every folder view and provides the user with
the ability to quickly search for a dictation or transcription by using one or multiple search
criteria.

DOO OO
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Paula Simpson psimpson | 5.8.326 | report bug
Transcriber Inbox Folder Folders Settings Reports Logout
.‘; Ej i = ? Q,,Search %Change Dictator ¢ Route EiDe\ete o a2 lyr 2yr All
All Facilities Filter Criteria
Dictator| [Hampton Radiolo...] Arnold, Jimn ¥ DID
Uploaded From Uploaded To
B workflow Manager Filename Routing v
Rejected
Search Past Year Search All Close
QA
& Al Documents DID  Length Fadility [ DictatedDate UploadedDate  Routed To
& M. Abbott
W 5. Abraham = 25137852 00003 Hampion Rad.. 2hrSTAT | Amold, Jimmy  General Paol 12/18/1913:38 | 12/18/191340  Pool jamold-
@ s Aderman = 35137846 00003 Hampton Rad.. | 2hrSTAT | Amold, Jimmy | General Pool 12/16/19 13:37 | 12/18/191339 | Pool jameld-
& N Adair
m A. Ahmed = 35137845 0:00:04 Hampton Rad.. 2hr STAT | Arnold, Jimmy General Pool 12/18/1913:37 | 12/18/1913:30  Pool jameld-
@ N Ahmedii = 35137844 0:00:03 Hampion Rad.. | 2hr STAT | Amold, Jimmy | General Pool 12/18/1913:36 | 12/18/1913:39 | Pool jamald-
& C Aiken

Clicking the “Search” button in the toolbar opens the “Filter Criteria” search fields.
Fields requiring explanation:
e The “Dictator” field displays all dictators that are serviced by the Transcription Team. Since
the Inbox displays dictations for all facilities together, the search dictator field also allows
the user to search for them.

e The “DID” field represents the unique 8 digit Dictation Identification number.

e The “Uploaded from” and the “Uploaded TO” fields work together to display dictations that
were dictated during a specific date range.

e The “Filename” field allows the user to search for a specific dictation using the name of the
audio file. The audio file name has a specific naming format:

jarneld-12182019-1 23801 wav
“jarnold” — dictator’ username
“12182019” — date of dictation: 18" December 2019
“123801” —time of dictation in 24hr format: 12:38pm

“wav” — audio file format of .wav

The user can use that specific format (including the dashes) to search for a specific audio file.
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e The “Routing” field displays both the individual transcriptionists as well as pools so that the
user can, for example, search for all dictations in a specific pool that are yet to get
transcribed or see how many files a particular transcriptionist has in their queue.

o The “worktype” field is a custom text field that can be used with phone line dictations.
Users can also search for all dictations using a specific worktype as needed.

e The “Job#” is a unique JobID that is provided to the dictator at the end of their dictation
when calling into a phone line. The user can also search for a specific JobID as needed.

Once the search criteria have been entered, the search can be performed on the last 12 months by
clicking “Search Past Year” or the entire database for all years by clicking “Search All”. Please note:
results will return more quickly if “Search Past Year” is selected.

Once the selection is made, search results will appear on screen below the Filter Criteria box. To close
the Search box, click the “Close” button in the Filter Criteria box.

@ Data Filter — The labels “1yr”, “2yr” and “All” refer to the age of reports will be visible on screen
in the folder. “1yr” shows reports transcribed in the last year. “2yr” shows reports transcribed
in the last two years. “All” shows all transcriptions transcribed for any date.

Special notes on the use of this feature:

e The shorter the time interval selected, the faster the folder’s content will load.

e All transcriptions regardless of the date are always available for access on the system by
using the Search feature.

Several other folder management functions appear on the Workflow Management Toolbar,
depending on which folder the user is in. Details of these functions are provided in the individual
folders.

Folder Pane
On the left side of the screen is the Folder Pane, in which folders are displayed. These folders can be
clicked to enter different areas of the workflow. If more than one Facility is serviced by the

Transcription Team, a drop down appears in the top-left corner of the Folders view. Clicking this
dropdown expands a list of all Facilities serviced by the Transcription Team.

All Facilities Dropdown

The first entry at the top of this list is “All Facilities” (see below). Choosing All Facilities will list all
Dictators that the transcriptionist has permission to access. Selecting on individual Facility displays
only those Dictators at the selected Facility.
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Paula Simpson Paula Simpson
Workflow Manager Folder Workflow Manager Folder
= &l & ¥ # Route Change Dictator = &l & ¥ @ Route § Change Dictator

I All Facilities v All Facilities

All Facilities
filter...

Advanced Orthopaedics

*"  Workflow Manager #186 Caris, Sanders & Lewis LLP #186
& myDocuments = 12205818 Cary Ortho = | 22205818
h All Documents
W ™. Abbott = 34761531 Clearwater ENT = | 4761531
m s. Abraham = 33737753 Danville Regional Medical = | 33737753

- Center
m S. Ackerman _
W N Adair = 34393968 Downington Sheriff's = | 34393968
Department
G A Ahmed Y : = | 34504483
@ N. Ahmedli

The Folder Pane also lists all folders that the user has permission to access, such as the Workflow
Manager and folders for specific accounts and Dictators. Details related to each folder view are
described in upcoming sections of the manual.

** Please Note: For more information and access to permission-based folders and features, please
contact your Administrator.
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Folders
There are three main folder sections that are part of the Folder Pane. They are:

My Documents: The “My Documents” shows the dictations and transcriptions to the Transcription Team
admin from the Transcription Teams’ point of view. More information on My Documents can be found
on page 23.

All Documents: The “All Documents” shows the dictations and transcriptions to the Transcription Team
admin from the Facility’ point of view. More information on All Documents can be found on page 39.

Dictator Folders: Below the “All Documents” and its folders are the Dictator Folders. Access to specific
Dictator folders is permission-based. These are laid out alphabetically by the last name of the provider.
More information on Dictator Folders can be found on page 59.

Betty Warren
Transcriber Inbox Folder
= [{3 = ? Q) Search %Char

All Facilities =

= 35

filter...

o]
n

My Documents

Ll
L

o]
n

Rejected The Inbox folder within “My Documents” is selected.

ocuments
1. Arnold

T. Bales

1. Blackwell

T. Burton = | 35

Betty Warren
Pending Folder
= & & ¥ @ search &Chang

All Facilities =

il o]
L n

o]
n

EEEE

353¢

filter...

353¢

353¢

353¢

My Documen
. All Documents

33 The Pending folder within “All Documents” is selected.
353¢

3534

353

g - Blackwell 353
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Pending Folder

__@Ej . = ? Q) Search @Cham

All Facilities

filter...

h My Documents

@ T Bales

@ . Blackwell

353¢

353¢

353¢

353¢

353¢

353¢

353

353

353

WebChartMD

The Pending folder within the “Dictator Folders” for
Dictator J. Arnold is selected.
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Folder View Options

The Folder Pane can present folders in two different views. At the bottom of the Folders Pane a
toggle button changes the which switches the view between “Classic View” and “Simple View.

The “Simple View” hides all dictator names and presents a simpler view of the folders while
collapsing all dictators into a dropdown called “All Dictators” above the folders.

The “Classic View” displays a list of all dictator names below the All Documents folder by default.

Also, the Classic View presents a filter box at the top of the folders, allowing the user to quickly
search for a specific Dictator by typing their name in it.

Paula Simpson Paula Simpson
Transcriber Inbox Folder Transcriber Inbox Folder

= &2 B & T @ search  Change Dictator = & @ 8 T Q Search § Change Dictator

All Facilities All Facilities
= 25183614 014 . = 235183614 01/C
filt All Dictators
e = 35183615 01 = 35183615  01/C
e
E¥ Workflow Manager = 35183611 0L/ Workflow Manager | — 055, g1
. My Documents F.
Lo my = 35183604 01| My Documents = 35183604 | 01/C
= 1/1 = 35183603  01/C
QA = 25183602 014 Rejected = 35183602 01/
Draft = 35183606 01/ o = 35183606 01/
& Al Documents = 35183488 | 0L/ = 35183488 QLA
H J. Arnold Draft
W T Bales = 25183486 014 : = 35183486 01/
& 5. Demo Provider = 35183485 | 01/ W All Documents = 35183485 01/
& L Direnfeld _ ) _ )
@ . Drood = 25183487 014 = 35183487  01/C
@ A Fairchild = 35183480 | 014 = 35183480 01/
H M. Harris _ _
= 35183478 014 = 35183478 01/C
& . Johnson
G ) Malk = | 35137852 | 12/ = | 35137852 | 121
@ D. McLaughiin = 517843 12/ = 35137843 121
& 1 Mehta
& G Miller = 35137842 | 12/ = 35137842 | 1271
@ . mizell = 35137846 12/ = 35137846 1271
g ) Renault
Gy semmre— = | 35137841 | 12/ N = 35137841 | 12/
Currently in Classic View. Click the “Simple Currently in Simple View. Click the “Classic
View” button to move to Simple View. View” button to move to Classic View.
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File Display

To the right of the Folder Pane is the space for File Display. This display contains a series of rows,
each of which represents a dictation, or audio file (if in the Pending folder) or a document if in any
other folder. The folders visible and their content depend on the User role and their permissions.

Row and Page Setting

In the bottom right-hand corner of the file display is the row and page setting. The number of rows
that are displayed, each row containing a file, can be adjusted in the page numbering block at the
bottom right. The default setting of 100 rows per page can be customized by clicking the box
containing “100” and changing the setting using the up and down arrows within the setting box.

POt BCLLLe) 10 o et e
Pool jarnold-11262..,
Pool jarnold-11262..,
Pool jarnold-11262...

Poaol jarnold-11262... _imi I 1

The current page is changed by clicking the right-facing “next” or left-facing “prev” arrows.

(]

moniqueharr...

moniqueharri... /\
- | .

B | !
Wallace, Con gewaldm ..zl I F 30 j;,wﬂmﬁz

[t
[T
n
m
(]

The downward facing arrow to the left of “Limit” minimizes the row and page setting box to a
smaller view (see below). Clicking the up-facing arrow while in minimized view restores the default
size.

Note: The functions available in the Folder Management Tools and contents of the File Display
section depend on the Folder in use.
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My Documents

The My Documents view of the folders is used by Transcription Team members who do not have
permission to access the Workflow Manager. It also serves as a secondary view into the workflow
for many of the same functions performed within the Workflow Manager.

** Please Note: Workflow Manager is a permission-based feature and may not be accessible to all

Transcription Staff. For instructions on the use of the Workflow Manager, please speak to your
Administrator for more details.

There are two folders with the My Documents view:

Betty Warren bettyw | 5.8.340 | report bug
Transcriber Inbox Folder Folders Settings Reports Logout

JE B8 Y QAseach @ lyr 2yr Al
‘ All Facilities DID : File Name Facility Uploaded Dictated Dictator

35362501 jarneld-03032...  Hampton Rad.. 03/03/2015:34 03/03/2015:34  Arnold, Jimmy 2hr STAT ~ (:00:086
‘ i ‘ = | 35362492 jamold-03032... | Hampton Rad.. 03/03/2015:34 | 03/03/2015:34 | Arnold, limmy 2hr STAT | (:00:09
'E' My Documents = 35362377 jameld-03032...  Hampton Rad.. 03/03/2015:09 03/03/2015:09 Arnold, Jimmy 2hr STAT  0:00:07
= | 35362356 jarmold-03032... | Hampton Rad... | 03/03/20 1507 | 03/03/2015:07 | Arnold, Jimmy | General Pool | 2hr STAT = 0:00:16

Rejected
= | 35362179 jarnold-03032... | Hampton Rad..  03/03/20 14:40 = 03/03/2014:40  Amold, Jimmy | General Pool | 2hr STAT = 0:00:48

& All Documents

H J. Arnold = | 25352130 jarnold-03032... | Hampton Rad.. 03/03/20 14:29 03/03/2014:29  Arnold, Jimmy General Pool | 2hr STAT = 0:00:23
E E B‘ale: 1 35344679 jrenault-0115... | Hampton Rad.. 02/26/2017:29 01/15/18 19:38  Renault, James Standard | 0:00:07

1. Blackwe

Inbox: This displays the dictations that need to be transcribed.

Rejected: This displays transcriptions that have been moved to a Rejected status, either by the
Dictator, or by a Transcription Team member.
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Inbox

The My Documents Inbox contains all dictations from all Facilities and all Dictators that are waiting
to be transcribed by the Transcription Team.

Bettv Warren G bettyw | 5.8.340 | report bug

Tra riber Inbox Folder Folders Settings Reports Logout
s & vjas 0 L\

Facilities

DID E File Name Facility Uploaded Dictated Dictator

35362501 jarnold-03032... | Hampton Rad.. | 03/03/20 15:34 | 03/03/20 15:34 | Amold, limmy 2hr STAT | 0:00:06

l 35262492 jarnold-03032...  Hampton Rad.. 03/03/201534  03/03/201534  Amold, Jimmy Zhr STAT | 0:00:09
)’ . o o

T DTOCtmeG s 35262377 jarnold-03032...  Hampton Rad..  03/03/201509  03/03/201509  Amold, Jimmy Zhr STAT | 0:00:07

35362356 jarnold-03032... | Hampton Rad... | 03/03/20 15; 3/20 15:07 | Amold, Jimmy | General Pool | 2hr STAT | 0:00:16

0:00:48

03/03/20 1N /201440 Amold, Jimmy General Pool | 2hr STAT

35362179 jarneld-03032... | Hampton Rad...

& All Documents

h J. Arnold = 35362130 jarnold-03032... | Hampton Rad... | 03/03/20 14:29 | 03/03/2014:29 = Amnold, Jimmy General Pool | 2hr STAT | 0:00:23
2 L Blale; - = | 35344679 jrenault-0115.. | Hampton Rad..  02/26/20 17:29  01/13/1819:38  Renault, James Standard | 0:00:07
J. Blackwe

The Inbox folder consists of three important areas:

@ Folder Management Functions: This ribbon holds several function buttons that assist with
file management. Only a specific set of functions are available in the Inbox folder.

Several Folder Management Functions are permission based and are not typically part of the

Transcriptionist user type. Please speak with your Administrator for more details.

@ Columns: Inbox folder has several important columns available for the user and are
explained in detail below.

@ File Display: The central section of the Portal displays the files for dictations.
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Folder Management Functions

Betty Warren bettyw | 5.8.340 | report bug
Transcriber Inbox Folder Folders Settings Reports Logout

SR H® T Asearch @ (Y lyr 2yr All

All Facilities DID E File Name Facility Uploaded Dictated Dictator

35362501 Jjarnold-03032.. | Hampton Rad.. | 03/03/2015:34  03/03/2015:34  Armocld, Jimmy 2hr STAT | 0:00:06
Wiz = | 35362492 jarnold-03032.. | Hampton Rad.. | 03/03/2015:34 | 03/03/2015:34 = Arnold, Jimmy 2hr STAT | 0:00:09
E My Documents = | 35362377 Jjarnold-03032... | Hampton Rad.. | 03/03/20 15:0%3 | 03/03/2015:09 = Arnold, limmy 2hr STAT | 0:00:07
= | 35362356 jarneld-03032... | Hampton Rad... | 03/03/20 15:07 | 03/03/20 1507 Arnold, Jimmy General Pool | 2hr STAT | 0:00:16
Rejected

= 33362179 jarneld-03032...  Hampton Rad... | 03/03/20 14:40  03/03/20 14:40  Arnold, Jimmy General Pool | Zhr STAT | 0:00:48

& All Documents
m J. Arnold = | 35362130 Jjarnold-03032... | Hampton Rad... | 03/03/20 14:29 | 03/03/20 14:29 | Arnold, limmy General Pool | 2hr STAT | 0:00:23
m aialcs = 35344679 Jjrenault-0115... | Hampton Rad.. | 02/26/2017:2% = 01/15/1819:38  Renault, James Standard | 0:00:07

G ). Blackwell

The first five icons from the left are consistent in all folders and more information on them can be
found on page 14. The next four icons are explained in detail below:

Functions unique to the My Documents Inbox are:

@ Search A detailed description of Search is found on page 14.

Columns

Columns and their meaning are given below:

Betty Warren bettyw | 5.8.340 | report bug

Transcriber Inbox Folder Folders Settings Reports Logout

Delete o ()

All Facilities ‘ DID E File Name Facility Uploaded Dictated

Diictator TAT Length  Report Type

03/03/2015:24  03/03/20 15:34 | Amold, Jimmy 2hr STAT | 0:00:06 = XRAY Ll

= == ago!d-03032..  Hampton Rad..
= | 35362492 jamold-03032... | Hampton Rad...  03/03/20 15:38 | OSTCS/20 (o8 | ATnOID, Jimmy 2hr STAT | 0:0009 Bryce  Polanski

Here are the column descriptions in details:

Actions: This column contains three icons:
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Betty Warren
Transcriber Inbox Folder

= & & ¥ O Search @ &

All Facilities = DID E File Name Facility
= 35362501 jarnold-03032..
= = 35362492 jarnold-03032... )
My Documents = 35362377 jarnold-03032... F)
C o mex [ p— @
Rejected
= 35362179 jarnold-03032..  Hampton Rad..  03/03/20 1440 @
& Al Documents
@ ). Amold = | 35362130 jarnold-03032..  Hampton Rad..  03/03/201429 @
G T.Bales = 35344679 jrenault-0115..  Hampton Rad..  02/26/201729 )
g . Blackwell
m T. Burtan = | 35344578 jrenault-1008.. = Hampton Rad.. = 02/26/2017:29 @

Play Audio — Clicking on the “Play Audio” icon downloads the audio file to the computer and
plays it to the computer’ default audio player.

Column Selector: this is always the very first column and is used to show or hide the columns. More
details on this are available in the next section called Column Management.

Comments: The comments is a free text field in the transcription tool that the Transcriptionist can
use to write notes about a transcription.

Date Modified: The date and time when the transcription was last edited.

Dictated Date: This is the date and time of dictation. On phone dictations, the date and time is
when the Dictator is authenticated via their user ID. On the dictations done using handheld
recorders, the dictation date and time is captured from the digital recorder’s settings. If the date
and time on the recorder is incorrect, then the dictated date and time will also be incorrect in
WebChartMD Portal.

Dictator: The Dictator is the dictating user or owner of the transcription.
DID: This is a unique 8-digit number assigned to every dictation in the system and is used for
tracking and File identification purposes. WebChartMD asks that users refer to Files in helpdesk

interactions via the DID for HIPAA purposes. In cases where multiple patients are dictated on the
same audio file, copies made of the audio file will each receive a unique DID.
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DOV: The DOV stands for Date of Visit, the date the patient visited the Dictator.

DOB: The DOB stands for Date of Birth, the birth date of the patient that the Dictator is dictating on.
eSigned: This column displays if the transcription has been electronically signed by the Dictator.
eSigned Date: This column displays the date and time of the electronic signature by the Dictator.
Faxed: This column displays the time and date of faxing the transcription.

Facility Name: This column displays the name of the Dictator’s Facility

File Name: The “Filename” column displays a unique identifier used by WebChartMD to identify the
dictation or transcription. It is limited to use in the Pending folder. Components of the filename

are:

jarncld-12182019-1 23801 wav

“jarnold” — dictator’ username

“12182019” — date of dictation: 18" December 2019

“123801” —time of dictation in 24hr format: 12:38pm

“wav” —audio file format of .wav. WebChartMD supports .dss, .mp3, .wav, .wma audio file

formats.
Finished: This column displays the date and time when the dictation was transcribed and uploaded.
First: This column displays the patient’s first name.

ID#: This column displays the patient’s ID, or medical record number. In the absence of an ID,
WebChartMD assigns a placeholder ID for patient tracking purposes.

JobID: For dictations made via the phone system, this column displays the Job ID given to the
Dictator.

Last Modified: This column displays the name of the user who had made the most recent edits to
the document of the transcription.

Last: This column displays the last name of the patient.
Length: This column displays the length of the audio file.

Location: For facilities using multiple locations.
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Locked: This column displays a small lock icon if the document is already opened by another user.
See more information on the Lock feature in the Document Management section.

Note: This column displays the “Clinic Note” written by the Transcriptionist while initially
transcribing the dictation from the transcription tool.

Opened: This column displays if the transcription has been opened at least once.

Original Transcriber: The Transcriptionist’ name that transcribed the initial document.

Pool: This column displays the name of the pool to which the dictation is assigned. Once the file is
routed to a transcriptionist within the pool, the pool name is removed from the column and
replaced with the transcriptionist or editor’s name in the “Routed To” column. If the dictation is
returned to the pool, the pool name once again appears in the Pool column.

Printed: This column displays if the transcription has been printed at least once.
Report Details: This column displays the report type but can be edited from the case info window.

Report Type: This column displays the name assigned to the template in the Template Manager.
Templates such as “OP Report” or “Letter” or H&P Eval” are common examples.

Routed To: This column displays the name of the transcriptionist or editor currently assigned a
dictation or transcription. See page 63 for a full description of Routing.

TAT: this column displays the turn-around time assigned to a dictation. See page 42 for a full
description of dictation Priority & TAT setup.

Upload Date and Time: this column displays the date and time when dictations upload into the
database.
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Data columns in WebChartMD can be rearranged, hidden and sorted.

Rearranging

Columns can be dragged and dropped to a new location. To rearrange columns, hold down the left-
click button on the mouse while simultaneously dragging the column to its new location.

Show/Hide

Dictator

3:15:55

34761531

33737753

34504483

34504481

34504482

3ASAAATD

Facility

Maplewood S...
Caris, Sanders...
Hampton Rad...
Advanced Ort...

Hampton Rad...

Liapominn Bacl

Reed, Samual
Harding, David
Fairchild, April
Harris, Monig...

Johnsen, Jim...

Edall lzcmn

Dictator

#194

34761531

33737753

24504483

24504491

34504482

Maplewood 5.
Caris, Sanders...
Hampten Rad...
Advanced Ort...

Hampton Rad...

Reed, Samual
Harding, David
Fairchild, April
Harris, Monig...

Johnson, Jim...

0:00:03
0:00:04
0:02:31
0:02:31
0:02:31

n.07.31

3:15:55

0:00:03

0:00:04

0:02:31

0:02:31

0:02:31

Mikhail
Gerald
Jason
Simson

Dennis

Eath

Pending
Pending
QA
QA
QA

Bekarov Pending

Cooper Pending CFFICE NOTE
Bell QA SCH TEST
Doug

Banks

Aelame

3:15:55

al 0:00:03 Mikhail Bekarov Pending

Mikhail Bekarov

Gerald Cooper OFFICE NOTE|
Jason Bell SCH TEST
Simson Doug CPERATIVE R
Dennis Banks KRAY

The Show/Hide menu is accessed via the three-line menu icon in the top-left corner of the File
Display area (see 1 below). Currently visible columns are shown in orange, hidden columns in white
(2 below). Click the column name to show or hide the column (3 below). Click the X when done to
close the Show/Hide menu (4 below).
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y ¥ ute ange Dictator Case Info [ | Open @ Play | «Mo
1
cillti - Jictate 9
r...
age Total #194 - - 3:15:55 | -
e"t:" = | 34761531 | MaplewoodS.. | Reed, Samual | 00002 | Pending
! = 33737753 Caris, Sanders...  Harding, David 0:00:04 Pendin
= 34504483  Hampton Rad.. | Fairchild, April
! = 34504491  Advanced Ort.. = Harris, Monig...
= | 34504482 | Hampton Rad... | Johnson, Jim... :|
I = 34504479 Hampton Rad...  Malk Jason
Total|
old
> Change Dictator [ Submit (@ CaseInfo [ | Open )i
4 DD ) ato enatl tatus
Total 15:55 | - -
Facility
= a f00:03 | Pending @M
= vid | 0:00:04 | Pending G
= ril 0:02:31 QA Ja
= ig... | 0:02:31 QA Si
= 00231 04 (B

Sorting

2

WebChartMD

ed, Samual 0:
Harding, David | O
Fairchild, April O

Harris, Monig... | O:

Johnson, Jim... 0:

Another feature that is available under Columns is the ability to sort the displayed information by a
single column in an ascending (0 to 9, A to Z) or descending (9 to 0, Z to A) order. To do this, the user
simply single clicks the name of the column header once. This adds a white triangle next to its name
and sorts the column. The direction of the arrow further indicates if the information is sorted in

ascending or descending order.
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The unsorted TAT column header:

Betty Warren
Transcriber Inbox Folder

‘2 & B ® ¥ @ Search £ Change Dictator ¢ Route [ Delete §) ()

bettyw | 5.8.340 | i
Settings Reports

Folders

Status First

Dictator

All Facilities Length
= 34761531 | Reed, Samual 0:00:03 Pending | Mikhail Bekarov 2hr STAT
‘ e ‘ = 33737753 Harding, David = 0:00:04 Pending | Gerald Cooper Zhr STAT COFFICE NOTE Simpson, Paulg
m = 34393987 | Shah, Ashish 0:01:02 QA SYSTEM BLANK Standard Bales, Zoey
= 34504483 Fairchild, April 0:02:31 QA Jason EBell 2hr STAT SCH TEST Bales, Zoey
Rejected
QA = 34504479 | Malk, Jason 0:02:31 QA Beth Adams Standard CT SCAN Simpson, Paula
h All Documents = 34504491 | Harris, Monig... | 0:02:31 QA Simson Doug 1hr STAT CPERATIVER... Bales, Zoey
2 - A":O'd = | 34504482  lohnson Jim.. | 0:0231 @ QA Dernis  Banks 8hr STAT XRAY Bales, Zoey
T. Bales
h J. Blackwell = 34504524 Harris, Monig... | 0:01:08 QA Victor Agheboir | 12hr STAT CONSULT Simpson, Paula
h EEGEY = 34504604 | Harris, Monig... | 0:02:21 QA Nancy Comstock | Standard DISCHARGE S... | Bales, Zoey
@ A rairchild

The TAT column header in ascending sort:

Betty Warren
Transcriber Inbox Folder

- | B & ¥ . Search £ Change Dictator @ Route [ Delete @ (5

bettyw | 5.8.340 | {
Settings Reports

Folders

Dictator

All Facilities ST

=] 34504491 | Harris, Monig... | 0:02:31 QA Simson Doug 1hr STAT OPERATIVE R.. | Bales, Zoey
filter... ‘

35002347 | Arnald, Jimmy 0:00:12 Pending | Jeremy Hobson Thr STAT

Rejected

QA = 33737753 | Harding, David | 0:00:04 Pending | Gerald Cooper 2hr STAT OFFICE NOTE Simpson, Pal
& All Documents = 34504483 | Fairchild, April 0:02:31 QA Jason Bell Zhr STAT SCH TEST Bales, Zoey
| _

= 35068144 | Miller, Gerald 0:00:12 Pending 2hr STAT

fﬁ T. Bales
W& . Blackwell = 34504482 | Johnson, Jim.. | 0:0231 @ QA Dennis Banks Bhr STAT XRAY Bales, Zoey
fﬁ T. Burton
h A. Fairchild = 34504524 | Harris, Monig... | 0:01:08 QA Victor Agheboir | 12hr STAT CONSULT Simpson, Pau

35022561 | Bales, Lowen 0:00:02 QA Allison Smith 1hr STAT A Bales, Zoey

34761531 | Reed, Samual 0:00:03 Pending = Mikhail Eekarov Zhr STAT
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The TAT column header in descending sort:

Betty Warren

Transcriber Inbox Folder Folders Settings

| B & T O, Search £ Change Dictator ¢ Route [ Delete @ (2
All Facilities Dictator
= 35081472 | Bales, Lowen 0:00:08 Pending Bekarov Standard
filter... ‘
‘ = 35072519 | Bales, Lowen 0:00:36 QA Ralph Cooper Standard A Bales, Zoey
_ = 34504524 | Harris, Monig... | 0:01:08 QA Victor BLANK 12hr STAT CONSULT Simpson, P
. = 24504482  Johnson, lim.. | 00231 QA Dennis Bell Bhr STAT XRAY Bales, Zoey
Rejected
QA = | 35068144 | Miller, Gerald | 0:00:12  Pending Adams 2hr STAT
@ Al Documents = 34504483  Fairchild, April 00231 QA Jason Doug 2hr STAT SCHTEST Bales, Zoey
W . Amold
W8 T ooles = | 33737753 | Harding, David | 00004  Pending  Gerald | Banks Zhr STAT OFFICENOTE  Simpson, P
@ ). Blackwell = 24761531 Reed Samual | 00003  Pending  Mikhal | “9P€BAIr | 2nesTAT
h T. Burton c k
@ A Fairchild = | 35147151 | Bales, Traci 00:00:00 QA Allison omstock | 1hr STAT Blank Template ~ Bales, Zogy
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File Display

The Inbox File Display area can display files in the Pending phase of the workflow. For a detailed
description of available file statuses and their meaning, see page 60. For a detailed description of
Row and Page Settings, see page 21.

File Action Menu

The first column of each row contains a small icon of three black lines. This is called the File Action
Menu. Clicking the icon opens the File Action Menu. Actions that can be taken on a dictation or
transcription appear in the menu. If multiple rows are selected, intentionally or by mistake, the
action will apply to all selected rows, even if the menu is opened on any one of the rows.

Betty Warren
Transcriber Inbox Folder
= & & ¥ QA search @
All Facilities DID E File Name Facility
= 35362501 jarnold-03032...  Hampton Rad...  03/03/20 15:34
L ) Flags In:l... | 03/03/20 15:34
. My Documents 1 None | Red Blue Green Vellow | Rad.. | 03/03/20 15:09
: 03/03/20 15:07
. Copy DIDs to Clipboard i
Rejected
- Rad" 03/03/20 14:40
h All Documents Copy Dictation
H J. Armold = | 35362130 Jarmold-03032... | Hampton Rad... | 03/03/20 14:29
@ T.8ales = 35344670 jrenault-0115..  Hampton Rad.. 02/26/20 17:29
g . slackwell
H T. Burton = 35344678 jrenault-1008... | Hampton Rad... | 02/26/20 17:29

@ Flags: Rows in the “File Display” display in white by default. However, WebChartMD allows

users to highlight rows in one of four colors for workflow reasons of the user’s design. To
change the files from one color to another, select the dictation (or multiple dictations, using the
control or shift key as needed) and click the File Action Menu icon. Select the desired color from the
Flags options presented in the menu. Flag colors are displayed in the image below:

Page 32 of 85 « WebChartMD - User Manual: Transcription Company Transcriptionist Version



&

WebChartMD

34761531 | Reed, Samual 0:00:03 Pending | Mikhail Bekarowv B Pool sreed-030120... | Gel

33737753 | Harding, David | 0:00:04 Pending | Gerald Cooper CFFICE NOTE Simpson, Paula | Routing Error Here's a com.. | davidharding...

= 34504479 | Malk, Jason 0:0231 QA Beth Adams CT SCAN Simpson, Paula | Wallace, Con... newuserd-05...
= | 34504482 | Johnson, Jim... | 0:02:31 | QA | Dennis | Banks ‘ | XRAY Bales, Zoey Wallace, Con... Jimmylohnso...
=] 34504491 | Harris, Monig... | 0:0231 | QA Simson Doug OPERATIVER... | Bales, Zoey Wallace, Con... moniqueharri...
= 34504524 | Harris, Monig... | 0:01:08 QA Victor Agheboir CONSULT Simpson, Paula | Wallace, Con... meniqueharri...
= 34504604 | Harris, Monig... | 0:02:21 QA Nancy Comstock DISCHARGE 5... | Bales, Zoey Wallace, Con... meniqueharri..
= 34504629 | Harris, Monig... | 0:00:48 QA Greg Jones QOPERATIVE R... Wallace, Con... Wallace, Con... meniqueharmi...

@ Copy DIDs to Clipboard: This feature allows the user to quickly copy the DID numbers of the
selected dictations into the clipboard for copy-paste to another application, such as
Notepad. To use the feature, select a single or multiple rows and click “Copy DIDs to
Clipboard”. Transfer copied DID numbers using Paste (control-P).

Dictator Length Status

= | 34504604 Harris, Monig...

34504622

Harris, Monig...

34512978

Bales, Lowen

@ Copy Dictation: This feature makes a copy of the audio file selected. Copied audio files
inherent the same routing rules as the master copy of the audio.
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Rejected

The Rejected folder displays transcriptions that have been moved to a Rejected status, either by the
Dictator, or by a Transcription Team member.

These transcriptions show as routed to the last staff that it was routed to before being submitted to
the dictator. To the Transcription Team staff, this folder looks just like the QA folder, with
transcriptions waiting to be submitted to the dictator.

Paula Simpson psimpson | 5.8.326 | report bug
Transcriber Rejected Folde Folders Settings Reports Logout

P Route [ @ CaseInfo [ Delete §E) (5 1yr 2yr All

Dictated Date  Uploaded Date ¥  Original Transcril, ounter DOV DOB Facility
= | 34588265 | 06/21/191352 | 06/21/1913:56 Bales, Zoey 06/21/19 = 04/04/85 = Hampton Rad...
= | 34588264 | 06/21/191352 | 06/21/19 13:56 Bales, Zoey 06/20/19 = 04/04/85 | Hampton Rad...

34588275 | 06/21/19 1351 | 06/21/19 13:54 Wallace, Connie Hampton Rad...

34504521

05/23/1915:33 | 05/23/1915:36 Wallace, Connie 09/16/78 | Hampton Rad...

34324047 03/27/19 1445 03/27/19 1445 Bales, Lg 03/27/19 Fidelity Insura...

34323232 | 03/27/1912:39 | 03/27/1912:39 Bales, L 03/27/19 Fidelity Insura...

& Al Documents = 34318705 03/26/1911:38 03/26/19 11:33 Bales, Lowen 03/26/19 Fidelity Insura...
& ™. Abbott _

g = | 34318704  03/26/1911:39 | 03/26/1911:39 Bales, Lowen 03/26/19 Fidelity Insura...
@& s Abraham

The Rejected folder consists of three important areas:

@ Folder Management Functions: This ribbon holds several function buttons that assist with
file management. Only a specific set of functions are available in the Rejected folder.

Several Folder Management Functions are permission based and are not typically part of the

Transcriptionist user type. Please speak with your Administrator for more details.

@ Columns: Rejected folder has several important columns available for the user.

@ File Display: The central section of the Portal displays the rejected transcriptions.
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Folder Management Functions

The first five icons from the left are consistent in all folders and more information on them can be
found on page 14. The next five icons are explained in detail below:

Betty Warren 15.8.34
Transcriber Rejected Folder Folders Settings Reports Logout

DRl E T QsSearch [gCaselnfo @ (3

All Facilities DID Dictated Uploaded ¥ Original Transcriber Encounter

34588265 | 06/21/1913:52 06/21/1913:56  Bales, Zoey Maddy Lundgrens 100112 06/21/19 0
i = | 34588264 | 06/21/1913:52 06/21/1913:56  Bales, Zoey Maddy Lundgrens 100112 06/20/19 0
B My Documents = 34588275  08/21/1913:51 08/21/1913:54 Wallace, Connie Joan Miller 383755
Muie = | 34504521 | 05/23/1913:33 035/23/191536 Wallace, Connie Floyd Abernathy, Jr. | 000198383 0
Rejected — . :
= 34504482  05/23/1915:30 05/23/191%35 Wallace, Connie Dennis Banks 02876667 05/16/19
& All Documents
h J. Arnold = | 34393987 | 04/18/1915:12 04/18/1915:15 | Bales, Zoey SYSTEM | BLANK SYS-BLANK 05/14/19
h BEEES = 34290097 03/15/1918:01 03/15/191801 Wallace, Connie Ryan Gise BBA-151 11/20/19 0
@ . Blackwell
h T. Burton = | 33588796 | 08/07/1805:33 08/07/1805:37  Bales, Zoey Jane Doe ACMFSLDJS” 08/07/18
& A Fairchild = 33415007 06/11/181204 06/11/18 1207
l&& M, Harris

@ Search: A detailed description of Search is found on page 14.

@ Case Info

Betty Warren
Transcriber Rejected Folder

SOWS T Aserflocsm Qo

bettyw | 5.8.340 | report bug
Settings Reports Logout

Lyr 2yr All

Folders

‘ All Facilities
Search Patient Visit Date | 06/20/2019
filter... ‘ .
‘ First| Maddy Last| Lundgrens
L My Documents DOB| 04/04/1985 ID#| 100112
Inbox Report Type v Note
Rejected - . =
Billing Code Location | Shythside M
& All Documents
& ) Amold
G 1 Bales Update Case Close
& ). Blackwell
h T. Burton Dictated Uploaded ¥  Original Transcriber First Encounter  Visit Date
18 A rairchild 34538265 06/21/191352 O06/21/18 1356  Bales, Zosy ¢ Lundgrens 100112 06/21/19
h M. Harris
& ). Johnson
[ = 34588275 | 06/21/19 1351 | 06/2L/191354 Wallace, Connie Joan Miller 383755
@ c Martin
W . McLaughiin = 34504521 | 05/23/1915:33 | 05/22/191536 Wallace, Connie Floyd  Abemathy Jr. 000108383 )
@ L Mehta = 34504482  05/23/1915:30 | 03/23/191535 Wallace, Connie Dennis | Banks 02876667 05/16/19
& G. Miller

The Case Info function allows the user to add or change demographics associated with a dictation
(via the Pending folder) or transcription (via all other folders). After selecting the desired row on
screen and clicking the Case Info button, a panel will appear displaying fields that can be edited.
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After edits, the user has two options for accepting changes: “Update Case” will only update the
demographics within the portal view and the data base, but not update the document itself.
“Update Case and Document” will update the demographics within the portal, the data base, and
the document itself. Clicking Close will discard the changes and close the Case Info panel.
Fields requiring explanation:
e The “Search Patient” field enables search on previously transcribed patients. Enteringina
first name, last name, Patient ID, or a partial of any of those three options will cause a list to
appear of all entries in the data base matching the search criteria.

e The “ID” field represents the MRN (Medical Record Number) of the patient.

e The “Report Type” field gives a list of all Report Types (sometimes called Work Types or
Templates) associated with the Dictator / author.

e The “Note” field is a free text field. This field is used by the Transcription Team to send
messages regarding the transcription back to the Facility.

Columns

All available columns viewable in the My Documents Rejected and their descriptions can be found
starting on page 24.

Columns unique to the My Documents Rejected are:

Rejection Reason: This column displays the information provided by the Dictator while rejecting a
transcription.

Column Management
See page 28 for a full description of column management features.
File Display

This section displays transcriptions that have been rejected by the Dictator. All visible transcriptions
in this folder are of the Rejected status. For a detailed description of available file statuses and their
meaning, see page 60. For a detailed description of Row and Page Settings, see page 21.

File Action Menu

All available “File Action Menu” options viewable in the My Documents Rejected and their
descriptions can be found starting on page 32.
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The “All Documents” folder gives the user a view of the dictations and transcriptions from the
perspective of a user at the Facility. The “All Documents” folder contains five subfolders: Notes,

Pending, Inbox, Rejected, and Final.

Betty Warren
Pending Folder

,'; @ i = ? Q) Search G}ChangeTAT BCaseInfo o (o]

DID

All Facilities
= | 35362501
filter... = 35382492
My Documents = 35362377
~ All Documents —_
= | 35362356
= 35382179
Inbox

o d = 35382130
Final = 35344679
W /- Amold = 35344678

e - oo

Dictator

Arnaold, Jimmy
Arnold, Jimmy
Arnold, Jimmy
Arnold, Jimmy
Arnold, Jimmy
Arnold, Jimmy
Renault, James

Renault, James

Pending: This contains the dictations waiting to be transcribed.

Uploaded ¥
03/03/20 15:34
03/03/20 15:34
03/03/20 15:09
03/03/20 15:07
03/03/20 14:40
03/03/20 14:29
02/26/20 17:29

02/26/2017:29

Dictated
03/03/20 15:34
03/03/20 15:34
03/03/20 15:09
03/03/20 15:07
03/03/20 1440
03/03/20 14:29
01/15/18 19:38

10/08/19 10:07

Inbox: This contains completed transcriptions that have been delivered to the Dictator.

Rejected: This contains transcriptions that have been returned by the Dictator for rework.

Final: This contains transcriptions that have been esigned by the Dictator, as well as transcriptions that

have been finalized without being esigned.
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Pending

The All Documents Pending folder is a slightly different view than the My Documents Inbox,
although at first glance they would appear to contain the same content. This Pending folder gives
the Transcription Team a view of how the Facility users see files that have not yet been delivered. In
other words, it contains dictations waiting to be transcribed and transcriptions in the QA workflow,
but no on-screen indication is given if a file is in a Pending status or a QA status.

bettyw | 5.8.340 | report bug
Folders Settings Reports Logout

B~rWarren
P ng Folder
i i E‘ v m ange TAT [ g Case Info ) (5

DID Dictator Uploaded ¥ Dictated File P,

= 35362501 Arnold, Jimmy | 03/03/2015:34 = 03/03/20 1534

2hr STAT 1001

35362492 | Arnold, Jimmy | 03/03/2015:34 | 03/03/20 1534 jarnold-03032...

2hr STAT 01089

35362377 Amold, Jimmy | 03/03/2015:09 | 03/03/20 1509 jarnold-03032.. 0:00:07 2hr STAT  ICMC XRAY

ALTSNVGPO™

35362356 Arnold, Jimmy | 03/03/20 15: 03/03/20 1507 | jarnold-03032... 2hr STAT

35362179 Arnold, Jimmy  03/03/20 14 03/03/20 1440 jarncld-03032... 2hr STAT

Rejected 35362130 Arnold, Jimmy  03/03/2014:29 | 03/03/20 14:2 03032...  0:00:23 2hr STAT

Final 35344679 Renault, James = 02/26/20 17 01/15/18 19:3) -0115.., Standard
E J. Arnold 35344678 | Renault James = 02/26/2017:29 | 10/08/19 1007  jrenault-1008... Standard
J T.Bales
hi J. Blackwell 35343501 Arnold, Jimmy 02/26/2014:04 | 02/26/20 1401 jarncld-02262... 2hr STAT
fii T. Burton = 35343500 | Arnold, Jimmy = 02/26/20 14: 02/26/20 1400 jarnold-02262... 2hr STAT
Ten_n_raicchild

The Pending folder consists of three important areas:

@ Folder Management Functions: This ribbon holds several function buttons that assist with

file management. Only a specific set of functions are available in the Pending folder. Several
Folder Management Functions are permission based and are not typically part of the
Transcriptionist user type. Please speak with your Administrator for more details.

@ Columns: Pending folder has several important columns available for the user.

@ Files: The central section of the Portal displays the files.
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Folder Management Functions

Betty Warren bettyw | 5.8.340 | report bug

Pending Folder Folders Settings Reports Logout

_?]Ej ' =3 ? @ Search G}Change TAT BCase Info o [m!)

DID Dir, Uploaded ¥ Dictated File Name Length

Iyr 2yr All

35362501 03/03/20 15:34 | (03/03/20 15:34 | jarnold-03032... Zhr STAT - XRAY 1001

filter...

35362492 | Amold, Jimmy | 03/03/2015:34 | 03/03/2015:34 | jarnold-03032... 2hr STAT 01099

My Documents
All Documents

35362377 03/02/20 15:09 | 03/03/20 15:00 2hr STAT | ICMC XRAY *LTSMNVGPO™

Arnold, Jimmy jarnold-03032..

)

35362356 | Amold, Jimmy | 03/03/2015:07 | 03/03/20 1507 | jarnold-03032... | 0:00:16 2hr STAT

Inbox = 35362179  Amold, Jimmy | 03/03/2014:40  03/03/201440 | jerncld-03032.. 0:00:48 Zhr STAT 01099
Rejected = | 35362130  Armold, Jimmy | 03/03/2014:29 | 03/03/2014:29 | jarncld-03032..  0:00:23 2hr STAT
Final = 35344679 | Renault, James | 02/26/2017:29 01/15/1819:38  jrenault-0115.. = 0:00:07 Standard
g J. Amold = | 35344678  Renault, James | 02/26/2017:29 | 10/08/1910:07 | jrenault-1008.. & 0:00:10 Standard
T. Bales
h 1. Blackwell = 35343301  Amold, Jimmy | 02/26/2014:04  02/26/20 1401 | jarneld-02262..  0:00:02 Zhr STAT
h T. Burton = | 35343500 | Arold, Jimmy | 02/26/2014:04 | 02/26/2014:00 | jarnold-02262... = 0:00:11 2hr STAT
& A Fairchild
B M Hars 35343495 | Arold, limmy | 02/26/20 14:03 = 02/26/20 14:00 | jamneld-02262.. @ 0:00:04 Zhr STAT

The first five icons from the left are consistent in all folders and more information on them can be
found on page 14. The next five icons are explained in detail below:

Search: A detailed description of Search is found on page 14.

Change TAT: This feature also allows the user to change the turn-around time, or TAT,
assigned to a dictation.

Betty Warren
Pending Folder

@ Ej . (=1 ? Q) Search &Change TAT &Change Dictator BCase]nfc ﬁDeIele o ()
Change File TAT

bettyw | 5.8.340 | report bug

Folders Settings Reports Logout

Iyr 2yr All

| All Facilities

TAT

h My Documents Standard
L AlD 1hr STAT
2hr STAT File Name: Length TAT Report Type D#
4hr STAT
Inbo 25362501 arnold-03032..  0:00:06 | 2hr STAT
noex 8hr STAT ! -
Rejected = | 33362492 12hr STAT jarnold-03032..  0:00:09 | 2hr STAT 01099

Final = | 35362377  Amold, Jimmy 03/03/2015:09 = 03/03/2015:09 | jarnold-03032.. 0:00:07 2hr STAT 01779
& ). Amold
h 1. Bales = | 35362356 Arnold, Jimmy 03/03/2015:07 | 03/03/20 13:07 | jarnold-03032.. | 0:00:16 2hr STAT
@ ). Blackwell = 35362179 Amold limmy | 03/03/20 1440 03/03/20 1440  jarnold-03032.. 000148  2hr STAT 01099
& T Burton —

S = | 35362130  Amold, limmy 03/03/20 14:29 | 03/03/20 14:29 | jarnold-03032.. | 0:00:23 2hr STAT

W A Fairchild
h M. Harris = | 35344679 Renault James | 02/26/2017:29 | 01/15/18 19:38 | jrenault-0115.. = 0:00:07 Standard
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By default, dictations uploaded into the database receive a standard TAT.
STAT times available are Standard, 1 hour, (1hr), 2-hour, 4-hour, 8-hour, and 12-hour. Unless otherwise
configured in the “On Time” feature by the Administrator, “Standard” is usually defined as 24 hours
from the Upload date and time.
To change the TAT, select a dictation and click on the “Change TAT” button. Select the desired TAT

change and click “Change”.

@ Case Info: A detailed description of Case Info is found on page 35.

Columns

All available columns viewable in the All Documents Pending and their descriptions can be found
starting on page 24.

Column Management
See page 28 for a full description of column management features.

File Display
This section displays the dictations. All visible dictations in this folder are of the Pending status. For
a detailed description of available file statuses and their meaning, see page 60. For a detailed
description of Row and Page Settings, see page 22.

File Action Menu

All available “File Action Menu” options viewable in the All Documents Pending and their
descriptions can be found starting on page 33.
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Inbox

The “Inbox” folder contains the transcriptions completed by the Transcription Team. Documents can be
opened, edited, faxed and printed. The transcriptions can be Finalized or eSigned (by the dictating
provider) and moved to the “Final” folder for archive.

Betty Warren bettyw | 5.8.340 | report bug
lnbox Folder Folders Sexmas Reports Logou

Q4 Search [_| Open Z;Print & Fax [g Case Info @ (3 1yr 2yr Al

. All Facilities i - ; i Dictator Dictated Uploaded

= 34877483 Hampton Rad...  Arnold, Jimmy 06/21/19 13: 06/21/1913:558 = 04/28/2011:57  Dennis
= | 34588085 Hampton Rad... = Arnold, Jimmy 06/21/19 13:50 | 06/21/1913:34 | 04/28/2011:57 | Simi A
= 34877479 Hampton Rad... = Arnold, Jimmy 06/21/1913:52 | 06/21/1913:56 | 04/28/2011:56 Betty Snl
= | 34588116 . Hampton Rad... = Arnold, Jimmy 06/21/1913:55 | 06/21/1913:59 | 04/06/2010:53 Zebe Ap
= 34588179 Hampton Rad... | Bales, Traa 06/21/1914:05 | 068/21/1914:09 | 12/06/1910:36 Alice Snj
= | 34588166 Advanced Ort.. | Miller, Gerald 19 14:07 | 06/21/1914:10 | 11/06/1913:22  Shari D
Final = | 34504483 . Hampton Rad... = Fairchild, April 91530  05/23/1913:35 | 05/23/1917:10 Jason Bel
w J. Arnold = | 34393968 . Advanced Ort.. | Shah, Ashish 04/18/1915:15 | 04/18/1915:18 | 05/14/1909:38  SYSTEM BY
g JT :ljfiwe” = 3532 @ Hampton Rad...  Fairchild, April | 02/25/1910:11 | 02/25/1910:15  03/13/19 1444 Marcia Jol
E T. Burton = | 32934310 Advanced Ort... | Miller, Gerald 10/23/17 14:55 | 10/23/17 14:59 | 04/24/1815:39 Carmine Allf
A, Fairchild

The Inbox folder consists of three important areas:

@ Folder Management Functions: This ribbon holds several function buttons that assist with

file management. Only a specific set of functions are available in the Pending folder. Several
Folder Management Functions are permission based and are not typically part of the
Transcriptionist user type. Please speak with your Administrator for more details.

@ Columns: Pending folder has several important columns available for the user.

@ Files: The central section of the Portal displays the files.
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Folder Management Functions
Betty Warren

bettyw | 5.8.340 | report bud
Inbox Folder Folders Settings Reports Logou:

B 8 ¥ Qsearch [ |Open S Print BFax [gCaselnfo ©

’ All Facilities

filter...

& My Documents
. Al Documents
Pending

Rejected
Final

J. Amold

T. Bales

J. Blackwell
T. Burton
A. Fairchild

4  Marcia Joh¢

Carmine Al

Advanced Ort. Miller, Gerald

| (e {1 1

EEEEE

The first five icons from the left are consistent in all folders and more information on them can be
found on page 14. The next eight icons are explained in detail below:

@ Search: A detailed description of Search is found on page 14.

@ Open: “Open” is a permission-based function which enables users to open transcriptions

using the Microsoft Word software installed on the local computer. Microsoft Word is
accessed by WebChartMD’s DocHandler (see page 8 for more information on the DocHandler). If
the DocHandler is not installed (or if the user does not have edit permission), transcriptions will
open in a non-editable PDF format.

Documents can be opened individually or in batches.

Opening a document individually: To open a document, highlight a row and either double-click the
row, or press the “Open” button in the toolbar. This process is compatible with Internet Explorer,
Microsoft Edge, Google Chrome and Mozilla Firefox.

Opening multiple transcriptions simultaneously: This feature is available only in Internet Explorer
10 and 11 and uses Active X settings. (see installation instructions for Active X settings needed). To
open multiple transcriptions simultaneously, use the Shift key to select a batch of transcriptions, or
the Control key to highlight and open non-adjacent selected transcriptions (see images below):

Page 42 of 85 « WebChartMD - User Manual: Transcription Company Transcriptionist Version



¢

WebChartMD

Paula Simpson
Inbox Folder

EQ B & ¥ @ Search [ Open & Pri

All Facilities = oo
34588166

nt | Finali Reject 3 Change Dictator & Fax | g Case Info [ Delete @) (5

Facility Dictator Dictated Date

ze &

| ol

Advanced Orth... Miller, Gerald 06/21/19 1407

filter...

34504486 . Hampton Radi... Arnald, Jimmy 05/23/19 15:33

Workflow Manager
My Documents

e

Rejected

33737752 Caris, Sanders... = Here's a note Harding, David 09/11/18 09:18

Final
‘ o S 3345094382 Maplewood Su... Reed, Samual 03/01/18 1412
L c A hdanl dog | lp oo 022018 1126

Example above of highlighting a group of transcriptions using the Shift key.

To open multiple specific transcriptions, hold down the Control key and click on selected rows
(below). Click the “Open” button in the toolbar.

Paula Simpson
Inbox Folder

A&l 8 T QSearch [ Open &Print [} Finalize ) Reject & Change Dictator 8, Fax [@ Case Info [ Delete @) ()

Facility MNote Dictator Dictated Date

All Facilities v

filter...

Hampton Radi... Arnold, Jimmy 05/23/1915:33

B workflow Manager
7] My Documents
]

= 34393987 . Advanced Orth... Shah, Ashish 04/18/1915:12

= | 34215312 . Hampten Radi... Fairchild, April 02/25/1910:11

| = | 33737752 Caris, Sanders ... Here's a note Harding, David 09/11/18 08:18
Final
@ ™. Abbott
‘ S. Abraham 33499450 Maplewaod Su.. Reed, Samual 03/20/18 11:26

@ Print: This is a permission-based function. This function prints the transcribed document into
the default printer for the computer.
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Fax is a permission-based function. Transcriptions can be faxed directly from the Portal, via either an
automatic setting or manually. Automatic faxing is only available to Administrators, please speak with

your Administrator for details.

To manually fax transcription(s) from the portal:

Click the “Fax” icon in the toolbar to open the “Send Fax” application.

This window is divided into two sections:

- Search for Fax Recipient

- Add New Fax Recipient

Send Fax

®

>edlCh 1O 10Ca1E TaX '._!CIpIE'W.‘;,

|nameorfaxnumber | Search

include cover SI eet

®

| Name H Fax

=

+ =P L |

@ Search on Fax Recipient

Close

The first section of the window has the search window where a fax number can be searched. This option
can be used to send the fax to a recipient who is already in the Address Book. To search on a recipient

already in the address book:

1. Addthe name or number in the field and click on the Search button

Page 44 of 85 « WebChartMD - User Manual: Transcription Company Transcriptionist Version



WebChartMD

Send Fax Send Fax
Search to locate fax recipient(s) I Search to locate fax recipient(s)
E —
Select fax recipient(s) Select fax recipient(s)
Office Name Contact Name Location Fax Office Name Contact Name Location Fax
Freeman Internal Medicine Gerald Smith, MD (757) 551-2122 Ereeman Internal Medicine (201) 555-1212
Freeman Intemal Medicine | Manfred E. Smith, MD (201) 555-1212 Freeman Internal Medicine ~ Manfred E. Smith, MD (201) 555-1212
Smithers Associates (888) 555-1212 Dr. Albert Jones (201) 555-1212
Smithers Associates Frank Smithers, MD 1-423-432-9221 Dr. Albert Jones Dr. Albert Jahnson (201) 555-1212
() include cover sheet include cover sheet
Add new fax recipient(s) Add new fax recipient(s)
Name H Fax ‘ Name Fax | Add
() save to address book save to address book
Close Close

2. Click the row from search to add to the recipient list.

Send Fax

Search to locate fax recipient(s)

- [ |

EE§FAEETEE)

Office Name Contact Name Location Fax
Freeman Internal Medicine =~ Manfred E. Smith, MD (201) 555-1212

I include cover sheet

Add new fax recipient(s)

Name || Fax |

[ save to address book

@ The second option is to add new fax recipients not currently in the address book. To add new
recipients not already in the address book:

1. Add the name of the recipient and their fax number in the fields as indicated (see image below).
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Send Fax

Search to locate fax recipient(s)

|nameorfaxnumber ‘ Search

include cover sheet

Add new fax recipient(s)

[ John Kramer |[ 124-509-9227 |

save to address book

Close

2. Click the “Add” button to the right of the name and fax number fields. This will add the
recipient the recipient(s) list.

Notes on adding fax recipients:

1. Multiple recipients can be added to the same outgoing fax.

Send Fax

Search to locate fax recipient(s)

‘nameorfaxnumber ‘ Search

Select fax recipient(s)

Office Name Contact Name Location Fax

John Kramer (124) 509-9227

Jinclude cover sheet

Add new fax recipient(s)

John Kramer |[ 124-509-9227 |

| save to address book

2. Existing recipients and new recipients can be added to a fax recipient list.
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Send Fax

Search to locate fax recipient(s)

o 3

Select fax recipient(s)

Office Name Contact Name Location Fax
John Kramer ‘ ‘ | {124) 509-9227 |
Freeman Internal Medicine ‘ Manfred E. Smith, MD ‘ | {201) 555-1212 |
Dr. Albert Jones ‘ Dr. Albert Johnson ‘ | {201) 555-1212 |

include cover sheet

Add new fax recipient(s)

John Kramer |[ 124-509-9227 |

save to address book

3. Checking the “save to address book” checkbox will add the name and fax number to the Address
Book for future use.

4. Checking the “include cover sheet” checkbox will add the cover sheet to the fax as a first page.
Cover Sheet can be set by Transcription Team Administrators only.

5. The “Close” button closes the window without sending the Fax while the “Send Fax” button
sends the fax to the selected recipients.

@ Case Info: A detailed description of Case Info is found on page 35.

Columns

All available columns viewable in the All Documents Inbox and their descriptions can be found
starting on page 24.

Columns unique to the All Documents Inbox are:

Interfaced: This column displays if a transcription has been interfaced or not.

Column Management

See page 28 for a full description of column management features.

Page 47 of 85 « WebChartMD - User Manual: Transcription Company Transcriptionist Version



File Display

WebChartMD

This section displays the transcriptions. All visible transcriptions in this folder are of the Inbox
status. For a detailed description of available file statuses and their meaning, see page 60. For a
detailed description of Row and Page Settings, see page 22.

File Action Menu

Betty Warren
Inbox Folder

bettyw | 8
Settings R

Folders

- = & ¥ O Search [ |Open & Print (§ Reject g Change Dictator B8 Fax [ g Case Info ffj Delete @ (57

DID Fa

Dictator

Dictated

Finished ¥

Al Facilities Facility Uploaded
= 24877483 Hampton Rad... | Amold limmy | 06/21/191352  06/21/19 1356 = 04/28/20 11:57
‘ iz ‘ = 24588085 Hampton Rad... | Amold, limmy | 06/21/1913:50  06/21/1913:54 | 04/28/20 11:57
& My Documents X Flags d.. | Amold, Jimmy | 06/21/1913:52 | 06/21/1913:56 | 04/28/20 11:56
E All Documents _
= Mone Red Blue Green VYellow | Rad... | Renault, James 06/21/19 13:51 | 06/21/1913:54 | 04/28/2011:34
Pending
— = P p———— ad.. | Amold Jimmy | 01/07/201126 01/07/2011:28 | 04/20/20 09:34
opy s to Clipboa
Rejected Copy Dictation ad.. | Amold, Jimmy | 06/21/19 1355 @ 06/21/1913:59  04/06/20 10:53
Final - ad.. | Bales Traci 06/21/19 1405 = 06/21/1914:09 | 12/06/19 10:36
review
@ ). Amold 0 rGerald | 06/21/19 1407 | 06/21/1914:10 | 11/06/19 13:22
m T. Bales Download
G ). Blackwell o ——— a rehilg, April | 05/23/191530  05/23/191535  05/23/19 17:10
" arKk as ¥Frinte
& 1.8urton ERECELTTN | ] Advanced Ort.. | Shah, Ashish 04/18/1915:15 | 04/18/1915:18 | 05/14/19 09:38
@ A Fairchild
B M. Hamis = unsz2 @ Hampton Rad... | Fairchild, April | 02/25/19 1011  02/25/1910:15 | 03/13/19 1444

All available “File Action Menu” options viewable in the My Documents QA and their descriptions

can be found starting on page 32.

File Action new to the QA folder:

®

Preview: This feature allows the user to do a quick preview of the document without
opening it. Documents are previewed in a PDF format. The preview pane is closed by

pressing the “Close” button in the bottom left corner of the preview window.
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®

Setup:

Close

ADVANCED ORTHOPAEDIC & SPINE - 2020 COMPTON PLACE - WEST MEMPHIS TN 38812 - (380) 747-1980

OPERATIVE REPORT
Simson Delaney 1203836 02/14/1980

PREOPERATIVE DIAGNOSES: Patient was complaining vesterday of swelling of the tongue

It looked like he may have been having some mild to moderate oral or throat-related dystonia with the
mcrease n Geodon. We did decrease the dose, at least that time. He still got 80 mg at bedtime yesterday.

He did request his medication: being associated with dinner. 1 did change the order, for the finzl order to
be 40 mg p.o. gam. and 80 mg p.o. each evening with dinner. to help associate absorption, per patient
request. Patient appears to be less manic. He appears to be sleeping. He iz not a= imitated and apitated.
He is not quite as perzeverative, hyperverbal, or intruzive. He iz compliznt with medications currently.
He appears to be improving.

POSTOPERATIVE DIAGNOSES:

PROCEDURE: Appearance: Groomed. Good eve comtzct. Behavior is calm, cooperative. Mood: "Tm
okay." Affect: Mldly constricted to euthymic. Speech: Regular rate and rhythm. Thought processes
are clear, logical, goal directed.  Associations are mtact. Demtes suicidal or homicidal idestion. Patient
denies anditory hallucimations when asked, but at times does appear to be mildly manic/hypomanic, at
least i iz confent - grandiosity. religiosity, that sort of thing. Omented to time, place, persen, and
sifuation. Aftention and Concentration: Nommal Memory: Recent and remote appear imtact, per
imterview. Lanzuage Information/Intellizence Level: Appear average. Judgment and Insight: Fair.

ANESTHESIA: Blood pressures was 129/69, pulse 123, respirations 18, $8.3 fympanic temperature.
Gait and station appear normal and no evidence currently of bnormal movements.

ESTIMATED BLOOD LOSS:

INDICATIONS: We did admst the Gendan a litfle bt cover the weskend hased on natient havine aome.

Download: This feature allows the user to download the transcribed document(s) to their
computer as a .doc file. To download, the user clicks on the “Download” option on the Row

Action Menu.

The downloading process can be setup with these easy steps:

Step 1: Select files(s) to download

The user selects a single or multiple files and then clicks on the “Download” option of the “File Action
Menu”. This initiates the downloading process.
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Paula Simpson psimpson | 5.8.326 | report bug

Workflow Manager Folder Folders Settings Reports Logout

Cs ﬂ . = 7 @ Route QChange Dictator L}Submit ECASE Info [~ Open | Play | & Move @ Export B Delete o (o) Tyr 2yr All
All Facilities = DID Dictator Length
I I B e
filter... x
*wordiow varager [IEE R B e
™ My Documents
& Al Documents
@ 2. Amold
@ 7 Bales Flags
h S. Demo Provider
h L. Direnfeld ‘ None Red Blue  Green \"ellow|
@ . Drood
h A. Fairchild Copy DIDs to Clipboard
h M. Harris Copy Dictation
@ . Johnson Final Tim Smith Standard
h - malk Final SEREMA Mcleod Standard
= ta

h D. McLaughlin ( Download ) i e neer
2 IéMN:“m = WHQEV Final Sierra Connors Standard

- er = . Final JOMN | DOE Standard
h D. Mizell Audit Trail
2 J Rena:lt = T —— Final Carmen Keilor Standard

M. Sanders _ 5
= 273723 Woodard, Ja... 0:00:07 In Final . <4
@ A shoh v Limit: » next 1
simple Vi 156525 Mizell, David 0:00:06 In Final no dictation 3

Step 2: Create the desired filename format
After pressing “Download” in the File Action Menu, the user is prompted to select the desired
separator to be used in the filename. Four options are available:

e Dash (“-“): This creates the file name using the dash between words.
Example: Andrew-Smith-Jessica-Johnson.doc

e Underscore (“_"): This creates the file name using the underscore between words.
Example: Andrew_Smith_Jessica_Johnson.doc

e Space (“ “): This creates the file name using the underscore between words.
Example: Andrew Smith Jessica Johnson.doc
e Percent (“%”): This creates the file name using the underscore between words.

Example: Andrew%Smith%Jessica%Johnson.doc
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Paula Simpson psimpson | 5.8.326 | report bug
Workflow Manager Folder Folders Settings Reports Logout

&l 8 ¥ # Route § Change Dictator [jSubmit [g Case Info [ Open @l Play [ 4Move ¢ Export fj Delete @ (= Tyr 2yr All
All Facilities pio Dictator  Length
filter...
Set Separator
‘Workflow Manager
b My Documents ‘What separator should the filename use?
h All Documents
@ - Amold —> Dash ("-")
@ T sales
@ s Demo Provider —» Underscore ("_")
g L Direnfeld
@ - prood —> Space )
@ A rairchild
h M. Harris —> Percent ("%")
@ .- Johnson = | 122028 Smith Standard
g 2 mak _
. = 125138 Woodard, Ja... 0:00:04 In Final SERENA Mcleod Standard
@ D Mcaughlin
h 1. Mehta = 126537 Renault, James | 0:00:02 In Final Sierra Connors Standard
G. Mill —_ .
b e = 202126 Woodard Ja. 000000  InFinal JOHN  DOE Standard
@ o mizel
h J. Renault = 146552 Woodard, Ja... 0:00:04 In Final Carmen Keilor Standard
W@ ™. sanders = -
= 273723 Woaodard, Ja... 0:00:07 In Final SINIERR
W A shah v Limit: » next 1
simple Vi =] 156525 Mizell, David 0:00:06 In Final no dictation andarc

Step 3: Select the desired file name components.

After selecting the desired separator, a box appears presenting the list of twelve available data
elements that can be included in the filename. Data elements will appear in the filename in the
order they were selected. Available data elements are:

DID: Inserts the DID number.

Practice: Inserts the Facility name

DOV (MMDDYYYY): Inserts the date of visit for the dictation without using separators.
DOV (MM-DD-YYYY): Inserts the date of visit for the dictation with separators.
Provider ID: Inserts the Dictator’ user ID.

Provider First: Inserts the Dictator’ first name.

Provider Last: Inserts the Dictator’ last name.

Patient First: Inserts the patient’ first name.

Patient Last: Inserts the patient’ last name.

o MRN: Inserts the patient’ medical record number (MRN).

e DOB (MMDDYYYY): Inserts the date of birth for the dictation without using separators.
e DOB (MM-DD-YYYY) Inserts the date of birth for the dictation with separators.

e Done
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Paula Simpson psimpson | 5.8.326 | re

Workflow Manager Folder Folders Settings Reports Logout

Examples of typical filenames are:

DID-Practice-MRN-Provider_Last, which would populate with data as:
32101495-Allentown Chiropractice-Johnson

or DOV (MMDDYYYY)_Provider_First_Patient_Last_Practice, which would display as:

02-20-2020_Jessica_Smith_Williams_Dallas-Surgery-Center

& [l 8 ¥ @ Route @ Change Dictator | Submit [g) Case Info [[] Open @i Play [ &Move ¢ Export fjj Delete @ (3 Tyr 2yr All |
s i »
All Facilities DID Dictator Lengti] Select Fields
- - 4 Select filename components from list
filter... ‘ 3 '
Filename:
Workflow Manager Total . . i
patient_last patient_first practitioner_last
b My Documents dov di ionid
B Al Documents ov dictationi
& U Amold
-
h S. Demo Provider patient_last patient_first practitioner_last dov dictationid
@ L Direnfeld
h J. Drood
DID
@ A rairchild B
h M. Harris .
— Practice
h J. Johnson = 122028 Woodard, Ja... 0:00:06
@ ) malk _ |
h D. McLaughlin = 125138 Woodard, Ja... 0:00:04_ — DOV (MMDDYYYY) |
h I. Mehta = 126537 Renault, James = 0:00:02
W o viller —» DOV (MM-DD-YYYY) b
. = 202126 Woaodard, Ja... 00:00:01 Woadarg
@ D Mizel [ . -
@ . Renault = 146552 | Woodard,Ja. | 0:00:04 —> Provider ID Fairchild
h M. Sanders — . |
h . = 273723 Woaoodard, Ja... 0.00‘07_ — Provider First | Evans, Ja
h A. Shah = 156525 Mizell, David 0:00:06 Evans, Ja
i Provider Last Il
W cile = 181740  Woodard, Ja.. | 0:00:06 - Arnald,
h P Vesey _ 1 I
h D. Wittenberg = 181742 Woodard, Ja... 0:00:08 —> Patient First Woodarg
@ /- Woodard = | 178565 | Mizell, David 0:00:09 ) Davis, Gi
g L vokochi 1 —> Patient Last |
= 241125 Woadard, Ja... 0:00:09 Woadarg
= | 261850 Woodard, Ja.. | 0:00:04 — MRN Davis, Gi
= 280916 Woodard, Ja... 0:00:02 Davis, Gil
are e — DOB (MMDDYYYY) | B
= 351402 Woadard, Ja... 0:00:04 Evans, Jz
= | 458502 Woodard, Ja.. | 0:00:03 —> DOB (MM-DD-YYYY) NOTE Bulbin, J
= 461064 Fairchild, April 0:00:04_ — Done _NOTE Fairchild,
= 3473029 Woodard, Ja... 0:00:01 , J
simple View = 532167 Woaodard, Ja... 0:00:01 In Final Kirsten 'oole tandar: vans, 13

A
y.
'VB

2

As data elements are selected, the setup windows adds the elements in real time to display what

the filename. Once a data element is selected, it is not possible to unselect or remove it until the
downloading options are reset (see further below).
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Step 4: Completing the filename
Once the required filename has been selected, click the “Done” option at the bottom of the list to
finish the file name selecting process and proceed to the next step.

Note: It is highly recommended to have the filenames contain at least one unique file naming
feature such as DID number in case the Dictator has two dictations on the same day for the same
patient, in which case, both transcriptions would populate the same filename and can potentially
overwrite each other in the process of downloading them.

Step 5: Choose download location
Once the filename has been established, the set-up tool displays a folder selection window. Browse
to the folder or location desired for documents to download and press “Select Folder”.

Paula Simpson

Folders

psimpson | 5.8.326 | report bug

Workflow Manager Folder

All Facilities

filter...

Workflow Manager

Step 6: Download completion
Once the download location is selected, files will automatically download into the selected folder. A

Select Folder

&«

Length Status

« 4 B> ThisPC » Desktop

= & & ¥ @ Route §§ Change Dictator |} Submit [g) Case Info [ Open @i Play [ & Move ¢ Export {j Delete @ (3

Reports
Tyr 2yr Al

Search Desktop

popup message in the bottom right corner of the screen confirms files have successfully

downloaded.
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My Documents
™y QOrganize * New folder
& All Documents
g ) Amold = NA Mame
m JIEBaley u finished emails
M L. Direnfeld 5; Drc finished emails 12022019
m J.D d B d Master Manual Project
. Droo
th

@ A Fairchild e o

N = Preduction Audic files -- NOT TEST Waadare
& M. Harris mr ) .

N Resource Link project
m J. Johnson = i Evans, Ja
M J. Malk Gy Returned Faxes
m D. McLaughlin = arF screenshots Arnald )
@ ! Mehta = @n september 2019 Erns, [2
m G. Miller _ c Transcriptions 1100
= @

m D. Mizell - = O > Woodarg
& . Renault = Folder: | Transcriptions Fairchild,
@ ™. sanders = E—
w A. Shah — Select Folder Cancel :
m A. Shah = Evans, Ja
@ crile = 121740 Woodard Ja. | 00006 Infinal  John Smith Tr STAT Arnold, J
& P vesey
m D. Wittenberg = 181742 Woodard, Ja... 0:00:08 In Final Louis Freeman Standard Woodarg




WebChartMD

WebChartMD File Download

1y wnloaded C

Download confirmation popup message

| [4] = | Transcriptions —
T P O *
Home Share View 0
> Transcriptions v Search Tran...
+ Transcripti ®| | SearchT y-
~
) MName Date modified Type Size
s+ Quick
- B Adams-Beth-Malk-03192019-34504479.doc  1/10/2020 10:26 AM Microsoft Word 9 13 KB
Wz Adams-John-Arnold-06212019-34588258....  1/10/20 I Microsoft Wore 14 KB
‘_ t g Apollos-Zebe-Arnold-06212019-34582810...  1/10/20 I Microsoft Wor 21 KB
=S i Aramonte-Dennis-Amold-06212018-3458...  1/10/20 Microsoft Wor 14 KB
= F B --Arnold-11082019-35011016.doc 1/10/20, Microsoft Wor 14 KB
AlP 05 Arrowood-Jlimmy-Woodard--113445.doc 1/10/20 Microsoft Word 24 KB
Diict e Bales-Johnny-Arnold-03232019-34504318... 1 Microsoft Wor 21KE
]
NLP W BLAMK-SYSTEM-Arnold-09272019-34588... 1 Microsoft Wor 2TKB
W Calkre-Lisa-Woodard-03092007-42448.doc 1 Microsoft Wor 23 KB
user
B Calkre-Lisa-Woodard-03092007-42450.doc 1 Microsoft Wore 23 KB
22 Dropt W Chresten-Martin-Arnold-06212019-34588... 1 Microsoft Word 9... 31KB
i dict W Freeman-Louis-Woodard-06132007-1184... 1 Microsoft W 26 KB
a2 Enri W Kline-Mercy-Arncld-06212019-34877487.... 1/ 33KB
b File W McCord-James-Amold-11202019-345880., 1/ 33KB
g
- fn B Scott-Lewis-Tille-03142007-47308.doc 1/ 22 KB
"™ G Smith-Alice-Amold-06212019-34588257... 1/ 14KB
o Hip WE smith-susie-Woodard-03092007-42449.doc 1/ 23KB
2R mec
@ OnE

A Pho ¥

17items =

The transcribed documents downloaded to the selected location.

Notes:

1. After the initial set-up is done, the system remembers the configuration and uses it for any
subsequent downloads.

2. The “Reset download options” in the Doc Handler allows the user to reset all downloading
settings to create new download settings. .
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pen portal

Resst download options

Save every change separately

Enable debug logging

Exit

Customize...

M0 1216PM

@ Mark as Printed: This marks the dictation as having been printed and adds the blue dot in
the Printed column.
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Rejected

The Rejected folder contains the transcriptions that the dictator has rejected and returned to the
Transcription Team for further corrections or edits. The Rejected folder is sometimes also used by
the Transcription Team as a holding area for documents needing special assistance of some kind.

Betty War o bettyw | 5.8.340 | report bug
Rejected Fola Folders Settings Reports Logout

= 8 T A search @
. —
]

1yr 2yr All

Al Facilities = Facility Dictator Dictated  Uploa

= 34588265 Hampten Rad.. = Arnold, Jimmy 06/21/1913:52 | 06/21/N 09/27/1911:47 | Maddy  Lundgrens 100112

= 34588264 Hampton Rad.. | Arnold, Jimmy 06/21/1913:52 | 06/21/19 13

n

6 | 09/27/1911:45 | Maddy  Lundgrens 100112

= 34588275 Hampton Rad... 06/21/1913:51 | 06/21/19 13

tn

Arnold, Jimmy 4 | 09/05/191543 | Joan Miller 383755

34504521

Hampten Rad...  Woodard, Ja... 05/23/19 15: 05/23/19 15: 05/29/1910:15 | Floyd Abernathy, Jr. = 000198383

24504482

Hampten Rad... | Johnson, lim... 05/23/19 15: 05/23/19 15: 05/23/1917:07 | Dennis Banks 02876667

34393087 = Advanced Ort... | Shah, Ashish 04/18/19 15: 04/18/19 15: 05/14/1909:36 | SYSTEM = BLANK SYS-BLANK

34280087

Hampton Rad... = Arnold, limmy 03/15/19 1801 | 03/15/191801 @ 03/15/191801 Ryan Gise BBA-151

2 e = 33588795 Hampton Rad.. | Fairchild, April | 08/07/1805:33 | 08/07/180537 | 09/17/181%12  Jane Doe ACMFSLDIS*
T. Bales

& . Blackwell = 33415907 Hampton Rad.. = Amold, limmy | 08/11/18 12:04 :07

@ 1. Burton = 33415897 Hampton Rad.. | Arnold, Jimmy | 06/11/1812:01 05

W A Fairchild

The Rejected folder consists of three important areas:

@ Folder Management Functions: This ribbon holds several function buttons that assist with

file management. Only a specific set of functions are available in the Rejected folder.
Several Folder Management Functions are permission based and are not typically part of the
Transcriptionist user type. Please speak with your Administrator for more details.

@ Columns: Rejected folder has several important columns available for the user.

@ File Display: The central section of the Portal displays the files.
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Folder Management Functions

Betty Warren bettyw | 5.8.340 | report bug
Rejected Folder Folders Settings Reports Logout
= & & ¥ Qsearch @ ¥ lyr 2yr All

‘ Al Facilities = DD Dictator Dictated Uploaded ¥ Finished

= 34588265 Hampton Rad, Arnald, Jimmy 06/21/18 1352 06/21/1913:56 | 09/27/1911:47 | Maddy | Lundgrens 100112

= | 24588264 HamptonRad.. | Amnold Jimmy | 06/21/191352 06/21/191356 | 09/27/191145 | Maddy | Lundgrens 100112

h My Documents = 34588275 Hampton Rad.. Arnold, Jimm 08/21/1912:51  06/21/1913:54 | 09/05/1915:43 | Joan Miller 383735
P! ¥
'E' All Documents _ . . R .
= | 34504521 Hampton Rad.. | Woodard, Ja.. | 05/23/1815:33 | 05/23/191536 | 05/29/1910:15 | Floyd Abernathy, Jr. | 000198383
Pending
Inbox = 34504482 Hampton Rad.. | Johnson, Jim... 05/23/191%30 05/23/1915:35 | 05/23/1917:07 Dennis Banks 02876667
= | 34393987 Advanced Ort.. | Shah, Ashish 04/18/19 15:12  04/18/1915:15 | 05/14/1909:36 | SYSTEM | BLANK SYS-BLANK
Final = | 34290097 Hampton Rad.. | Arnold, Jimmy | 03/15/18 18:01 03/15/1918:01 03/15/191801  Ryan Gise BEA-151
2 J- Arnold = | 33988796 Hampton Rad.. | Fairchild, April | 08/07/18 05:33 08/07/1805:37 | 09/17/181%:12 | Jane Doe ~CMFSLDJS™
T. Bales
w J. Blackwell = 33415907 Hampton Rad.. | Arnold, Jimmy 06/11/18 12204  08/11/18 12:07
@ T Burton = 33415837 Hompton Rad..  Amold, limmy | 06/11/1812:01 06/11/18 1205
& _A. Fairchild

The first five icons from the left are consistent in all folders and more information on them can be found
on page 14. More details on Search function can be found on page 14.
Columns

All available columns viewable in the All Documents Rejected and their descriptions can be found
starting on page 24.

Column Management
See page 28 for a full description of column management features.
File Display

This section displays transcriptions that have been rejected by the Dictator. All visible transcriptions
in this folder are of the Rejected status. For a detailed description of available file statuses and their
meaning, see page 60. For a detailed description of Row and Page Settings, see page 22.

File Action Menu

All available “File Action Menu” options viewable in the All Documents Rejected and their
descriptions can be found starting on page 33.
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Final

Betty Warren

bettyw | 5.8.340 | report bug

I Folder
=l+] 8 T QSearch [ |Open &;Print [@ Case Info & Fax @ 3

E EO

Folders Settings Reports Logout

lyr 2yr All

Dictator Dictated Uploaded

= | 35137852

Hampton Rad... = Amold, Jimmy 12/18/1913:38 | 12/18/1913:40 04/20/20 13:09 | SYSTEM

= | 35137844 Hampton Rad... | Amold, Jimmy 12/18/1913:36 | 12/18/1913:39  04/20/20 09:39 | Allison

= | 35068759 Hampton Rad... | Amald, Jimmy 11/26/1912:32 | 11/26/1912:35  04/20/20 09:37 | SYSTEM

35246373 Hampton Rad... | Amald, Jimmy 01/27/2013:09 | 01/27/2013:11 | 04/20/20 09:35 | SYSTEM

= 35183604

Hampton Rad... | Amald, Jimmy 01/07/2011:26 | 01/07/2011:28 = 04/20/20 09:35 = SYSTEM

= | 35183603 Hampton Rad... | Amold, limmy = 01/07/2011:26 | 01/07/2011:28 04/20/20 09:34 | SYSTEM BLAN
= 35409809 . G) Hampton Rad... | Arnold, Jimmy 03/18/20 14:16 | 03/18/2014:16  03/18/20 1416 | John Smitl
. - = | 35408943 . @ Hampton Rad... | Amaold, Jimmy 03/18/20 12:08 | 03/18/2012:08 03/18/2012:08 | John srmith
E j ;if;we” = | 35137846 ® Hampton Rad... | Amold, Jimmy  12/18/1913:37 | 12/18/1913:3¢ 03/17/20 1051 | Allison Smit|

The “Final” folder works as an archive to store finalized and/or eSigned transcriptions. Documents are
still accessible from within the Final folder similar to the Inbox folder, and many of the same actions are
available in the Final folder that are available in the Inbox, depending on the access rights of the user.
Folder Management Functions
All available Folder Management Functions viewable in the All Documents Final and their descriptions
can be found starting on page 42. Several Folder Management Functions are permission based and are
not typically part of the Transcriptionist user type. Please speak with your Administrator for more
details.

Columns

All available columns viewable in the All Documents Final and their descriptions can be found
starting on page 24.

Column Management

See page 28 for a full description of column management features.

File Display

This section displays transcriptions that have been finalized by the Dictator. All visible transcriptions
in this folder are of the Finalized status. For a detailed description of available file statuses and their
meaning, see page 60. For a detailed description of Row and Page Settings, see page 22.
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File Action Menu

All available “File Action Menu” options viewable in the All Documents Final and their descriptions
can be found starting on page 33.
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Paula Simpson
Workflow Manager Folder
= &l # ¥ @ Route §Change Dictator [ Submit g Case Info [ Open |

All Facilities Dictator Length

filter...

Workflow Manager #150 2:38:05

34588085 | Arnold, Jimmy 0:01:24 | 1hr STAT

S

34585273 | | My Documents

. = R588277 All Documents

@ L Direnfeld i

m J. Drood |

g A Fairchild p—

m M. Harris _

& ). Johnson = 24588279

& ). malk = | 34588260 Inbox

J -
Rejected
Final

U T Bales
g L Direnfeld

WebChartMD

Below the All Documents folder are the individual Dictator folders. Dictator names appear in the

folder pane in last-name alphabetical order.

Clicking a Dictator name expands the view to expose the folders available for each Dictator. Folders
are permission-based, but typically include Pending, Inbox, Rejected and Final. A full description of
the features and functions of each of these folders can be found in the user manuals for Facilities.
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Document Management
This section of the manual provides details related to managing transcriptions.

Auto Print

For details about how to set up Auto Print function, please contact WebChartMD Support team at
support@webchartmd.com

File Status

Every dictation and transcription passes through a variety of statuses as they progress through the
transcription workflow, including:

Pending: This status signifies dictations that are yet to be transcribed.

QA: This status means that the dictation has been transcribed by the Transcriptionist and has been
forwarded internally to the Transcription Team QA staff for quality checks.

Inbox: Dictations that have been transcribed and submitted to the dictator.

Rejected: Dictations that the dictator has returned to the Transcription Team for further corrections.
Finalized: The dictations that have been sent to the Dictator’s final folder.

Delivered: this status is a combined term for both Inbox and Finalized transcriptions.

Deleted: this status means the dictation or transcription has been removed from the workflow and
no longer accessible. Note — Documents can be taken out of the “Deleted” status by using the
“Move” feature in the Workflow Manager.

** Please Note: Workflow Manager is a Transcription Team Administrator feature and not a feature
applicable to Staff.

E-Signed: Transcriptions that the dictator has electronically signed.

Document Locking

WebChartMD locks a document once opened by a user to prevent multiple users from accessing the
document at the same time. Hovering over the “lock” icon on screen displays information about
who is currently accessing the document, and the date/time of the access.

A pop-up message (below) alerts any users attempting to access that the document is already being
accessed by another user, and that access to a read only version is available.
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File locked by another user

Another user has this document open.
It has been locked to prevent editing.
Any changes made will not be saved.

Click below to open a read-only copy or
Cancel to exit.

Open read-only Cancel

Page 62 of 85 « WebChartMD - User Manual: Transcription Company Transcriptionist Version



Edit

WebChartMD

Edit is a permission-based function which enables users to edit transcriptions. As with the “Open”

function, the edit function requires the installation of WebChartMD’s DocHandler. To edit a
transcription, highlight the transcription and click the “Open” button in the toolbar. The

transcription will open using the locally installed copy (i.e. the copy installed on the local computer)

of Microsoft Word.

v Q;Sear[h L‘J Open éPnnt L@Flnallze @ Reject gChangE Dictator E Fax _BCase Info a Delete o __

Dictator Dictated Date

Fadility

ities =
I = | 35109384 E?l Fidelity Insuran... Bales, Lowen 12/10/19 12:05 Mike Salyers
" = | 34588166 Advanced Orth... Miller, Gerald 06/21/18 14:07 Shari Deming
-
9-1 /- s 35109384-transcription-76523852.doc - Co.. = - O X
Home Insert Design Layout References Mailings Review View Help 2 Tellme & Share =
- . AT g S e -
ﬁj : Calibri S e[A A Aae A | i=-iz == 2L T nssbcone AsBbcode AaBbC [ -
Paste g B I U-axx A Z-A- == [E- O - TNormal = TNoSpac.. Headingl |= Ed'tmg
Clipboard Font [F] Paragraph [F] Styles [F] »
L 1 X 1 2 3 4 5 & ” 7

123456

102938

29811

1238366

SY¥S-BLANK

BBA-151

1029288

00258

nn2582

After edits are complete, save and close the transcription using the normal tools and workflow
found within Microsoft Word. Clicking the “Save” button (below) saves changes to the authoritative
copy of the transcription stored on the WebChartMD server and closes the transcription. Clicking
“Don’t Save” exits the transcription without saving changes to WebChartMD. Clicking “Cancel”

returns the user to the transcription.

=)

Microsoft Word

1\ ‘Want to save your changes to “Transcribed Document.doc™?
If you click "Don't Save”, a recent copy of this file will be temporarily available.
Learn mare

[ Save ] [Dog'tSa\re] ’ Cancel ]

R ———
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Routing
Routing is a permission based feature.

Routing options within WebChartMD enable a variety of different routing options, and routing
views. Some typical routing scenarios are described below:

Paula Simpson psimpson | 5.8.326 | report bug

Workflow Manager Folder Folders Settings Reports Logout

= £ & ¥ @ Route &3 Change Dictator [ Submit @ Case Info [_| Open @)l Play [ aMd xport [j Delete @ (3 1yr 2yr All
All Facilities = DID Dictator Length TAT Routed T ool Report Type Last Modified Comme

E
i | ~ I I B N B I

2:38:05

Workflow Manager #159

My Documents

345BE085 | Arnold, Jimmy 0:01:24 | 1hrSTAT | Johnston, Bar.. ULTRASOU
All Documents e ——

1. Arnold 34388273 Renault, James 0:00:46 TAT  Wallace, Con... \;’ P* R
B 34588277 | Renault, James | 0:00:4 T  Wallace, Con... [CoJnie Wailace spened st 0L/1/20 1242 )
S. Demo Provider = S

TA i

[~

[~

[

[

@ :
w L. Direnfeld 34588274 | lohnson, Jim... 0:00:46 T Wallace, Con...
[

[

[

[

L

J. Drood 34877460 | Bales, Traci 0:00:46 | 1hr STAT | Pool Cardio Poal ULTRASOUND
A. Fairchild

M. Harris 34588279 | Renault, James | 0:00:46 | 1hr STAT Poal@ Cardio Pool

J. Johnson

J. Malk

34588260 | Johnson, Jim... 0:01:05 | 1hrSTAT | Pool Cardio Pool

@ Direct Routing: When dictations are routed directly to a transcriptionist or editor (instead of
being assigned via a pool), the transcriptionist’s name appears in the “Routed To” column, and
no text appears in the Pool column (see image above).

Notes on Direct Routing:

1. The Transcription Team Admin can direct route dictations to a specific Transcriptionist’
gueue, either through an assignment made in the Settings View, or by using the “Route”
button in the toolbar.

2. Unlike dictations routed via pools, which are subject to a time limit for remaining in queue if
not transcribed, dictations direct routed remain with the transcription to whom they were
routed indefinitely.

@ Pool Routing: WebChartMD has a robust pool management system that is available to the
Transcription Team Admin under the Workflow Rules section of the Settings view. When
dictations are routed via pools, dictations display the word “Pool” in the “Routed To” column
and the specific pool name in the “Pool” column.
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Notes on Pool Routing:

1. These dictations only stay in the queue while the transcriptionist is active. This is indicated
by the green colored cell highlight. If a transcriptionist becomes inactive, the color changes
to yellow highlight.

2. Once the transcriptionist logs out of the system, the dictations are returned to the pool and
display information as noted in #3 “Dictations in Pool”.

for the dictations will update from the word “Pool” to the name of the person to whom the files

@ Once a dictation or dictations are routed out to a transcriptionist or editor, the “Routed To” cell
were routed.

@ Locked: Once a transcriptionist begins typing a dictation, the system locks that dictation and
displays a “Locked” icon in the “Locked” column.

Additional notes on Routing:

1. Files populate into the transcriptionist or editor’s workflow in a first-in-first out prioritization.
Files marked with a STAT priority supersede files with a standard TAT.

Using the Manual “Routing” Feature

A “Routing” button exists in a number of Transcription Team toolbars. This is used to manually
route a dictation.

To manually route, select a dictation and click the “Route” button. This opens a panel with a
dropdown listing of all transcriptionists, editors, and pools. Select the desired routing assignment
and click “Change”. The new routing assignment will appear in the “Routed To” column.
Additional notes on manual routing:

1. Manually routed files over-ride any maximum time settings made for the transcriptionist or
editor. Routing assighments, Pool setups & associations and Workflow Rules governing
system routing provide more information.

Interfacing
The Interface feature is part of a workflow created for interfacing transcriptions into electronic

health record systems. For more information on creating custom interfaces, contact WebChartMD
support.
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Settings View
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Settings View Overview

Clicking the “Settings” in the top right side of the Portal switches the “Folders View” to display the
“Settings View” for the Transcription Team.

Betty Warren bettyw , ~ 8.340 | report bug

Transcriber Inbox Folder F Iders Settings Re orts Logout

B & T Q -Search & Change Dictator # Route [ Delete §) (5 Iyr 2yr All

DD [ FileName Facility Uploaded Dictated Dictator Length ReportType  First

All Facilities

'E My Documents

353682501 jarneld-03032..  Hampton Rad.. | 03/03/201%:34  03/03/2013:24 | Amold, Jimmy 0:00:06 Alicia

33362492 jarmeld-03032..  Hampton Rad.. | 03/03/20 153:34 = 03/03/20 15:34 0:00:09

Bryce

35362377 jarnold-03032..  Hampton Rad.. | 03/03/2015:09 = 03/03/20 15:09 2hr STAT | 0:00:07 Connie

35362356 jarneld-03032..  Hampton Rad.. | 03/03/20 15:07 | 03/03/20 1307 | Amold, Jimmy | General Pool = 2hr STAT | 0:00:16

Rejected

35362179 jarnold-03032..  Hampton Rad... | 03/03/2014:40 = 03/03/20 14:40 | Armold, Jimmy General Pool = 2hr STAT | 0:00:48 Bryce Pol
@ Al Documents
m J. Arnold 35362130 jarmold-03032.. Hampton Rad.. = 03/03/20 14:29 = 03/03/2014:29 = Arnold, Jimmy General Pool = 2hr STAT | 0:00:23
2 K l!a:e5 35344579 jrenault-0115.. = Hampton Rad.. | 02/26/2017:29 = 01/15/18 19:38 = Renault, James Standard | 0:00:07
T. Bales
W . Blackwell 35344678 jrenault 1008,  Hampton Rad.. | 02/26/2017:20 | 10/08/18 10:07 | Renault, lames Standard | 0:00:10
T T ourton

The Settings View can be broadly grouped into three visual areas:

Betty Warre

Settinas Folders

bettyw | 5.8.340 | report bug
Settings Reports Logout

= @ Export Address Book

All Facilities

8{ My Settings

Change Password

name or number Search || Clear
Fax

Practice Name  Location Phone City State  Auto Fax

BT T8 T3

Address Book Details

Healing Hearts | South Ridge | (555) 555-3555  555-555-5535  Green Haven  NY Ld

Insurance Com... Cedar Bluff

Internal Medici... (555) 555-3554

) Practice Mame —
John Smith Lacat.\ﬂn (555) 585-5555 N .@_
MNew Practice (555) 555- 27-6325
@ Ralph Smith North City @ Fax ‘ -
Rodgers Medic... (555) 555-5555 123-123-1234 South City TN FraTe l:l

S

Address 2

Sander's Family... | North End | (555) 555-5555 | 555-555-5555 | Johnson City | TN
Smith Family M... Johnson City | TN
'Washington Int... (555) 555-5555 | 553-555-5555 | Johnson City | TN Address 3

Address 4

City

@ Folder Management Functions: This Tools within the Folder Management toolbar vary

according to the settings folder and permission levels of the user. Several Folder
Management Functions are permission based and are not typically part of the Transcriptionist user
type. Please speak with your Administrator for more details.
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®

Settings Pane: This section displays different settings grouped into sections and subsections,
providing the user with an ease of making changes.

@ User Section: This central section of the “Settings View” usually displays lists of users, both
Transcription Team users and Facility users, to select from while editing their individual
settings.

@ Details Panel: This panel in the right side usually provides the fields and dropdown menus of
the actual settings.

Folder Management Functions

The Export Address Book function works just like the Export function under Inbox.
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Settings Pane

The “All Facilities” option in the dropdown found in the top left corner of the Settings Pane displays
workflow-related tools used by the Transcription Team in servicing their Facilities. Also displayed in
the dropdown are each of the respective Facilities serviced by the Transcription Team. Selecting a
specific Facility changes the view to display workflow-related tools specific to the Facility selected.

Functions such as Route, Fax, Print, Delete and edit documents are permission based that can be
provided to the Transcriptionist. Please speak with your administrator for details.

View for All Facilities

Betty Warren Below the “All Facilities” view are three functional areas:
Settings

@ My ngs My Settings contains settings options and house-keeping tasks unique
Change Password to the signed-in user and the Transcription Team in general.

View for Named Facility

Hampton Radiology
Settings

My Settings contains settings options and house-keeping tasks unique

Hampton Radiology
to the named Facility in the dropdown.

&2 My Settings
Change Password

Fa Log
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WebChartMD

The central section of the Settings View area displays users as a selectable list. When selected, the
individual settings available for that user loads into the Details Panel (explained next) on the right,
allowing the Admin to change those settings. This section is shown in the next few images as examples:

** Please Note: Address Book is a permission-based feature and may not be accessible to all

Transcription Company Staff. For instructions on the use of the Address Book, please speak to your

Administrator for more details.

Betty Warren

bettyw | 5.8.340 | report bug

Settings

All Facilities

i My Settings

Change Password

Address Book

Change Password

Current Passw...

New Password

Confirm Passw...

Passwords must be at least 8 characters in length, and contain
at least one number, special character, or upper case letter.

Folders Settings Reports Logout

Advanced Orthopaedics

Settings

= (Failed Faxes & Resend Selected @ Export Failures for Month

Advanced Orthopaedics

My Settings

32189581 Test

Change Password

31261746 | NathanTest | (888) 215-4471

31298833 | Nathan

Address Book

did, name, or fax numb

DID Recipient Number Status

(888) 215-4471 | success | Success

success | Success Jason Anderso.

(555) 555-3555 | failure Calls to 555 nu...

Robert Smith (..

Unknown Pati...

bettyw | 5.8.340 | report bug
Folders Settings Reports Logout

Dictated Date  Queue Date Process Date

06/12/1709:30 | 10/04/1712:14  10/04/17 1231

10/03/16 0955 | 01/02/171504 | 01/02/17 1405

10/11/1608:09 | 01/02/17 1504  01/02/17 14:04
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My Settings

The Settings Menu that displays when the dropdown in the upper left corner of the Settings Pane is
selected changes depending on the selection made. There are two views available: All Facilities and
Named Facilities. Several Settings Functions are not available to the Transcriptionist user. Please speak
with your Administrator for more details.

“All Facilities” View

When “All Facilities” is selected in the dropdown, the “My Settings” section of the Settings Pane
provides the user with settings and features related to the Transcription Team workflow. (as a note, the
Portal also displays the name of the user logged into the portal in the top left corner of the screen, see
below).

sﬂizlt:farren Within the My Settings area of the “All Facilities” view, there is one
function available: .
& My Settings Change Password is used for password updating.
Change Password

Named Facility View

When a Facility name is selected in the dropdown, the menu changes to display settings for that Facility.
The Portal displays the name of the Facility at the top, indicating that the settings being viewed are for
the selected Facility.

s::t\:::sced Guidrefesy Within the My Settings area of a named Facility view, there is only one

a function available:

Advanced Orthopaedics J

w My Settings
Change Password Fax Log displays the log of all auto-faxed and manually faxed
transcriptions for the Facility.

Fax Log

Address Book
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“All Facilities” Functions

Change Password

Under My Settings, the Change Password feature enables the user to do a password change for his/her
account. Passwords must be at least eight characters, and contain at least one number, special
character or upper-case letter.

Paula Simpson
Settings
o
All Facilities v

Change Password

Address Book

Change Password

Current Password

New Password

Confirm Password

Passwords must be at least 8 characters in length, and contain
at least one number, special character, or upper case letter.

Account Settings

?’* Workflow Settings

“Named Facility” Functions

Fax Log

The “Fax Log” is a listed of all faxes transmitted by the Facility. The “Fax Log” toolbar contains a
number of tools, which are described below.

Failed Faxes

The “Failed Faxes” button displays the list of all faxes which failed to transmit.
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Resend Selected

Resend Faxes

DID: 31298833
Recipient: Nathan

| (555) 555-5555

WebChartMD

The “Resend Selected” feature allows the user to resend transcriptions that failed to transmit. To

resend a failed fax:

1. Click the failed transcription item in the Details Screen.

2. Enter the corrected fax number into the field where indicated (above image) and press the

“Send” button.

Hampton Radiology

Folders Settings Reports Logout

= (DFailed Faxes B Resend Selected ¢ Export Failures for Month

did, name, or fax numb] Search | Clear

Hampton Radiclogy

& My Settings

Change Password

Dictated Date

Process Date

Queue Date

34877487  Lowen Bales (555) 555-3555 failure Calls to 555 nu... | Mercy Kline (s... 06/21/19 13:56 12/05/19 14:16 12/05/19 14:16

34588256 | Lowen Bales (555) 555-5555 | failure Calls t0 555 nu... | smith lowen (*... | 06/21/191 12/05/19 1416 | 12/05/19 14:16

34588072 Lowen Bales failure Calls to 555 nu... | Jam Cord ... | 06/21/1 12/05/1 6 12/05/19 1416

(555) 555-3555

Pt 34583220 | Lowen Bales (555) 555-5555  failure Calls o 555 nu... | James Arrowo... | 06/21/19 1 12/05/19 14:16 | 12/05/19 14:16
Fax Cover Sheet 34290094 Dr. Jenny Lawr. (888) 215-4471 success Success Abe Mueller (2. | 03/15/19 17:58 04/23/19 11:59 04/23/19 12:00
'ﬁ Account Settings | 33282793 James Miller MD | (888) 215-4471 | success | Success Jim Cooper (29... | 04/30/181230 | 04/18/19 1403 | 04/18/1914:04

34236896  AutoFax - Com.. (212)555-1212 failure Calls to 555 nu... | Sam White (13... | 04/01/191

34336102 | AutoFax- Com.. | (212)555-1212  failure Calls t0.555 nu... | Pollie Miles (19... | 04/01/19 1

32163790 Dr. Jenny Lawr. (888)215-4471  success  Success Amber Bachma... | 06/12/17 09:30
32163797 Dr. Jenny Lawr. (888) 215-4471 success Success Lowen Bales (4.. | 06/12/17 09:30 03/04/19 15:57
33678471  AutoFax- Com.. (212)555-1212  failure Calls t0.555 nu... | test test (939) 09/05/18 10:52 01/10/19 1151

33678456 | AutoFax- Com.. | (212)555-1212  failure Calls t0 555 nu... | Floyd Abernath... | 08/07/180544 | 11/13/18 1340 | 11/13/181340
33723095  AutoFax - Com.. (212)555-1212 failure Calls to 535 nu... | Alice Smith (10... = 09/19/18 11:01 11/13/18 13:40 11/13/18 1340

30995044 | AutoFax- Web.. = (888)215-4471 | success | Success Frank Smith (0. 08/15/1611:51 | 09/18/18 14:39 | 09/18/18 14:40
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Export Failures for Month
This feature is currently disabled.
Fax Log Column Display
Columns displayed in the Fax Log and their meanings are:
DID: Displays the DID number of the transcription that was faxed.
Recipient: Displays the name of the Address Book entry to whom the faxed transcription was faxed.
Number: Displays the fax number to which the transcription was faxed.

Status: “failure” means the fax failed to transmit successfully. “success” means the fax transmitted
successfully.

Details: if the fax failed, a detailed description of the cause of failure is given.

Patient: Displays the name of the patient that the transcription was dictated about.
Dictated Date: Displays the time & date when the Dictation was dictated.

Queue Date: Displays the time & date when the transcription was triggered for auto-fax.

Process Date: Displays the time & date when the fax was sent successfully.
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Reports View
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Reports

The Reports area is the third functional area within the WebChartMD platform, as shown in the top-
right corner of the user’s online account. Several Reports are permission based and are not typically
part of the Transcriptionist user profile. Please speak with your Administrator for more details.

Betty Warren bethr~ | _u.ow , ~nort bug
Reports Folders Setti gs Reports Lc jout
a —~ -

| All Fadilities

@ Lines Per Day
@ Esign Reports

Premade Reports

Lines Per Day — This report can be run by the Transcriptionist and will show the total number of lines
transcribed (by day) for a given time frame.

Esigned Reports — This report will give the total number of reports the Dictators have eSigned (by
day) for a given period of time (by finished date)
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Appendix 1: Express Scribe

= [Unline Demo {

WebChartMD

The Technology tha

Home | HIPAA Enforcement | Privacy Policy | About Us | Our Charity | Site Map

The Express Scribe version 5.10 can be downloaded from our Downloads page at
www.webchartmd.com/downloads. It is listed as ‘Express Scribe Setup’.

This version of Express Scribe can play the dss, mp3, wma and wav formats but is incompatible with
.ds2 format. It can be installed on Windows 7, Windows 8 and Windows 10 machines.

For Windows 7 users:

Double-click the ‘Express Scribe Setup’ link from the downloads page. Then, accept the License
Terms on the license Agreement window, then click next.
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(&) [ Installing Express Scribe v 5.10

License Agreement

Please read the following License Agreement. You must accept the terms of this agreement before
continuing with the installation

1. The copyrights in this software and any visual or audio work distibuted with the software -
belong ta NCH Software and others listed in the about box. All rights are reserved. Installation
of this software is licensed only in accordance with these tems

2. By installing, using or distribting this software you, on your own behalf and on behalf of your
employer or principal, agree to be bound by these tems. f you do not agree to any of these
terms, you may not use, copy, transmit, distribute, nor install this software - retum it to the place
of purchase within 14 days to receive a full refund

3. This software, and all accompanying files, data and materials, are distributed "as is” and
with no warrarties of any kind, whether express or implied except as requirsd by law. f you
intend to rely on this softwars for oritical puposss you must test it fully prior ta using it install
redundart systems and assume any risk

4. We will not be lisble for any loss arising out of the use of this software including, but not
limited to. any special, incidental or consequential loss. Your entire remedy against us for all
claims is limited to receiving a full refund for the amount you paid for the software.

5. You may not use this software in any circumstances where there is any risk that failure of
this software might result in a physical injury or loss of Ife. You agree to indemnify us from any
claims relating to such unauthorized use.

6. You may copy or distribute the installation file of this software in its complete unaltered form
but you may nat, under any circumstances, distribute any software registration code far any of
our programs without written pemission. In the event that you do distribute a software
registration code, you will be liable to pay the full purchase price for each location where the
unauthorized use oceurs.

7. The ¢ £t 2nising out of this agreement is govemed by the laws and courts of the

©) | agree with these tems

do not agree with thesgferms

The next page has several extra software options that NCH would like the user to try out and

bundles them along with Express Scribe.

A

[S==)

P Installing Express Scribe v 5.10

Related Programs and Extras

These are optional extras that complement this program and provide additional functionality.
Select the tools you might like to use:

[ Select al

Express Dictate [Recommended]

Express Dictate is a professional dictation recorder for any Windows or Mac computer
letting users record and send dictations from their computer.

YWeb Dictate Internet Dictation Software

Web Dictate is a dictation system that lets you record, edit and manage dictation over
the intemet with any ordinary web browser.

Express Delegate

Dictation worldlow management with the ability to automatically assign typing tasks to
members of typing pools based on customizable nles.

NCH Software Internet Browser Toolbar

Get direct access to all NCH Software from within your browser. Also includes a pop-up
blocker, email notifier, free streaming TV, radio, weather and many other useful toals. It is
one of the most useful toolbars around and it's free.

Set the default web search to be the NCH Search
Set the start page to be the NCH search page

WebChartMD

None of these options are required for Express Scribe to function and can be unchecked before

clicking Finish. Clicking Finish installs the software and exits the install wizard.
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For Windows 8/10 only:

Express Scribe 5.10 is only compatible with Windows 7 and hence needs to be run in compatibility
mode for Windows 8/10 installation. This step is not needed for Windows 7 installation.

First the user needs to save the download to their desktop. To save the installer on the desktop, the
user can right-click the ‘Express Scribe Setup’ link on the downloads page. Then click ‘Save link as’.

<] Online Demo (3

WebChartMD

The Technology that |

Express Scribp Satun
Microsoft NET

Open link in new tab

Open link in new window
Open link in incognito windaw
Save link as.

Copy link address

Home | HIPAA Enforcement | Privacy Policy | About Ut

Inspect Ctrl+5Shift+|

When the user clicks ‘Save link as’ they will be presented with a ‘Save As’ window. From here the
user will need to save the download to their desktop.

[
1 Il » ThisPC » Desktop v O Search Desktop r
Organize = Mew folder s 0
A ~
3 This PC Mame Dat
O Obie ',f Microsoft Teams 4/1:
I Desktop +  WCMD.Win.WebChartMD.exe - Shortcut 3/2
= — 2 GoToMeeting
% Continue WordPerfect Office X9 Installation 211,
‘ Downloads H
v < >

File name: | essetup (1).exe

Save as type: |Application (*.exe)

~ Hide Folders Cancel
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To set the Installation in Compatibility Mode on Windows 8 and 10, user needs to go to the
Properties of the downloaded essetup.exe. To do so, right-click the installer and go to ‘Properties’ at
the bottom of the window presented

G Run as administrator
Open with Sublime Text
Troubleshoot compatibility
Run with graphics processor
Pin to Start
7-Zip
CRC 5HA

[&f Edit with Notepad++

Eﬂ Scan with Windows Defender...
Express Zip

1£ Share

Give access to
Pin to taskbar
Scan with Malwarebytes

Restore previous versions

Send to

Cut
Copy

Create shortcut
Delete

Rename

Properties

Once the Properties window opens, navigate to the Compatibility tab at the top, then look for the
Compatibility Mode section. Check the checkbox that says, “Run the program in compatibility mode
for” and then select ‘Windows 7’ and then click OK.
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Letails I Previous Versions

1 Compatibility Archive I Digital Signatures

If you have problems with this program and it worked comectly on
an earlier version of Windows, select the compatibility mode that
matches that earier version.
Help me choose the settings

o "

Run this program in compatibility mode for:
[Windows ]

Settings
] Runin 256 colars
[7] Run in 640x 480 screen resolution
[ Digable visual themes
|| Disable desktop composition
|| Disable display scaling an high DF| settings

Privilege Level
[] Run this program as an administrator

[ '&‘O‘langeseﬂingsforalluseﬁ ]

OK

WebChartMD

To install Express Scribe, the user double clicks on the essetup.exe installation file. This brings up the
License Agreement which can be agreed upon. Click Next.

(&) [ Installing Express Scribe v 5.10

License Agreement

Please read the following License Agreement. You must accept the tems of this agreement before
continuing with the installation

1. The copyrights in this software and any visual or audio work distributed with the software
belong to NCH Software and others listed in the about box. All ights are reserved. Instaliation
of this software s licensed only in accordance with these tems

2. By instaling, using or distributing this software you, on your own behaff and on behalf of your
employer or principal, agree to be bound by these temms. I you do not agree to any of these:
tems, you may not use, copy, tranamit. distibute, nor install this software - retum i to the place
of purchase within 14 days to receive  full refund

3. This software, and all accompanying files, data and materials, are distibuted "as is” and
with no wananties of any kind, whether express or implied except as required by law. f you
intend to rely on this software for itical pumoses you must test it fully prior to using i. install
redundant systems and assume any risk.

4. We will not be liable for any loss arising out of the use of this software including, but not
limited to, any special, incidental or consequential loss. Your entire remedy against us for all
claims is limited to receiving a ful refund for the amourt you paid for the software.

5. You may not use this software in any circumstances where there is any risk that faiure of
this software might resul in a physical injury or loss of Ife. You agres to indemniy us from any
claims relating to such unauthorized use.

6. You may copy or distribute the installation file of this software in fts complete unattered form
but you may not, under any circumstances, distibute any software registration code for any of
our programs without written permission. In the evert that you do distribute 2 software
registration code, you will be liable to pay the full purchase price for each location where the
unauthorized use oours.

7. The cogizadt atsing ot of this agreemert is govemed by the lzws and courts of the

© I agree with these tems

(©) I do not agree with these terms

Mext

The next page has several extra options that NCH would like the user to try out and bundles them
along with Express Scribe. However, none of these are required for Express Scribe to function and
can be unchecked before clicking Finish. Clicking Finish installs the software and exits the install

wizard.
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) 7] Installing Express Scribe v 5.10

Related Programs and Extras

These are optional extras that complement this program and provide addtional functionality.
Select the tools you might like to use:

|| Select all

é Express Dictate [Recommended]
Express Dictate is a professional dictation recorder for any Windows or Mac computer

letting users record and send dictations from their computer.

| é';‘ Web Dictate Internet Dictation Software

Web Dictate is a dictation system that lets you record, edit and manage dictation over
the intemet with any ordinary web browser.

| Express Delegate

Dictation worldlow management with the ability to automatically assign typing tasks to
members of typing pools based on customizable rules

) ix NCH Software Internet Browser Toolbar
" Get direct access to all NCH Software from within your browser. Also includes a popup
blocker, email notifier, free streaming TV, radio, weather and many other useful tools. t is
one of the most useful toclbars around and it’s free.

Set the default web search to be the NCH Search
Set the start page to be the NCH search page

Once ‘Finish’ has been selected the shortcut for Express Scribe will be on the desktop. On Windows
7 the user can proceed to the next steps and setup their foot pedal (see below). However, on
Windows 8 and 10, this may create two NCH Software windows to be presented automatically.
Those two windows and their accompanying browser windows can be OK’d and/or closed.
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Next the user will want to place Express Scribe in compatibility mode. To do this, the user right clicks
on the Express Scribe shortcut and goes to Properties.

Run with graphics processor
Open file location
Run as administrator

Open with Sublime Text

Troubleshoot compatibility
Pin to Start
7-Zip
CRC SHA
[&f Edit with Notepad++
3 Scan with Windows Defender...

Express Zip
Pin to taskbar

® Scan with Malwarebytes

Restore previous yersions

Send to

Cut
Copy

Create shortcut
Delete

Rename

Again, just like before, the user sets the compatibility mode to Windows 7 under the Compatibility

tab and click “OK”.

=
B Express Scribe Properties

[===)

Security | Details I

General | Shoreut @ Compatbity

If you have problems with this program and it worked comectly on
an earlier version of Windows, select the compatibility mode that
matches that earier version.

Help me choose the settings

p——

Run this program in compatibility mode for:

[Windows 7 -

G

[F] Run in 256 colors

[7] Run in 640 x 480 screen resolution

[ Disable visual themes

[7] Disable desktop composition

[ Disable display scaling on high DP| settings

Privilege Level
[ Run this program as an administrator

[ @Change settings for all users ]

oK | [ Cancel | [ Aoy

]
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Once compatibility has been set, express scribe is installed and ready to be used.

Setting Up Foot Pedal:

To set up the foot pedal, the user will go into the ‘Options’ tab in express scribe.

P Express Scribe - O X
File Control View MNotes Bookmark Options Help

el B 0

% B s - % &
Sync Load Dock Options Suite Help
| - =

Dictation Name Sender Date Time Duration Priority Deadline
£ >
<Type notes for the currently selected dictation here >

In the ‘Options’ tab you’ll want to go to ‘Controller’.

Options = Help
Playback...

Systemn-Wide Hot-Keys...

Automatic Incoming...

File Types... Time
Speech to Text...

Disk Usage...

Display...

Other...
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In the ‘Controller’ window, the user will then want to click the ‘Controller setup wizard’.

I Options ? x
Disk Usage Display Cther
Playback Controller Hot-Keys Incoming File Types Speech to Text
tna
Active controller
Controller: Nane
Status: Mot configured
Properties... Command map / test...

< Controller setup wizard... >

Tap lock

[ Enable tap lock

Enable unlock time-out
List of compatible controllers Purchase a controller

WebChartMD

The user will then be guided through a setup wizard where the foot pedal will be selected and set
up. Once the wizard is complete the foot pedal will be configured and usable through express

scribe.
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